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1. Ugelem tohoto Pracovniho fadu ING Bank CR (ddle jen Pracovni fad) je podrobnéji rozvést
ustanoveni zdkona ¢. 262/2006 Sb., zdkoniku prdace, v platném znéni (ddle jen Zakonik
prdce), popf. dalSich zvldstnich pravnich predpist, ohledné zvldstnich & konkrétnich
podminek a povinnosti Zaméstnanct vyplyvajicich z jejich pracovnépravnich vztahd s
korporaci ING Bank N.V., pobo¢ka Praha, se sidlem Ceskomoravska 2420/15, Liber, 190 00
Praha 9, 1CO: 49279866, zapsané v obchodnim rejstriku vedeném Méstskgm soudem v Praze
pod spisovou znackou A 7930 ddle jen Zaméstnavatel nebo ING).

2. Pracovni fdd je zavazny pro vsechny Zaméstnance, ktefi jsou u Zaméstnavatele
zaméstndni v pracovnim poméru (ddale jen Zaméstnanec). Na Zaméstnance pracuijici u
Zameéstnavatele na zakladé dohod o pracich konangch mimo pracovni pomér se Pracovni
fad vztahuje pfimérené, pokud to vyplyvé z jeho jednotlivgch ustanoveni, z ustanoveni
za@koniku prace nebo z uzaviené dohody o pracovni ¢innosti nebo z dohody o provedeni
prdce.

3. Zaméstnanec nastupujici do pracovniho pomé&ru musi byt sezndmen s timto Pracovnim
fadem. Pracovni fdd je pro kaZzdého Zaméstnance volné pfistupny rovnéz na intranetovych
strankach Zaméstnavatele. Na prava a povinnosti Zaméstnancud, kterd nejsou vyslovné
upravena timto Pracovnim fadem, se vztahuji zakonik prace a dalsi obecné zavazné pravni
predpisy. Nastupujicimu Zaméstnanci bude Pracovni fdd zaslan v informacnim emailu jesté
pred datem ndstupu.

Kazdyg Zaméstnanec je povinen:

2.1 Obecné povinnosti souvisejici s vgkonem prdace:

a. vykondvat prdci pro Zaméstnavatele osobné podle svych nejlepSich schopnosti a
znalosti a plnit veSkeré ukoly vyplyvajici zjeho pracovniho zafazeni nebo mu
stanovené v ramci sjednaného druhu prace Zaméstnavatelem;

b. plné vyuZivat pracovni dobu, Fidit se prikazy a pokyny Zaméstnavatele a dodrZovat
zdsady spoluprdce s ostatnimi Zaméstnanci;

c. fadné vést dochazku do zaméstnani vsouladu spravidly stanovengmi
Zaméstnavatelem;

d. fadné a vcas plnit povinnosti mu stanovené v pravnich predpisech a pro ucely
podminek Zaméstnavatele podrobnéji upravené ve vnitfnich predpisech
Zaméstnavatele a prabézné se seznamovat s jejich zménami jakoZ i s novymi
pravnimi predpisy a vnitfnimi predpisy vztahujicimi se k praci Zaméstnancem
vykondavané;
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e.

udrZovat svou kvalifikaci tak, aby byl schopen fadné plnit své pracovni ukoly v rédmci
sjednaného druhu prdce i s prihlédnutim k vgvoji v oboru své kvalifikace a sjednaného
druhu prdce;

dodrZovat Zaméstnavatelem ur¢end pravidla Cerpani dovolené, jak jsou stanovena
Zaméstnavatelem a zejména v podrobnostech stanovena ve vnitfnich pfedpisech
Zaméstnavatele;

pfi pracovnich cestach postupovat v souladu s pfikazy Zaméstnavatele, Fadné a véas
predkladat vyuctovani pracovni cesty, pfi pracovnich cestdch zvazovat viechny
moZnosti, jak minimalizovat ndklady a dodrZovat veskerd pravidla stanovend
Zaméstnavatelem pro ucely pracovnich cest;

nevstupovat na pracovisté pod vlivem alkoholu ¢ omamnych a psychotropnich latek,
nepoZivat je v prubé&hu pracovni doby ani je (Ci jakékoliv jiné nebezpecné latky)
nevnaset na pracovisté, prficemz Zaméstnanec je rovnéZ povinen podrobit se kontrole
a zjisténi, zda neni pod jejich vlivem;

plnit veSkeré oznamovaci povinnosti stanovené pravnimi jakoZ i vnitfnimi predpisy
Zaméstnavatele a bez zbyte¢ného odkladu nahldasit pisemné& Zaméstnavateli také
jakoukoliv. zménu zpracovdvanych osobnich udajd, zejména zmény v poctu
vyZivovanych osob, rozhodujicich udajich pro sprdvnyg vypocet a stanoveni dani,
zdravotniho a socidlniho pojisténi a pfipadnych daldich zdkonnych srdzek a odvodd,
jakoZ i veSkeré dalsi okolnosti, které mohou mit vliv na vgkon prdce a k nimZ dojde za
trvani pracovniho poméru, a to vZdy nejpozdéji do patnacti dnt od jejich vznikuy;
pokud tak Zaméstnanec neucini, odpovidd v souladu se zakonikem préce za Skodu
tim Zaméstnavateli pfipadné zpusobenou;

svrky a predméty, které obvykle nosi do prace, uklddat na misté k tomu uréeném a
radné je chranit proti odcizeni;

nejpozdéji v posledni den svého pracovniho poméru u Zaméstnavatele
Zaméstnavateli vratit veSkeré dokumenty, pracovni prostfedky, pracovni pomucky a
ostatni véci, které mu byly Zaméstnavatelem pridéleny za ucelem vykonu prace pro
Zaméstnavatele;

2.2 Povinnosti souvisejici s ochranou majetkovych a dalSich opravnénych zdjma
Zaméstnavatele:

a.

0

ochrarfiovat majetek Zaméstnavatele pfed poskozenim, ztratou, zmenSenim nebo
zniCenim a fadné hospodafit se svéfenymi prostfedky a jednat vsouladu
s opravnénymi zdjmy Zameéstnavatele;

oznamovat Zaméstnavateli jakékoliv zdvady, které zjisti pri vgkonu prdce;

svym chovanim ¢i jedndnim neohrozit ¢i neposkodit dobré jméno Zaméstnavatele;
neposkytovat jakakoli vyjadreni tgkajici se Zaméstnavatele sdélovacim prostfedkam,
neni-li Zaméstnanec osobou ktomuto vyslovné Zaméstnavatelem pisemné
povérenovu;

radné pouzivat, chréanit pfed poskozenim, zniCenim a zneuZitim a nezneuZit
identifika¢ni kartu Zaméstnance a magnetickou kartu a plnit a dodrZovat pravidla
stanovend Zaméstnavatelem pro poufZiti identifikacni karty a magnetické karty;
dodrZovat pravidla informacni bezpe¢nosti a pravidla pouZivani vypocetni techniky a
informacnich technologii stanovend Zaméstnavatelem;
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g. radné chranit veskeré informacni systémy a databdze Zaméstnavatele pred
zneuZitim a zabrdnit jakékoliv osobé&, kterd neni Zaméstnancem Zaméstnavatele
nebo osobou oprdvnénou uZivat informacni systémy a databdze Zaméstnavatele,
pouZivat informaéni systémy a databaze Zaméstnavatele & jakkoliv s nimi naklddat;

h. dodrZovat Zaméstnavatelem stanovend pravidla a bezpe¢nostni opatfeni k ochrané
majetku Zaméstnavatele pfed odcizenim, ztratou a zni¢enim, jakoZ i pravidla a
bezpecnostni opatreni k ochrané davérnych informaci, jak jsou v podrobnostech
upravena v prislusnych vnitfnich pfedpisech Zaméstnavatele;

i. podrobit se kontrole a zjisténi, zdali se nedopousti jakéhokoliv jednani proti majetku
Zaméstnavatele, zejména pak zdali neodndsi z pracovist Zaméstnavatele jakékoliv
véci (at hmotné & nehmotné), které jsou ve vlastnictvi ¢i vzakonné dispozici
Zaméstnavatele;

2.3 Povinnost mléenlivosti a souvisejici povinnosti:

a. zachovévat ml€enlivost o v3ech duavérnych informacich, skute¢nostech, udajich a
v3ech dalsich informacich tgkajicich se jeho pracovniho poméru u Zaméstnavatele,
osobnich udajd ostatnich Zaméstnanct a jejich pracovniho poméru, jakoZ i o
skute¢nostech tykajicich se Zaméstnavatele, o kterych se dozvédél p¥i vgkonu préce
nebo v souvislosti s tim a které by mohly ohrozit opravnéné zajmy Zaméstnavatele,
priemZ tuto povinnost je Zaméstnanec povinen plnit i po skonceni pracovniho
poméru u Zaméstnavatele.

2.4 Diversity inclusion and belonging pfistup
V souladu s globdlnim pfistupem Diversity, inkluze a soundleZitosti (vice viz Diversity,
Inclusion and Belonging ING strategy), jsou zaméstnanci povinni jednat v souladu s touto
strategii. Je tedy vyloucena jakakoliv diskriminace, zejména diskriminace z dvodu pohlavi,
sexualni orientace, rasového nebo etnického pdvodu, ndrodnosti, statniho obcanstvi,
socialniho puvodu, rodu, jazyka, zdravotniho stavu, véku, ndboZenstvi ¢&i viry, majetku,
manZelského a rodinného stavu a vztahu nebo povinnosti k roding, politického nebo jiného
smysleni, €lenstvi a ¢innosti v politickych stranach nebo politickgch hnuti, v odborovych
organizacich nebo organizacich zaméstnavateld; diskriminace z ddvodu téhotenstvi,
matefrstvi, otcovstvi nebo identifikace pohlavi, se povaZuje za diskriminaci z davodu pohlavi.

Zaméstnanci vcetné uchazeCd o zaméstndni, ktefi prijali nabidku a ocekdva se uzavieni
pracovniho poméru, maji za povinnost ohlasit ING, pokud maji jakgkoli vztah k USA. Vztahem
k USA se k tomuto ucelu rozumi sluZzebni cesta do USA, ob&anstvi USA, drZeni tzv. zelené karty,
trvalg nebo jing pobyt v USA (uchaze¢ o zaméstnani tuto informaci sdéluje v ramci osobniho
dotazniku).

Kazdy Zaméstnanec, ktery odjizdi na sluZzebni cestu, musi nahldsit cil své sluZzebni cesty a termin
sluZebni cesty s predstihem ManaZerovi. Pokud se jednd o zahrani¢ni cestu do USA, je odpovédny
ManaZer a Zaméstnanec povinen o této skute¢nosti informovat osobu, kterd zastdvd pozici HR
Generalist.
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KaZzdy Zaméstnanec, ktery potvrdi svij vztah k USA je povinen se sezndmit se Smérnici a
manudlem o U.S. osobdch ve spole¢nosti ING Bank N.V.
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Délka pracovni doby je stanovena na 8 hodin denné. V ramci pracovni doby predstavuje 40 hodin
tydné, pokud neni v pracovni smlouvé stanoveno jinak. V3ichni Zaméstnanci maji narok nejdéle
po 6 hodindch nepfetrZité prace na prestavku na jidlo a oddech v délce minimalné 30 minut.
Zaméstnanec je povinen tuto pracovni prestdvku Cerpat. Prestavka na jidlo a oddech se do
pracovni doby nezapocitava.

Zaméstnanci pracuji v ramci pruzné pracovni doby. PruZznd pracovni doba se déli na:

1. Zdkladni pracovni dobu, tedy dobu, kdy jsou Zaméstnanci povinni byt na svém pracovisti,
pokud nejsou na pracovni cesté nebo nemohou byt na pracovisti v disledku duleZitych
osobnich prekazek (nemoc, navstéva lékare, apod.), a

2. Volitelnou pracovni dobu, tedy dobu, pfi které si Zaméstnanec sam stanovi zac¢atek a konec
pracovni doby v jednotlivgch dnech vramci jednoho mésice, pficemZ je rozvrZena

ndsledovné:
Zdakladni pracovni doba: 10:00 - 12:00
13:00 - 15:00
(min 4 hodiny denné)
Volitelnd pracovni doba: 06:00 - 10:00
15:00 - 22:00

4.1 Prdce prescas

Prdce prescas je prace konand Zaméstnancem na prikaz Zaméstnavatele nebo s jeho souhlasem
nad stanovenou tydenni pracovni dobu vyplivajici z pfedem stanoveného rozvrZzeni pracovni
doby a konand mimo radmec rozvrhu pracovnich smén. U Zaméstnancu s kratsi pracovni dobou
je praci prescas prace presahujici stanovenou tydenni pracovni dobu; témto Zaméstnancdm
neni mozné praci pfescas naridit. Praci pfescas neni, napracovavd-li Zaméstnanec praci konanou
nad stanovenou tydenni pracovni dobu pracovni volno, které mu Zaméstnavatel poskytl na jeho
Zadost.

4.2  Prdce v noci
Prace v noci je prace konand v no¢ni dobé od 22:00 - 06:00.

4.3 Pracovni pohotovost

Pracovni pohotovosti je doba, v niZ je Zaméstnanec pfipraven k pfipadnému vgkonu prdace podle
pracovni smlouvy, kterd musi byt v pfipadé naléhavé potfeby vykondna nad ramec jeho rozvrhu
pracovnich smén. Pracovni pohotovost muZe byt vykondvand jen na jiném misté dohodnutém
se Zaméstnancem, odliSném od pracovisté Zaméstnavatele.

Pracovni doba muZe byt upravovana v disledku nenaddlych uddlosti, které mohou mit na
pracovni dobu vliv. Pracovni dobu je opravnén upravovat pfimy nadfizeny (ddle jen Manazer)
oddéleni, jehoZ pracovni doba byla ovlivnéna.
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Prace z domova se fidi samostatngm vnitfnim predpisem Zaméstnavatele Prace z domova, s
nimZ se musi kaZzdy Zaméstnanec prokazatelné pfedem sezndmit. Zaméstnanec musi se
Zaméstnavatelem rovnéZ uzavfit dohodu o vykonu prace z domova ¢i dodatek k pracovni
smlouvé, pokud nebyl vgkon prace z domova sjedndn pfimo v pracovni smlouvé.

1. Zd&kladni mési¢ni mzda je navrZzena Zaméstnavatelem Zaméstnanci s ohledem na druh
vykondavané prdce a rozsah odpovédnosti pfislusného Zaméstnance. Dohodnutd mzda je
sjednana v pracovni smlouvé, pfipadné je stanovena mzdovgm vgmeérem.

2. Zaméstnanci maZe byt vyplacen ro¢ni bonus dle podminek uvedenych ve vnitfnim predpisu
Odmeériovani. Jeho vyse se stanovuje v procentech z ro¢niho pfijmu s ohledem na vgkon
Zaméstnance a ING v predchozim roce. Ro¢ni bonus se vyplaci spolu se mzdou za mésic
brezen. Veskeré bonusy jsou zcela nendrokové a urceni jejich vgse a jejich vyplata je na
vyhradnim uvaZeni Zaméstnavatele. Pravidla pro tyto bonusy se ddle Fidi vnitfnim
predpisem Odménovani.

3. Zaméstnavatel poukazuje Zaméstnancdm mzdu a jind penéZitd plnéni poskytovand
Zaméstnavatelem z titulu jejich pracovniho poméru po provedeni viech zakonnych srdzek
na ucet u penéZniho ustavu pisemné k tomuto ucelu ur€enému Zaméstnancem, a to v
pfipadé mzdy vZdy nejpozdéji ve vyplatnim terminu, ktergm je nejpozdéji kazdy 10.
kalendaini den ndsledujiciho mésice, za ktergy mzda Zaméstnanci nalezi.

4. Kazdy Zaméstnanec je povinen véas informovat HR oddéleni o pfipadnych zménach, které
jsou nezbytné pro spravny vypocet jejich mzdy a jejich administraci. V praxi se pfevazné
jednd o uplatnéni slevy na neddvno narozené dité, pfipadné doloZeni aktudlniho potvrzeni
o studiu. Zaméstnanec je také povinen nahldsit Zaméstnavateli pfipadnou zménu
bankovniho uctu, a to skrze samoobsluhu v systému WORKDAY

5. Je povinnosti Zaméstnancl a jejich ManaZerl, aby respektovali termin mzdové uzavérky,
kterym je, kromé prosince, vZdy posledni kalendarni den v mésici..

Zdakladni vgméra dovolené za kalenddrni rok ¢ini 4 tgdny. Zaméstnavatel poskytuje viem
Zaméstnanclm pracujicim u Zaméstnavatele vramci pracovniho poméru mimorddnou
placenou dovolenou. Ve mimordadné placené dovolené muZe byt kdykoli upravena ze strany
Zameéstnavatele a fidi se vnitfnim prfedpisem Dovolend a vnitfnim predpisem Zaméstnanecké
benefity.

O dovolenou je Zaméstnanec povinen poZzadat svého ManaZera a zaevidovat ji prostfednictvim
persondlniho systému WORKDAY nejméné 24 hodin predem.

Dal3i pravidla tykajici se dovolené jsou podrobnéji popsana ve vnitfnim predpisu Zaméstnanecké
benefity a Dovolend.

Zameéstnanci ING dodrzZuji nasledujici zakladni pravidla pro oblékani.
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Zaméstnanci v primém kontaktu s klienty dodrZuji tzv. Business dress code (oblek, kosile
s dlouhgm rukavem, kravata, spole¢enskd obuv, Saty nebo sukné kombinovand se sakem a
halenkou ¢&i kosili, ...).

Zameéstnanci, ktefi nejsou v kontaktu s klienty, dodrZuji tzv. Business Casual dress code
(spolecenské kalhoty, tmavé dZiny, sukné ¢i Saty, halenka, kosile, tricko s limeckem, sako, svetr,
koZend obuv, tenisky, ...).

Zaméstnanec si do zaméstnani neobléka Zabky, sandaly, minisukné & kratasy, teplaky,
sportovni obleceni, leginy, kratka trika, tilka, prahledné obleceni, oble¢eni, z ného? je vidét
spodni pradlo, roztrhané obleceni...).

NemUZe-li Zaméstnanec pfijit do prdce, je povinen o tom ihned informovat svého ManaZera
(telefonicky apod.). Je-li mu prekazka v prdci pfedem zndma, je povinen poZzddat svého
ManaZera o poskytnuti pracovniho volna. O poskytnuti neplaceného volna pak rozhoduje
prislusny ManaZer.

Zameéstnanec je povinen prekdzku v praci rddné prokazat Zameéstnavateli jemu dostupngmi
prostredky. PFi pracovni neschopnosti, oSetfovani nemocného ¢lena rodiny a pfi péci o dité, které
nemuUZe byt z duleZitych divodu v péci détského vychovného zafizeni nebo 3koly, nebo jestlize
osoba, jeZ o dité pecuje, onemocnéla nebo ji byla nafizena karanténa, prokazuje Zaméstnanec
prekazku v praci na predepsaném tiskopisu (napf. potvrzeni o pracovni neschopnosti).

9.1 Materskd, rodicovska a otcovskd dovolena

a. Materskd dovolend - Pred planovangm ndastupem na materskou dovolenou je
Zaméstnankyné povinna informovat HR oddéleni o plénovaném ndstupu a nejpozdéji
v den odchodu na materskou dovolenou dorucit na HR oddéleni dokument ,Penézita
pomoc v matefstvi" a zadat svoji matefskou dovolenou do persondlniho systému
WORKDAY. Zdaroven je Zaméstnankyné povinna odevzdat veskery majetek zpét
Zaméstnavateli. Povinnosti Zaméstnance pfi odchodu na matefskou dovolenou jsou
popsany ve vnitfnim predpisu Employees Offboarding

b. Rodicovskd dovolend - Pfed nastupem na rodicovskou dovolenou bude Zaméstnanec
kontaktovan HR oddélenim, které mu zadle dokument ,Zddost o rodi¢ovskou
dovolenou”. Zaméstnanec v dokumentu wvyplni predpoklddanou dobu cerpdni
dovolené a dokument odevzdd zpét na HR oddéleni. VokamZziku prijeti
Zaméstnancem HR potvrzené Zadosti o rodiovskou dovolenou vystavuje HR oddéleni
dokument ,Souhlas s poskytnutim rodicovské dovolené”. Pokud Zaméstnanec
necerpal materskou dovolenou, je pfed nastupem na rodic¢ovskou dovolenou povinen
odevzdat veSkery majetek zpét Zaméstnavateli. Povinnosti Zaméstnance pfi odchodu
na rodi¢ovskou dovolenou jsou popsdny ve vnitfnim predpisuEmployees Offboarding.
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C.

Otcovskda dovolend - Pro Cerpdni otcovské dovolené musi Zaméstnanec dodat na HR
oddé&leni dokument ,Zddost o otcovskou dovolenou* a ndsledné zadat svou absenci
do persondlniho systému WORKDAY jako ,Paternity leave”.

9.2 Jiné dilezité osobni prekazky v praci

Zaméstnavatel je povinen poskytnout Zaméstnanci pracovni volno také v pFipadech, za
podminek a v rozsahu stanoveném v nafizeni vlady ¢. 590/2006 Sb., v platném znéni (pfipadné
v jiném obdobném nafizeni, které jej v budoucnu nahradi) (dale jen Nafizeni), napriklad:

d.

VySetreni nebo oSetfeni - Nelze-li vySetfeni nebo oSetfeni provést mimo pracovni
dobu, poskytne se pracovni volno s ndhradou mzdy na nezbytné nutnou dobu
k provedeni takového vySetreni &i oSetfeni v nejblizSim zdravotnickém zafizeni,
pfipadné i v jiném zdravotnickém zafizeni, kdy vSak nahrada mzdy pfislusi pouze za
dobu odpovidajici navstévé nejblizsiho zdravotnického zafizeni.

Pracovnélékarskd prohlidka nafizend Zaméstnavatelem - Pracovni volno se poskytne
na nezbytné nutnou dobu k podstoupeni povinné vstupni ¢i preventivni prohlidky.

PreruSeni provozu nebo zpoZzdéni hromadnych dopravnich prostfedkd - Pracovni
volno bez ndhrady mzdy se poskytne na nezbytné nutnou dobu, nemohl-li
Zameéstnanec dosdhnout mista pracovisté jingm priméfenym zpusobem. Dalsi
pfipady pracovniho volna v pfipadé znemoZnéni cesty do zaméstndni stanovi
Narizeni.

Uzavreni manZelstvi - Na vlastni svatbu se poskytne pracovni volno na 2 dny, z toho
1 den k U¢asti na svatebnim obfadu; ndhrada mzdy pfislusi vSak pouze za 1 den. Dalsi
pfipady pracovniho volna v pfipadé svatby stanovi Nafizeni.

Narozeni ditéte - Pracovni volno s ndhradou mzdy se poskytne na nezbytné nutnou
dobu k prevozu manZzelky (druzky) do zdravotnického zafizeni a zpét. Pro ucast
Zameéstnance pfi porodu je Zaméstnanci poskytnuto neplacené volno.

Umrti - Pracovni volno s ndhradou mzdy na 2 dny se poskytne pfi umrti manzela,
druha nebo ditéte a na dalsi den k u€asti na pohfbu téchto osob. Dalsi pripady
pracovniho volna v pfipadé umrti ¢ pohrbu rodinného prislusnika anebo spolu
Zaméstnance stanovi Nafrizeni.

Doprovod - Pracovni volno k doprovodu rodinného pfislusnika do zdravotnického
zafizeni k vySetfeni nebo oSetfeni pfi ndhlém onemocnéni nebo urazu a k pfedem
stanovenému vysetrfeni, oSetfeni nebo léCeni se poskytne jen jednomu z rodinnych
pfislusnikd na nezbytné nutnou dobu, nejvySe viak na 1 den, byl-li doprovod
nezbytny a uvedené ukony nebylo moZzno provést mimo pracovni dobu, a to (i) s
ndhradou mzdy, jde-li o doprovod manZela, druha nebo ditéte, jakoZ i rodi¢e a
prarodic¢e Zaméstnance nebo jeho manZela (ma-li Zaméstnanec ndrok na oSetfovné
z nemocenského pojisténi, nepfislusi mu nahrada mzdy), (ii) bez ndhrady mzdy, jde-
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li o ostatni rodinné prislusniky. Dalsi pfipady pracovniho volna v pfipadé doprovodu
stanovi Nafizeni.

h. Prestéhovani Zaméstnance, ktergy ma vlastni bytové zafizeni - Pracovni volno bez
ndhrady mzdy se poskytne na nezbytné nutnou dobu, nejvyse viak na 2 dny. Jde-li
o stéhovani v zdjmu Zaméstnavatele, poskytne se pracovni volno s ndhradou mzdy
v rozsahu maximalné 2 dnd.

i.  Vyhledani nového mista pred skonfenim pracovniho poméru - Pracovni volno
s ndhradou mzdy se poskytne nejvyse na 4 pracovni dny, pokud pracovni pomér
konci na zakladé vypovédi dané zaméstnavatelem podle § 52 pism. a) aZ e) zakoniku
prace anebo dohody uzavfené z téhoz ddvodu. Pracovni volno bez ndhrady mzdy se
poskytne v dalSich pripadech, které stanovi Nafizeni. Pokud zaméstnanec cerpd
pracovni volno v rozsahu &dsti smény, povazuje se za vycerpany cely den pracovniho
volna.

Pro Ucely prekdazek uvedenych vyse se manzelem rozumi také partner, kterg uzavrel
partnerstvi podle obcanského zdkoniku, rovnéz partner, kterg uzavrel registrované partnerstvi.

10.1 Zalozeni pracovniho poméru

Pracovni pomér se zakladd pisemnou smlouvou a vznikd dnem, ktery je v pracovni smlouvé
uveden jako den ndstupu do prdce. Za administrativni zajisténi pisemné podoby pracovni
smlouvy i doruceni viech pisemnosti Zaméstnanci odpovida HR oddéleni.

Pfed zaloZenim pracovniho poméru musi byt Zameéstnanec sezndmen s pravy a povinnostmi,
které pro ného vyplyvaji z pracovniho poméru a soucasné je povinen predloZit veskeré
poZzadované doklady (zejména vyplnény osobni dotaznik, doklad o dosaZeném vzdélani,
dokumenty pro zprostrfedkovatele pre-screeningu ¢i posudek poskytovatele pracovnélékarskych
sluZeb o zdravotni zpUsobilosti).

Povéreny Zaméstnanec HR oddéleni Zaméstnanci rovnéz pfedd nejpozdéji do 1 mésice od vzniku
pracovniho poméru pisemnou informaci o obsahu pracovniho poméru, kterd obsahuje Udaje o
pravech a povinnostech vyplyvajicich z pracovniho poméru, pokud je neobsahuje pracovni
smlouva (§ 37 zakoniku prace).

PFi ndstupu Zaméstnance do prace zajisti ManaZer Zaméstnance jeho vybaveni nezbytngmi
pracovnimi pomuckami a pfistupy do systému.

10.2 Zména pracovniho poméru

Jakékoliv zmény obsahu pracovniho poméru je mozné sjednat pouze pisemné. Dodatek Ci
dohodu k pracovni smlouvé vyhotovi HR oddéleni, a to pouze na zdakladé pokynu ze strany
ManaZera i HR Business Partnera pro oddéleni pfislusného Zaméstnance. Dodatek ¢i dohodu k

12 | 42



ING Bank N.V. Prague Branch I N G
C2 - Restricted

pracovni smlouvé podepisuji vZdy dvé zmocnéné osoby za HR oddéleni a ndsledné
Zameéstnanec, kterého se zména tyka.

10.3 Ukoncéeni pracovniho poméru

Pracovni pomér Zaméstnance u Zaméstnavatele miZe byt ukoncen:

d.

Dohodou o rozvézdni pracovniho poméru - Dohodu o rozvazdani pracovniho poméru
uzaviraji Zaméstnavatel a Zaméstnanec pisemné. Navrh na rozvazdni pracovniho
poméru dohodou pfedd Zaméstnanec, resp. pfislusngy ManaZer, HR oddéleni. HR
oddéleni ndsledné vypracuje dohodu o rozvazani pracovniho poméru a zajisti
pfisludné podpisy. Pracovni pomér konci sjednangm dnem.

Vypovédi - Vypovédi muZe rozvdzat pracovni pomér Zaméstnavatel i Zaméstnanec.
Zaméstnavatel musi mit k vgpovédi zdkonem predvidané ddvody. Zaméstnanec
muZe podat vypovéd bez uddni davodu. Vgpovéd musi byt provedena pisemné a
doru€ena druhé strané. Vgpovédni doba ¢ini dva mésice, neni-li v zakoniku prace
stanoveno jinak. Vypovédni doba ¢&ini jeden mésic v pfipadé vypovédi dané
Zaméstnavatelem dle § 52 f) az h) zakoniku prdce. Vgpovédni doba zacind bézet
dnem, v ném?Z byla vypovéd doru¢ena druhé strané a kon&i dnem, kterg se s timto
dnem ¢&islem shoduje; neni-li takovy den v predmétném mésici, pfipadne konec
vypovédni doby na jeho posledni den. Pokud Zaméstnanec ddva Zaméstnavateli
vypovéd, je povinen ji doruCit Zaméstnavateli a vygpovéd je ndsledné
Zaméstnavatelem potvrzena.

OkamZitym zruSenim - Zaméstnavatel i Zaméstnanec mohou okamZité zrusit
pracovni pomér jen zddvodl uvedenych vzdakoniku prace. OkamZité zruSeni
pracovniho poméru musi byt provedeno pisemné a doruceno ve stanovené lhaté
druhé strané.

Uplynutim doby ur€ité - Pracovni pomér sjednany na dobu urcitou kon¢&i uplynutim
této doby. PokraCuje-li Zaméstnanec po uplynuti sjednané doby svédomim
Zameéstnavatele dale ve vgkonu prdce, méni se tento pracovni pomér na pracovni
pomér uzavieny na dobu neurcitou, pokud se Zaméstnavatel se Zaméstnancem
nedohodnou jinak.

ZruSenim pracovniho poméru ve zkuSebni dobé - Ve zku3ebni dobé sjednané
v pracovni smlouvé, muiZe jak Zaméstnavatel, tak Zaméstnanec zrusit pracovni
pomér pisemné z jakéhokoliv ddvodu nebo bez uvedeni dlvodu. ZruSeni pracovniho
poméru ve zkuSebni dobé musi byt vyhotoveno pisemné a doruceno druhé strané.

Pti ukonéeni pracovniho poméru je Zaméstnanec povinen:

a.

informovat svého ManaZera o stavu plnéni pridélenych pracovnich ukold;

b. vyhotovit pisemny seznam nedokoncenych pracovnich ukold a pfipravit predani

svého pracovisteé;
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c. vrdtit puj¢ené pracovni pomucky, identifika¢ni a magnetickou kartu, popfipadé
uhradit hodnotu nevracenych véci;

d. vyrovnat své zdvazky vici Zaméstnavateli, pokud nedojde k jiné dohodé, a

e. jako potvrzeni o vraceném hmotném majetku a odebranim pristupovych prav
vyplnit vystupni formuldr prostrednictvim aplikace J Power Automate. Povinnosti
Zaméstnance pfi odchodu jsou popsdany ve vnitfnim predpisu Employees

Offboarding.

Pri ukoncovani pracovniho poméru ze strany Zaméstnavatele je nutné vzdy brat v potaz
nasledujici:
— HR oddéleni (ve spolupraci s pravnim oddélenim) je zodpovédné za pfipravu viech
pracovné-pravnich dokumentda,
— pfislusny ManaZer nebude pfistupovat ke karnému Fizeni (mezi jingmi vytykaci dopisy
apod.) bez pfedchozi konzultace s HR oddélenim a
— podrobné informace o procedufe spojené s vystupem Zaméstnance jsou upraveny ve
vnitfnim predpisuEmployees Offboarding.

10.4 Odchod do diichodu

Vybrat si okamZik odchodu do starobniho ddchodu a uplatnit na n&j narok nalezi k vghradnimu
pravu Zaméstnance. Projevi-li Zaméstnanec vuli odejit do starobniho dichodu k urcitému datu,
mél by minimalné tfi mésice pfedem informovat svého ManaZera a zaroveri HR oddélenti, s nimiz
se rovnéZ domluvi bud' na pokra¢ovani anebo na ukon¢eni pracovniho poméru.

11.1 Evidence osobnich udaj

HR oddéleni vede evidenci osobnich udaju o vSech Zaméstnancich Zaméstnavatele v souladu
s Obecnym nafizenim o ochrané osobnich udajd, v platném znéni, a dalsimi pravnimi predpisy
platngymi v Ceské republice. Vsichni Zaméstnanci jsou informovéni o zptsobu, jak se
Zaméstnavatel zabyvé ochranou osobnich udaji ve své pracovni smlouvé. Viechny informace
ohledné ochrany osobnich udaju lze rovnéZ nalézt v obecné smérnici o ochrané osobnich udaju
¢i vinformaénim memorandum ING Bank N.V., obé& dostupné na intranetu.

Zameéstnanec bere na védomi, Ze ING muZe predat jeho osobni udaje (v€etné citlivgch osobnich
udaju) ostatnim osobdm ovlddanym pFimo nebo nepfimo korporaci ING Groep N.V., se sidlem
Amsterdam, Bilmerdreef 106, zapsané v obchodnim rejstfiku v Amsterdamu pod cislem
33231073 (ddale jen ING Groep, spole¢né s ING ddale spolecné jen Spole€nosti ING) v souvislosti
s jeho zaméstndnim v ING a poskytovdanim plnéni ze strany Spolecnosti ING.

Zaméstnanec bere na védomi, Ze Spole¢nosti ING, kaZzdd samostatné&, mohou shromazdovat,
uchovavat a zpracovavat jeho osobni udaje, zejména pak jméno, pfijmeni, datum narozeni,
rodinny stav, informace o jeho pohlavi, jeho kontaktni tdaje v podobé adresy, telefonniho ¢isla
a adresy elektronické posty, udaje o zdravotnim, Zivotnim ¢&i penzijnim pojisténi apod., udaje
vzniklé béhem pracovniho vztahu, jako napfiklad udaje o odmériovani, pozici, hodnoceni
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Zaméstnance, jeho interni oznaceni a zafazeni pro Ucely plnéni vyplyvajicich ze smlouvy se
Zaméstnancem (napf. pfispévky a benefity, zpracovani mezd, relokace, IT pristupy, apod.) a
zakonnych povinnosti (napf. zakonné reportingy, BOZP Skoleni, archivace, apod.) a ddle pro ucely
opravnénych zajmu Spole¢nosti ING (napf. interni reportingy a fizeni, vyuzivani zpracovatelskych
center pro optimalizaci procesu, rozvoj Zaméstnancl, ndbor Zaméstnancd, apod.). ING muze
vyuzit zejména identifikaci Zaméstnance pro ucely zajistovani benefitt a sluzeb pro
Zaméstnance. Ddle zpracovavaji informace o manzelu/manzelce, druhu/druZce, registrovaném
partneru/registrované partnerce, rodici, sourozenci, ditéti (ve vSech uvedenych pfipadech
v podobé jména, pfijmeni, data narozeni a vztahu k osobé Zaméstnance), budou-li kterékoliv ze
Spole¢nosti ING ze strany Zaméstnance poskytnuty, a to vnutném rozsahu a po dobu
nezbytnou k zgjisténi prav a povinnosti Zaméstnance plynoucich z pracovniho poméru k ING ¢i
pravniho vztahu k jakékoliv Spole¢nosti ING.

Jakékoli jiné citlivé udaje, napf. o zdravotnim stavu, rodinném stavu, ndrodnostnim, rasovém a
etnickém pavodu, odsouzeni za trestny &in a biometrickych udajich smi ING zpracovavat pouze
za predpokladu, Ze tyto informace budou kterékoliv Spole¢nosti ING sdéleny Zaméstnancem a
budou potFeba k plnéni povinnosti zadkonngch nebo smluvnich ve prospéch Zaméstnance.

Zaméstnanec si maZe kdykoliv zaZzadat o poskytnuti informace, jaké osobni udaje jsou o ném
zpracovavany v korporaci ING. Tuto Zadost muZe zaslat prostfednictvim interniho e-mailu, a to
na adresu dpo-cz@ing.com.

Zaméstnanec bere na védomi, Ze poskytnuté osobni udaje (v€etné citlivych osobnich udajd)
budou uchovavany ve spisu vedeném ohledné Zaméstnance ze strany ING (papirové a/ci
elektronické formé) a v elektronickych databazich ING nebo Zpracovatele (jak je dale definovan).
Osobni udaje (veetné citlivgch osobnich udajl) Zaméstnanec poskytuje ING na dobu zaméstndni
v ING a trvani pravniho vztahu ke Spole¢nosti ING, nejdéle po dobu nutnou pro naplnéni ucelu
zpracovani ¢i poZzadavkl pravnich predpist. Standardni doba uchovani dokumentd v archivech
ING po skonc&eni pracovniho poméru Zaméstnance ke Spole¢nosti ING se Fidi zakonngmi lhdtami:

— stejnopisy eviden¢ni listd ddchodového pojisténi az 3 roky;
— UCetnipodklady az 5 let;
— zaznamy o pojistném na socidlni zabezpeceni a prispévku na statni politiku
Zaméstnanosti a7 6 let;
— pracovnépravni dokumenty relevantni v pfipadé soudniho sporu mezi Spole¢nosti ING a
Zaméstnancem aZ 10 let po skonceni pracovniho poméru. ;
— mzdové listy a u¢etni zdznamy o udajich potfebnych pro ucely dichodového pojisténi 45
let (relevantnimi doklady jsou v tomto pfipadé povaZovdany doklady o druhu, vzniku a
skon€eni pracovnépravniho vztahu, zdznamy o pracovnich Urazech a o nemocech z
povoldni a zdznamy o evidenci pracovni doby v€etné doby pracovniho volna bez nahrady
prijmu).
Zaméstnanec bere na védomi, Ze mize poZadovat likvidaci poskytnutych osobnich udaja s tim,
Ze ING tyto maZe ddle uchovavat za ucelem vyhovéni pozadavkdm pravnich predpist. Ddle
Zaméstnanec bere na védomi, Ze miZe pozadat ING a ziskat informace o zpracovani svych
osobnich udaji a dale mUZe pozadat o vysvétleni nebo odstranéni zavadného stavu, opraveni
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nebo doplnéni svych osobnich udajd. Dale méd Zaméstnanec pravo Zadat o omezeni zpracovani
svych osobnich udaju v pFipadé, kdy mdé za to, Ze ING zpracovava jeho osobni udaje bez
legitimniho dGvodu, pominul ucel zpracovani nebo nejsou zpracovdvany presné. Zaméstnanec
ma pravo na preddni osobnich udajd poskytnutych Zaméstnancem v elektronické podobé v
rozsahu prdva na prenositelnost. Zaméstnanec ma pravo vznést ndmitku proti zpracovani
osobnich udaju, které se jej tykaji a které ING provadi pro ucely opravnénych zajmu spravce,
nikoli pro plnéni svych pravnich povinnosti nebo smlouvy.

Zaméstnanec bere na védomi, Ze ING shora uvedené osobni udaje (v€etné citlivgych osobnich
udaju) v nezbytném rozsahu predava pro ucely plnéni smlouvy se Zaméstnancem a zajistovdni
procest a chodu ING, pfipadné pro zajisténi zdravotni péce pro Zaméstnance, stdtnim a
spravnim orgdndm v rdmci jejich pusobnosti provddéjicim Setfeni pracovniho uUrazu nebo
incidentu ¢i zaleZitosti Zaméstnance, se ktergmi v dané véci bude ING &i Zpracovatel (jak je ddle
definovdn) komunikovat za ucelem feSeni zaleZitosti Zaméstnance souvisejicich s jeho pravnim
vztahem kING, dale zpracovateldm, ktefi poskytuji sluzby pro ING (napf. poradci), dale
poskytovateldm benefitl a sluzeb pro Zaméstnance.

Zaméstnanec bere na védomi, Ze ING shora vyjmenované osobni Udaje preddava pro ucely plnéni
smlouvy se Zaméstnancem a zajistovani procest a chodu ING, ptipadné pro zajisténi zdravotni
péce pro Zameéstnance ke zpracovani kterékoliv ze Spole¢nosti ING, jakoZ i subjektiim se sidlem
na uzemi Evropské unie nebo v tfetich zemich, kam je mozné podle platnych pravnich predpist
Ceské republiky a Evropské unie a rozhodnuti organti Evropské unie a Ceské republiky predavat
osobnich udaje bez povoleni prislusného organu Ceské republiky nebo Evropské unie, se ktergmi
mda Spole¢nost ING uzavienu smlouvu o zpracovavani osobnich udajd spliujici poZadavky
pravnich predpist Ceské republiky a Evropské unie (ING a kaZdy z takovychto zpracovatelt ddle
jen Zpracovatel). Zpracovatel zpracovavd osobni udaje v souladu s platngmi pravnimi predpisy
na zdkladé smlouvy uzaviené mezi Zpracovatelem a ING, pfipadné mezi jednotlivgmi
Zpracovateli se souhlasem ING.

VSichni Zaméstnanci mohou ziskat informace o zpracovani osobnich udajd na intranetu. Sva
prava na opravu osobnich udajd, vzneseni namitky, Zadosti o vysvétleni, atd. maze Zaméstnanec
uplatnit na HR oddéleni, u DPO (Data Protection Officer). Neni-li Zaméstnanec spokojen s
vyfizenim jeho poZadavku, maZe se obrdtit na Bank DPO, pfipadné na Ufad pro ochranu osobnich
udaja.

11.2 Hlaseni zmén osobnich Gdajt a dat

Veskeré zmény osobnich udaju, véetné zmény zdravotni pojistovny a bankovniho spojeni pro
vyplatu mzdy, je Zaméstnanec povinen v&as ohldsit HR oddéleni (u zmény zdravotni pojistovny
nejpozdéji do 5 dnli po zméné).

Zaméstnanci maji povinnosti nahlasit zménu adresy trvalého bydlisté, bankovniho uctu,
kontaktni osoby pro pfipad nouze, soukromého telefonniho ¢isla a soukromé e-mailové adresy
pomoci systému WORKDAY . Pokud je systém WORKDAY pro Zaméstnance nedostupny déle
neZ 24 hodin, mGzZe Zaméstnanec vyse uvedené zmény nahldsit pomoci e-mailu zaslanému na
adresu ML-CZ-BNK-HR@internal.ing.com.
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Ostatni zmény (svatba, rozvod, narozeni ditéte, zména zdravotni pojistovny, zahdjeni nebo
dokonceni studia, novy nebo ukonceny uvér, nové nebo ukoncené penzijni nebo Zivotni pojisténi,
umrti manZzela/ky, umrti ditéte) hlasi Zaméstnanec na HR oddéleni prostrednictvim e-mailu.

DULEZITE UPOZORNENI

V pfipadé, Ze Zaméstnanec neohldasi nékterou z téchto uddlosti, Zaméstnavatel nebude moci
rucit za spr@vnost vgpoctu mzdy.

VSechny informace tykajici se vzdélavani a rozvoje Zaméstnancl naleznete na intranetovych
strankach HR oddéleni sekce:

Primarné jsou vzdélavaci a rozvojové potreby (vCetné jazykového vzdélavani) Zameéstnancu
diskutovany v rédmci nastavovdni cild na kalenddrni rok a ndsledné v prabéhu hodnoticich
pohovort (Mid-Year review; Year-end evaluation). Na zdkladé této diskuze Zaméstnanec
zaznamend potfebné rozvojové aktivity dle domluvy se svym ManaZerem do tzv. Individual
Development Planu (IDP) v systému WORKDAY.

K evidenci a administraci $koleni slouZi on-line aplikace EduCity (lokalni aplikace). Skoleni, musi
vZdy odsouhlasit pfislusny ManaZer.

V ING ddle funguje globdlni vzdélavaci portal ING University, ktery je soucasti personalniho
systému WORKDAY a ktery se pouZiva pro globdlni Skoleni (Compliance, ORM, Legal, apod.).
Vedle toho je moZnost se zde individudlné zapsat na e-learningové kurzy v ramci nejriznéjsich
hard skills a v neposledni fadé nabizi Siroké portfolio online softskillovgch Skoleni.

Poskytovatelem sluZzeb pracovnélékarské péce je u Zaméstnavatele korporace Prevent s.r.o.

Zaméstnanci  jsou povinni podrobit se v3em |ékarskgm prohlidkdm  nafizengm
Zaméstnavatelem, konkrétné vstupni lékarské prohlidce, pfipadné mimorddné |ékafské
prohlidce, a to v souladu se za¥azenim jejich prace do ptisluiné kategorie. U¢ast na periodickych
lékarskych prohlidkach je od 1. 1. 2023 dobrovolna.

Neur¢i-li Zaméstnavatel jinak a vyplyva-li tato povinnost pro pfislusnou kategorii prace
z pravnich predpisl, jsou Zaméstnanci povinni v rdmci pracovnélékarské péce absolvovat vstupni
prohlidku pfi nastupu do zaméstndni.

NedodrzZeni povinnosti vyplgvajicich z pracovnélékarské péce ze strany Zaméstnance (tzn.
neabsolvovani vstupni lékarské prohlidky, pfipadné dalsich prohlidek), miZe byt povaZovano za
poruseni povinnosti vyplgvajicich z pravnich predpist vztahujicich se kvykonavané prdci
Zaméstnance.
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Zaméstnanec muZe byt na dobu nezbytné nutnou vysilan podle potfeby Zaméstnavatele na
pracovni cesty mimo misto pravidelného vgkonu prace.

Pokud bude Zaméstnanec vyslan Zaméstnavatelem k vgkonu prace na uzemi jiného statu, je
Zaméstnavatel povinen jej pfedem informovat o dobé trvani tohoto vysldni a o méné, ve které
mu bude vypladcena mzda.

Pfed kaZdou pracovni cestou jak do zahraniéi, tak po Ceské republice mimo misto vykonu prdce,
tedy mimo Prahu, je zaméstnanec povinen sezndmit se s procedurami, které se pracovnich cest
tykaji a zadat si tuto cestu v systému WORKDAY. Po kazdé cest& do zahrani¢i i v ramci Ceské
republiky je Zaméstnanec povinen vyplnit formuldf “Expense Report”, kterg je mozné nalézt na
intranetovych strankdch finan¢niho oddéleni a to do 10 pracovnich dnd po ndvratu z pracovni
cesty. Soucdsti formuldfe je rovnéZz doloZeni veSkerych pisemnych dokladd potfebnych k
vyuctovani téchto vydaju z pracovni cesty. Vyplnény formuld? musi byt poté schvalen
prislusnym ManaZerem a pfeddn na finanéni oddéleni.

Od Zaméstnancu se ocekavd, Ze budou pfi pldnovani pracovnich cest zvaZovat vsechny
moZnosti, jak minimalizovat ndklady.

Podrobné informace o vyuctovdni pracovnich cest stanovi vnitini pfedpis Zaméstnavatele
Vyuctovani tuzemskych a zahraniénich pracovnich cest a vydaju.

Kazdy Zaméstnanec je povinen pocinat si tak, aby nedochdzelo ke koddm na zdravi a majetku
ani k bezddvodnému obohaceni na ukor Zaméstnavatele nebo jednotlivce. Hrozi-li Skoda, je
Zaméstnanec povinen na ni upozornit svého ManaZera a zakrocit, je-li to k odvrdaceni Skody
neodkladné tfeba.

Zaméstnavatel zaroven vyZaduje od svych Zaméstnancul, aby fadné pecovali o svij osobni
majetek. Svrsky a predméty osobni potreby, které Zaméstnanec obvykle nosi do prace, je
povinen ukladat na misté k tomu uréeném, ktergm je osobni skFirika. Zaméstnanci jsou povinni
si své osobni véci uzamykat. V pfipadé&, Ze Zaméstnanci maji uzamykatelné kanceldre jsou
povinni je pfi jakémkoli odchodu uzamykat.

Zaméstnavatel svym Zaméstnanctm zajistuje takové pracovni podminky, aby mohli Fadné plnit
své pracovni ukoly bez ohroZeni svého zdravi a majetku, a zjisti-li zavady, ucini opatfeni k jejich
odstranéni.

V pripadé kradeZe na pracovisti je Zaméstnanec povinen nahldsit ztrdtu véci svému ManaZerovi
a zaroven HR oddéleni.
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16.1 Hlavni povinnosti Zaméstnanct v oblasti bezpe¢nosti dat a informacnich systém

Zaméstnanci jsou v oblasti IT a pouzivani vgrobnich prostfedkt povinni zejména:

d.

dodrZovat pravidla pouZivani vgpocetni techniky a informacnich technologii
stanovend Zaméstnavatelem;

dodrZovat pravidla informaéni bezpecnosti stanovend Zaméstnavatelem a fadné
chranit veskeré informacni systémy a data Zaméstnavatele pred zneuZitim a
zabranit jakékoliv osobé, kterd neni Zaméstnancem Zaméstnavatele nebo osobou
oprdvnénou k uZivani informacnich systémua a databdzi Zaméstnavatele, pouZivat
informacni systémy a databdze Zaméstnavatele &i jakkoliv s nimi nakladat;

vyuZivat vyrobni a pracovni prostfedky Zaméstnavatele véetné vypocetni techniky a
telekomunika¢nich zafizeni Zaméstnavatele pouze k vykonavani svérenych praci,
fadné s nimi hospodafit a ochrariovat je pred ztrdtou, zni¢enim nebo zneuZitim;
nezneuzZivat  pfipojeni k internetu prostfednictvim  vypocetni techniky
Zaméstnavatele, zejména nesmi toto vyuzivat k navstévé freemailovych sluZeb,
socialnich siti (Facebook, Twitter, Google+ apod.) stranek s erotickym obsahem,
ndkupnich domuU na internetu (e-shopu), soukromého internetového bankovnictvi
Zaméstnance, serverd, portald nebo internetovych sluzeb jakéhokoliv druhu
slouZicich ke stahovani, sdileni nebo sledovani hudby, filmu, videi nebo her;
neinstalovat na zafizeni vygpocetni techniky ¢i telekomunika¢ni zafizeni Zadny
software, ktery nebyl predem schvdalen Zaméstnavatelem ¢&i ktery neni
Zaméstnavatel opravnén na zakladé platné licence pouZivat, a

nahldsit svému ManaZerovi nebo nadfizenému svého ManaZera veskeré provozni
incidenty a poruSeni obchodni etiky, stejné tak jako jakékoli nepfipustné nebo
nebezpecné jednani, nesoulad s vnitfnimi predpisy ¢i podezieni na né. Pfipadné muze
vyuZit anonymniho postupu (Whistleblowing) podle Compliance Manudlu. V pfipadé,
Ze se jednd o incident povahy “compliance”, musi byt tento incident nahlasen vzdy
také oddéleni Compliance.

Zaméstnanec rovnéZ bere na védomi, Ze Zaméstnavatel je opravnén monitorovat a/nebo
pofizovat zaznamy ohledné uZivani systému elektronické komunikace ¢i telekomunikaénich
zafizeni Zaméstnavatele prostfednictvim sledovacich opatfeni v oteviené formé, a to jak
vlastnimi zdroji, tak prostfednictvim tretich osob s povinnosti mlcenlivosti vaci Zaméstnavateli s
tim, Ze ziskand data jsou zabezpecena tak, aby nemohlo dojit k jejich zneuZiti.

Zaméstnavatel je opravnén rovnéZz provadét vyse uvedeny monitoring/pofizovani zaznamu v
pfipadé, Ze se prislusny Zaméstnanec nachdzi ve vypovédni Ihité. Zameéstnanec neni oprdvnén
jakkoliv sdilet dokumenty vytvorené Zaméstnavatelem nebo pro Zaméstnavatele v rdmci
pracovni ¢innosti Zaméstnancd, a to ani sdilenim na soukromé emailové adresy, treti osoby, ani
pofizovanim jakychkoliv kopii (at uz elektronickych ¢i fyzickych) vyse uvedenych dokumentu za
ucelem soukromého sdileni i sdileni se tfetimi stranami.
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Povinnosti ddle uvedené v tomto odstavci jsou konkretizaci na podminky Zaméstnavatele
zejména povinnosti nejednat v rozporu s opravnénymi zajmy Zameéstnavatele.

Zameéstnanec je povinen sezndmit se na intranetovych strankach Zaméstnavatele s predpisy a
procedurami Zaméstnavatele, které mezi jingmi upravuji pfijimani dard, zdbavy, prevenci
uplatkdrstvi a prani Spinavych penéz.

Zaméstnanci maji striktné zakdzano jednat na svij ucet, na ucet Zaméstnavatele ¢ na ucet
klienta na zakladé vnitfnich informaci. Ddle maji Zaméstnanci zakdzano predavat jakékoli vnitini
informace ktergmkoli tfetim strandm, at uz p¥imo ¢&i prostfednictvim jakéhokoli doporucent, za
ucelem ndakupu nebo prodeje akcii na zdkladé vnitfnich informaci. Porueni této povinnosti je
povazZovdno za jednani, které je v rozporu s opravnénymi zajmy Zaméstnavatele a v rozporu s
povinnosti pracovat fadné podle svych sil a znalosti a jednat tak, aby nedochazelo ke Skoddm.

Dal3i podminky a pravidla stanovi také Local Compliance Procedure, ktery je rovnéz k dispozici
na intranetovych strankach oddéleni Compliance.

18.1 Zdakladni pravidla BOZP

Péce o bezpecnost a ochranu zdravi pfi praci (ddle jen BOZP) je povinnosti jak Zaméstnavatele,
tak i v8ech Zaméstnancu. PInéni téchto povinnostije jednou ze zdkladnich pracovnich povinnosti
Zaméstnance.

Zdakladni povinnosti Zaméstnavatele i Zaméstnanct v ramci BOZP upravuje zakonik prdace, podle
né&jZ odpovidaji za plnéni ukold vedouci Zaméstnanci na jednotlivych stupnich Fizeni, ale v urcité
mife i ostatni Zaméstnanci. VSichni Zaméstnanci maji povinnost odstranit nebo zajistit
odstranéni nedostatkd BOZP zjisténych na pracovisti.

V pfipadé drazu Zaméstnance, k némuz doslo béhem vgkonu prace, musi Zameéstnanec vzdy
kontaktovat HR oddéleni a oddéleni General Services. HR oddéleni spolu se Zaméstnancem
vyplni formular ,Zdznam o urazu“ a sezndmi Zameéstnance s dalSimi kroky a potfebngmi
informacemi.

18.2 Zdkladni povinnosti Zaméstnanc( v rdmci BOZP

Veskeré povinnosti Zaméstnancd v ramci BOZP se vztahuji jak na vykon jejich prace na pracovisti,
tak i primérené ¢i obdobné na vygkon jejich prace mimo néj (napfiklad pfi praci zdomova ¢i na
pracovni cesté).

Zaméstnanci jsou v ramci BOZP povinni zejména:

a. sezndmit se s predpisy a pokyny k zajisténi BOZP;
b. dodrZovat zasady bezpecného chovani pfi vgkonu prace a stanovené pracovni
postupy, dbat pokyna na vystraznych tabulkach apod.,;
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C.

d.

|
m.
n
0

p.

pokud je to pfedepsano, pouZivat pfi praci ochrannd zafizeni, pracovni prostfedky a
ochranné pomucky;

oznamovat svému ManaZerovi a pfipadné utvaru BOZP, technickému oddéleni
(Service Desk) a HR oddéleni nedostatky, které by mohly ohrozit bezpe¢nost a zdravi
pfi praci;

neprodlené hlésit technickému oddéleni (Service Desk) jakékoliv zdvady na el.
rozvodu, strojich, pfistrojich a ostatnich zafizenich a misto nebo pfistroj zajistit az do
pfichodu odborného pracovnika tak, aby nedoslo k urazu nebo pozéruy;

hlésit technickému oddéleni (Service Desk) kaZzdé poskozeni podlahové krytiny,
nabytku, dveri, oken apod., které by mohlo byt pfi¢inou urazu;

dbat zvySené opatrnosti pfi chizi na mokré podlaze a pfi chizi po schodech se
pfidrZzovat zabradli;

pred zapnutim elektrickych zafizeni toto vizudlné zkontrolovat a pokud vykazuje
nedostatky - nezapinat!;

do zaméstnani nenastupovat pod vlivem alkoholickych napoja ¢i jingch omamnych
a psychotropnich latek a béhem celé pracovni doby nepoZivat alkoholické napoje a
jiné omamné a psychotropni latky. Zaméstnanci rovnéz nesmi pfindset na pracovisté
jakékoli navykové latky, nebezpecné (toxické, horlavé, vgbusné) chemické latky a
zbrané&. Porueni tohoto pravidla maze byt ze strany Zaméstnavatele povazovano za
poruseni povinnosti Zaméstnance vyplyvajici z pravnich predpist vztahujicich se k jim
vykondvané praci zvldst hrubym zptsobem a muze vést az k okamzitému zruseni
pracovniho poméru Zaméstnavatelem;

dodrZovat zakaz koureni na pracovisti, kde jsou za pracovisté povazovany veskeré
prostory budov Harfa Office Park, a to véetné& balkond, schodist, chodeb a vstupnich
hal. Porusenitohoto zakazu je porusenim povinnosti vyplyvajicich z pravnich predpist
vztahujicich se k Zaméstnancem vykondvané prdci a Zaméstnanec po poruseni
tohoto muaze byt upozornén na moZnost vypovédi zddvodu poruseni svych
povinnosti;

neodkladné hldsit kaZzdy pracovni Uraz svému ManaZerovi a spolupracovat pfi jejich
vySetfovdani s cilem zavedeni takovych opatreni, kterd by zabrdnila jejich opakovani.
zranénému poskytnout prvni pomoc a zajistit |ékafské o3etreni.

dodrZovat obecné platné postupy a respektovat je v zajmu bezpecnosti prace;
zUcastnit se zdravotnich prohlidek nafizenych Zameéstnanci Zaméstnavatelem;
nastudovat a zndt evakuacni plan pracovisté, na kterém se zdrZuje pfi vgkonu prdce;
a

studovat a zndt pozarni poplachovou smérnici objektu Harfa Office Park.

Zaméstnanci jsou rovnéZ povinni pfijmout a dodrZovat ndsledujici opatreni fyzické ochrany,

zejmeéna:
a.

b.

dbat na bezpecnost své osoby a svého majetku stejné jako na bezpec¢nost ostatnich
Zaméstnancl a tretich osob a jejich majetku;

zachovavat odpovidajici bezpe¢nostni opatfeni k ochrané majetku a dokumentd
Zaméstnavatele pfed odcizenim, porusenim milcenlivosti a obdobngmi riziky;
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c. nenechdvat obchodni ¢ davérné dokumenty anebo cennosti volné na pracovnich
stolech (plati tzv. ,pravidlo prdzdného stolu) ani jinde na pracovisti (napfiklad
v tiskdarné):

d. pred kazdgm odchodem z pracovisté i kancelare vzdy uloZit a uzamknout veskeré
obchodni ¢i davérné dokumenty, pracovni pomucky, které lze snadno odstranit ze
stolu (v&. napriklad notebooku, mobilniho telefonu anebo flash disku), ¢i cennosti ve
skfirtkach ¢ jingch uloZistich k tomu uréenych Zaméstnavatelem;

e. obchodni ¢ dlvérné dokumenty ¢i jakékoliv jiné trvalé nosie dat, které jiZz nejsou
potfeba, skartovat anebo jinak odborné zlikvidovat (nesmi byt vyhazovany do
odpadkovych ko3u);

f.  ztratu kterékoli poloZky z majetku Zaméstnavatele bez prodleni ozndmit ManaZerovi
Zameéstnance, a

g. nenosit na pracovisté ani neodnaset domu jakékoli softwarové programy, soubory ¢i
nosice bez predchoziho souhlasu vedeni.

18.3 Bezpecnostni Skoleni Zaméstnanct

Bezpecnostni Skoleni Zaméstnancu je poskytovdno ve formé e-learningu, ktery je pfistupny na
internetovych strankdch http://www.instructor.cz/ . Kazdg novy Zaméstnanec jim musi projit
pfed ndastupem do zaméstndni. Po dvou letech je Zaméstnanec vyzvan k opétovnému
podstoupeni e-learningu. Zaméstnanec na ManaZerské pozici je povinen absolvovat Skoleni pro
vedouci Zaméstnance. Skoleni pro vedouci Zaméstnance je povinen absolvovat kazdé t¥i roky.

Pravni jednani a rozhodnuti v pracovnéprdvnich vztazich &ini jménem Zaméstnavatele
statutdarni orgdn Zaméstnavatele a dalsi k tomu povéreni Zameéstnanci Zaméstnavatele.

Personalni zdleZitosti, v€etné inzerce volnych pracovnich mist a vgb&rového fizeni na obsazovani
vedoucich pracovnich mist, styk s pfislusngm tfadem prace a inspektordtem prace zajistuje HR
oddéleni.

Orgdnem socidalniho zabezpeceni, kterému Zaméstnavatel odvadi pojistné za Zaméstnance je
PraZska sprava socidlniho zabezpeceni, se sidlem Trojska 1997, 182 00 Praha 8.

Informovani Zaméstnanct o vgznamnych zdleZitostech (§ 276 zdkoniku prdce) zajistuji prislusni
ManaZeti, pricemz veskeré duleZité informace vcetné tohoto Pracovniho Fadu a dalsich vnitfnich
predpisu zpFistupriuje Zaméstnavatel svym Zaméstnancdm na svych intranetovych strankdch.

Veskeré dalsi skute€nosti tykajici se prav a povinnosti vyplyvajicich Zaméstnanclim z jejich
pracovniho ¢i obdobného poméru k Zaméstnavateli se fidi pfislusngmi smluvnimi ujednanimi
mezi Zaméstnavatelem a Zaméstnancem, dalsimi vnitfnimi pfedpisy a pokyny Zaméstnavatele
a v3eobecnymi ustanovenimi zdkoniku prace, pfipadné dalSimi obecné zavazngmi platngmi
pravnimi predpisy Ceské republiky.
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1. The purpose of these ING Bank CZ Working Rules (hereinafter the Working Rules) is to
elaborate in more detail the provisions of Act No. 262/2006 Coll., Labour Code, as amended
(hereinafter the Labour Code), or other special legal requlations regarding special or specific
conditions and obligations of Employees arising from their labour relationships with
corporation ING Bank N.V., Prague branch, registered office: Ceskomoravskd 2420/15, Liber,
190 00 Prague 9, Company ID No: 49279866, registered in the Commercial Register of the
Municipal Court in Prague under file number A 7930, (hereinafter the Employer or ING).

2. The Working Rules are binding for all Employees employed with the Employer (hereinafter
the Employee). The Working Rules apply reasonably to Employees working for the Employer
on the basis of agreements on work performed outside the employment relationship, if it
follows from their individual provisions, from the provisions of the Labour Code or from the
concluded agreement to perform work or agreement to complete a job.

3. An Employee entering employment must be acquainted with these Working Rules. The
Working Rules are also freely accessible for each Employee on the Employer’s intranet site.
The Labour Code and other generally binding legal regulations apply to the rights and
obligations of Employees which are not expressly regulated by these Working Rules. The
Working Rules will be sent to incoming Employees in an information email before the date
they begin their employment.

Each Employee shall be obliged:

2.1 General obligations related to the performance of work:

a. to perform work for the Employer in person to the best of his or her abilities and
knowledge and to fulfil all tasks arising from his or her job classification or set out for
the Employee by the Employer within the scope of the agreed type of work;

b. to make full use of working hours, follow the orders and instructions of the Employer
and follow the principles of cooperation with other Employees;

c. to keep attendance properly in accordance with the rules set out by the Employer;

d. to fulfil, duly and on time, the obligations set out in legal regulations and for the
purposes of the Employer’s conditions specified in more detail in the Employer’s
internal regulations, and to become acquainted, on an ongoing basis, with their
changes, as well as new legal regulations and internal regulations relating to the work
performed by the Employee;

e. to maintain his or her qualification so that he or she is able to properly perform his or
her work tasks as part of the agreed type of work and taking into account the
development in the field of his or her qualification and the agreed type of work;

f. to comply with the Employer’s specified rules for taking leave, as set out by the
Employer and, in particular, in the details set out in the Employer’s internal
regulations;

g. during business trips, to proceed in accordance with the Employer’s orders, submit
the invoice of the business trip properly and in a timely manner, and to consider
during business trips all options to minimize costs and comply with all rules set out
by the Employer for business trips;
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h.

not to enter the workplace under the influence of alcohol or narcotics and
psychotropic substances, not to use them during working hours or bring them (or any
other dangerous substances) to the workplace, and the Employee shall also be
obliged to undergo an inspection to find out whether he or she is under their
influence;

to fulfil all notification obligations stipulated by legal regulations and the internal
requlations of the Employer and to notify the Employer in writing without undue
delay of any change in processed personal data, in particular changes in the number
of dependents, decisive data for correct calculation and determination of taxes,
health and social insurance and any other statutory deductions and levies, as well as
any other circumstances which may affect the performance of work and which occur
during the employment relationship, always no later than fifteen days after their
occurrence; if the Employee fails to do so, the Employee shall be liable in accordance
with the Labour Code for any damage incurred to the Employer;

to store personal belongings and items that he or she usually takes to work in a
location designated for their storage, and to properly protect them against theft;

no later than on the last day of his or her employment with the Employer, to return
to the Employer all documents, work resources, work aids and other items assigned
to him or her by the Employer for the purpose of performing work for the Employer;

2.2 Obligations associated with the protection of the property and other legitimate
interests of the Employer:

a.

to protect the Employer’s property from damage, loss, reduction or destruction, and
to manage the entrusted funds properly and to act in accordance with the legitimate
interests of the Employer;

to inform the Employer of any defects that he or she learns of whilst carrying out
work;

not to endanger or damage the good name of the Employer through his or her
behaviour or actions;

not to make any statement regarding the Employer to the media, unless the
Employee is a person expressly authorized by the Employer in writing to do so;

to properly use, protect against damage, destruction and misuse and not to misuse
the Employee’s identification card and magnetic card, and to comply with and
adhere to the rules set out by the Employer for the use of the identification card and
magnetic card;

to comply with the rules of information security and the rules of use of computer and
information technology set out by the Employer;

to properly protect all of the Employer’s information systems and databases from
misuse and to prevent any person who is not an Employee of the Employer or a
person authorized to use the Employer's information systems and databases to use
or handle the Employer’s information systems and databases in any way;

to comply with the Employer’s established rules and security measures to protect
the Employer’s property from theft, loss and destruction, as well as the rules and
security measures to protect confidential information, as detailed in the Employer’s
relevant internal regulations;
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i. toundergo an inspection to find out whether the Employee committed any actions
against the Employer’s property, in particular whether the Employee takes any items
from the Employer's workplaces (whether tangible or intangible) which are owned or
legally available to the Employer;

2.3 Confidentiality obligation and related obligations:

a. tomaintain confidentiality about all confidential information, facts, data and all other
information concerning the Employee’s employment with the Employer, the
personal data of other Employees and their employment, as well as facts concerning
the Employer which the Employee has learned in the course of his or her work or in
connection therewith, and which could jeopardize the legitimate interests of the
Employer. The Employee shall be obliged to fulfil this obligation even after the
termination of the employment relationship with the Employer.

2.4 Diversity inclusion and belonging approach

In line with the global Diversity, Inclusion and Belonging approach (see Diversity, Inclusion
and Belonging ING strategy for more information), Employees are required to act in
accordance with this strategy. Thus, any discrimination is excluded, in particular
discrimination on the grounds of gender, sexual orientation, racial or ethnic origin,
nationality, citizenship, social origin, gender, language, health, age, religion or belief,
property, marital or family status and relationship or obligation, political or other opinion,
membership and activity in political parties or political movements, trade unions or
employers’ organizations; discrimination on the grounds of pregnancy, maternity, paternity
or gender identification shall be deemed to be discrimination on the grounds of gender.

Employees, including job seekers who have accepted an offer and are expected to enter into
employment, are required to report to ING if they have any relationship with the USA. A
relationship with the USA means (for this purpose) business trip to USA, citizenship of the USA,
holding a so-called green card, or permanent or other residence in the USA. The job seeker
shall communicate this information in a personal questionnaire.

Each Employee who goes on a business trip must report the destination of his business trip
and the date of the business trip to the Manager in advance. In the case of a foreign trip to the
USA, the responsible Manager and Employee are responsible for informing the person holding
the position of HR Generalist.

Each Employee who confirms his or her relationship to the USA shall be obliged to read the
Guideline and Manual on American Persons at ING Bank N.V.
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The working hours are set at 8 hours a day, 40 hours per week. All Employees are entitled to a
meal and rest break of at least 30 minutes after a maximum of 6 hours of continuous work. The
Employee shall be obliged to take this break. A break for food and rest does not count towards
working hours.

Employees work within flexible working hours. Flexible working hours are divided into:

1. Basic working hours, i.e., the period during which Employees are obliged to be at their
workplace if they are not on a business trip or cannot be at the workplace due to important
personal obstacles (illness, doctor’s visit, etc.), and

2. Optional working hours, i.e., the period during which Employees set the beginning and end
of working hours on individual days within one month, and they are scheduled as follows:

Basic working hours: 10:00 - 12:00
13:00 - 15:00
(min 4 hours a day)
Optional working hours: 06:00 - 10:00
15:00 - 22:00

4.1 Overtime work

Overtime work is work performed by Employees on the order of the Employer or with the
Employer’s consent over the set weekly working hours resulting from a predetermined working
hours schedule and held outside the scope of the work shift schedule. For Employees with
shorter working hours, overtime work means work in excess of the set weekly working hours; it
is not possible to order overtime work for these Employees. Overtime work does mean work that
the Employee works during the weekly working hours using his or her leave time that the
Employer provided to the Employee upon his or her request.

4.2  Work at night
Work at night means work from 22:00 - 06:00.

4.3 On-call time

On-call time is the time during which the Employee is ready to perform any work under the
employment contract which must be performed beyond his or her work shift schedule in the
vent of urgent need. On-call time may only be performed at another location agreed with the
Employee other than the Employer’s workplace.

Working hours may be modified as a consequence of sudden events that may affect working
hours. Working hours may be modified by the Manager of the Department whose working hours
have been affected.

Work from home is governed by a separate “Work from Home" requlation of the Employer, with
which each Employee must be demonstrably familiarized in advance. The Employee must also
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enter into an agreement with the Employer on performance of work from home or an
addendum to the employment contract, if the performance of work from home was not agreed
to directly in the employment contract.

1. The basic monthly salary is proposed by the Employer to the Employee with regard to the
type of work performed and the scope of responsibilities of the relevant Employee. The
agreed salary has been negotiated in the employment contract or is determined by a wage
assessment.

2. Each Employee may be paid out an annual bonus according to the conditions specified in
the Remuneration internal regulation. Its amount is determined as a percentage of annual
income with respect to the performance of the Employee and ING in the previous year. The
annual bonus is paid together with the salary for the month of March. All bonuses are
completely non-claimable, and the determination of their amount and their payment is at
the sole discretion of the Employer. The rules for these bonuses are further governed by the
Remuneration internal regulation.

3. The Employer pays out to Employees the salary and other monetary benefits provided by
the Employer from their employment after all statutory deductions to the account of the
financial institution determined in writing for this purpose by the Employee. For a salary,
always at the latest on the pay-out date, which is at the latest every 10" calendar day of
the following month for which the salary pertains to the Employee.

4. Each Employee shall be obliged to inform the HR Department in good time of any changes
that are necessary for the correct calculation of his or her salary and administration. In
practice, this is mainly a matter of applying a discount for a recently born child or proving a
current confirmation of a study. The Employee is also obliged to report to the Employer a
possible change to a bank account through WORKDAY system.

5. ltis the responsibility of Employees and their Managers to respect the payroll closing date,
which except for December, is always the last calendar day of the month.. .

The basic amount of leave for a calendar year is 4 weeks. The Employer provides all Employees
working for the Employer with extraordinary paid leave. The amount of extraordinary paid leave
can be adjusted at any time by the Employer and is governed by the Employee benefits

reqgulation.

The Employee shall be obliged to request leave from his or her Manager and register it via
WORKDAY personnel system at least 24 hours in advance.

Each Employee shall be obliged to draw 2 weeks leave at a time (i.e. 14 calendar days) at least
once in a given calendar year. Other rules relating to leave are described in more detail in the
internal regulation Employee Benefits and Leave.

ING Employees must adhere to the following basic rules for dressing.
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Employees in direct contact with clients must adhere to the so-called Business dress code (suit,
long-sleeved shirt, tie, formal shoes, dress or skirt combined with jacket and blouse or shirt, ...).

Employees who are not in contact with clients must adhere the so-called Business Casual dress
code (formal trousers, dark jeans, skirts or dresses, blouse, shirt, T-shirt with collar, jacket,
sweater, leather shoes, sneakers,...).

Employees must not wear flip-flops, sandals, miniskirts or shorts, sweatpants, sportswear,
leggings, short T-shirts, tank tops, transparent clothing, clothing through which underwear can
be seen, torn clothing...).

If an Employee is unable to come to work, he or she shall be obliged to immediately inform his
or her Manager (by telephone, etc.). If the Employee is aware of the work impediment in
advance, he or she shall be obliged to ask his or her Manager to grant leave. The relevant
Manager then decides on providing unpaid leave.

The Employee shall be obliged to duly prove the work impediment to the Employer through
means available to him or her. In the event of work disability, care of a sick family member and
the care of a child who, for important reasons, cannot be in the care of a childcare establishment
or school, or if the person caring for the child has become ill or has been quarantined, the
Employee proves the work impediment on the prescribed form (e.g., confirmation of work
disability).

9.1 Maternal, parental and paternity leave

a. Maternity leave - Before the planned start of maternity leave, the Employee shall be
obliged to inform the HR Department about the planned start and to deliver the
“Maternity Allowance” document to the HR Department as well as enter the
materninty leave into internal system WORKDAY no later than on the day of leaving
for maternity leave. The Employee shall also be obliged to return all property to the
Employer. The Employee obligations when leaving for maternity leave are described
in the Employee Offboarding Procedure internal regulation.

b. Parental leave - Before beginning parental leave, the Employee will be contacted by
the HR Department, which will send him or her the “Request for Parental Leave”
document. In the document, the Employee fills in the expected time of drawing leave
and submits the document back to the HR Department. After the Employee receives
the HR confirmed request for parental leave, the HR Department issues a document
called “Consent to the Provision of Parental Leave”. If the Employee has not taken
maternity leave, before beginning parental leave, he or she shall be obliged to return
all property to the Employer. The Employee obligations when leaving for parental
leave are described in the Employee Offboarding Procedure internal regulation.
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C.

Paternity leave - In order to go on paternity leave, the Employee must submit the

document “Application for Paternity Leave” to the HR Department and then enter
his absence into the WORKDAY personnel system as “Paternity leave”

9.2 Other important personal work impediments

The Employer shall also be obliged to provide to Employees time off work in the cases, under the
conditions and in the scope set out in Government Regulation No. 590/2006 Coll., as amended
(or in another similar decree that may replace it in the future) (hereinafter the Regulation), for

example:

d.

Examination or treatment - If an examination or treatment cannot be performed
outside working hours, time off work with salary compensation will be provided for
the time strictly necessary to perform such an examination or treatment at the
nearest medical facility, or at another medical facility. However, the salary
compensation shall only pertain to the time period corresponding to a visit to the
nearest medical facility.

Occupational health examination ordered by the Employer - Time off work will be
provided for the time strictly necessary to undergo a mandatory initial or preventive
inspection.

Interruption of operation or public transport delays - Time off work without salary
compensation will be provided for the time strictly necessary if the Employee could
not get to the workplace in another reasonable way. Other cases of time off work in
the event impossibility to travel to work are set out by the regulation.

Conclusion of marriage - For own weddings, time off work will be provided for 2 days,
with 1 day being allocated to participate in the wedding ceremony; however, salary
compensation is only applicable to 1 day. Other cases of time off work for weddings
are set out by the regulation.

Birth of a child - Time off work with salary compensation will be provided for the time
strictly necessary to transport the wife (partner) to a medical facility and back.
Employees are provided with unpaid leave for their participation in the birth of a child.

Death - Time off work with salary compensation for 2 days shall be granted upon the
death of a spouse, partner or child, and for an additional day to attend the funeral of
these persons. Other cases of time off work in the event of the death or funeral of a
family member or co-employees are set out by the regulation.

Accompaniment - Time off work to accompany a family member to a medical facility
for examination or treatment in the event of a sudden illness or injury, and to a
predetermined examination or treatment, shall be provided only to one of the family
members for the necessary period, but not more than 1 day if the accompaniment
was necessary and the above actions could not be performed outside working hours,
i.e. (i) with salary compensation if this concerns accompaniment of a spouse, partner
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or child, as well as the parents and grandparents of the Employee or his or her spouse
(if the Employee is entitled to sickness insurance benefits, he or she shall be entitled
to salary compensation), (i) without salary compensation in the case of other family
members. Other cases of time off work in the event of accompaniment are set out
by the regulation.

h. Moving an Employee who has his or her own home furnishings - Time off work
without salary compensation shall be provided for the necessary period, but not
exceeding 2 days. In the case of a move in the interest of the Employer, time off work
with salary compensation of a maximum of 2 days will be provided.

i. Finding a new job before the end of employment -Paid time off of up to 4 working
days shall be granted if the employment is terminated by notice given by the
Employer pursuant to Section 52(a) to (e) of the Labour Code, or by agreement
concluded for the same reason. Unpaid time off shall be granted in other cases as set
out by the reqgulation. If the employee takes time off for only part of a shift, it shall
be deemed that a full day of time off has been used.

For the purposes of the above-mentioned impediments, the term “spouse” shall also include a
partner in a civil partnership under the Civil Code, as well as a partner in a registered partnership.

10.1 Establishment of employment

Employment is established by a written contract and begins on the date stated in the
employment contract as the date of commencement of work. The HR Department is responsible
for the administrative provision of the written form of the employment contract and the delivery
of all documents to Employees.

Before establishing employment, the Employee must be acquainted with the rights and
obligations arising from the employment and shall also be obliged to submit all of the required
documents (in particular a completed personal questionnaire, proof of education, documents
for pre-screening intermediaries or an opinion of the occupational health service provider on
medical fitness).

An authorized Employee of the HR Department shall also submit to the Employee, at the latest
within 1 month from the establishment of the employment, written information on the content
of employment, which contains information on the rights and obligations arising from the
employment, if this information is not contained in the employment contract (Section 37 of the
Labour Code).

When an Employee begins work, the Employee’s Manager will ensure that the Employee is
equipped with the necessary work aids and access to the system.
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10.2 Change to employment

Any changes to the content of employment can only be agreed in writing. An amendment or
agreement to the employment contract shall be prepared by the HR Department only on the
basis of an instruction from the Manager or HR Business Partner for the Department of the
relevant Employee. The addendum or agreement to the employment contract shall always be
signed by two authorized persons on behalf of the HR Department and subsequently by the
Employee to whom the change relates.

10.3 Termination of employment

The employment of an Employee with the Employer may be terminated via:

d.

An Agreement on Termination of Employment - An Agreement on Termination of
Employment shall be concluded by the Employer and Employee in writing. The
Employee or the relevant Manager shall submit the proposal for termination of
employment by agreement to the HR Department. The HR Department shall then
draw up an Agreement on Termination of Employment and secure the appropriate
signatures. The employment shall end on the agreed date.

A notice - Both the Employer and Employee may terminate employment via a notice.
The notice must be in writing and delivered to the other party. The Employer may
only give notice if there is a reason provided for by law. The Employee may give notice
without stating any reason. The notice period shall be two months, unless otherwise
specified in the Labour Code. The notice period is one month in the case of
termination by the Employer pursuant to Section 52(f) to (h) of the Labour Code. The
notice period begins on the day the notice is delivered to the other party and ends
on the day of the corresponding number; if such a day does not exist in the relevant
month, the notice period ends on the last day of that month. If the Employee gives
notice to the Employer, the Employee shall be obliged to deliver it to the Employer
and the notice shall be subsequently confirmed by the Employer.

Immediate termination - Both the Employer and Employee may only immediately
terminate employment for the reasons specified in the Labour Code. Immediate
termination of employment must be in writing and delivered to the other party by
the set deadline.

The expiration of a definite period of time - Employment agreed for a definite period
shall end upon the expiration of such a period. If the Employee continues to perform
work after the expiry of the agreed period with the Employer’'s knowledge, such
employment shall be changed to employment concluded for an indefinite period,
unless the Employer and the Employee agree otherwise.

Termination of employment during the probationary period - During the
probationary period agreed to in the employment contract, both the Employer and
the Employee may terminate the employment in writing for any reason or without
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giving a reason. Termination of employment during the probationary period must be
made in writing and delivered to the other party.

Upon termination of employment, the Employee shall be obliged to:

a. inform his or her Manager about the status of the fulfilment of assigned work tasks;

b. prepare a written list of unfinished work tasks and prepare for the handover of his or
her workplace;

c. return borrowed work aids, identification and magnetic card, or pay the value of
unreturned items:

d. settle his or her obligations toward the Employer, unless otherwise agreed; and

e. fillin the exit form via the Power Automate application as a confirmation of the
returned tangible assets and by removal of access rights. The obligations of
Employees upon departure are described in the Employees Offboarding procedure.

Upon termination of employment by the Employer, it is always necessary to take into
consideration the following:

— HR Department (in cooperation with the Legal Department) is responsible for the
preparation of all labour law documents,

— the relevant Manager shall not initiate disciplinary proceedings (among other things
letters of reprimand, etc.) without prior consultation with the HR Department, and

— detailed information on the Employee Exit Procedure is requlated in the Employees
Offboarding procedure

10.4 Retirement

It is the exclusive right of Employees to choose their moment of retirement and claim it. If an
Employee expresses willingness to retire on a certain date, he or she should inform his or her
Manager and the HR Department at least three months in advance, with whom he or she will
also agree on either the continuation or termination of the employment.

11.1 Personal data records

The HR Department keeps personal data records on all Employees of the Employer in
accordance with the General Regulation on Personal Data Protection, as amended, and other
legal requlations in force in the Czech Republic. All Employees are informed about the manner
in which the Employer deals with the protection of personal data in their employment contracts.
All information regarding personal data protection can also be found in the general directive on
personal data protection or in the information memorandum of ING Bank N.V., both of which are
available on the intranet.

The Employee acknowledges that ING may transfer his or her personal data (including sensitive
personal data) to other persons directly or indirectly controlled by ING Groep NV, with its
registered office in Amsterdam, Bilmerdreef 106, registered in the Amsterdam Commercial
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Register under number 33231073 (hereinafter ING Groep, and together with ING hereinafter
collectively referred to as the ING Companies) in connection with his or her employment at ING
and the provision of services by the ING Companies.

The Employee acknowledges that the ING Companies may each individually collect, store and
process his or her personal data, in particular his or her name, surname, date of birth, marital
status, information about his or her gender, his contact details in the form of address, telephone
number and e-mail address, data about health, life or pension insurance, etc., data generated
during the employment relationship, such as data on remuneration, position, Employee
evaluation, his or her internal designation and classification for the purposes of performances
under the contract with the Employee (e.g., contributions and benefits, payroll processing,
relocation, IT accesses, etc.) and legal obligations (e.g., legal reporting, OHS training, archiving,
etc.). and also, for the purposes of the legitimate interests of the ING Companies (e.g., internal
reporting and management, use of processing centres for process optimization, development of
Employees, recruitment of Employees, etc.). In particular, ING may use the identification of the
Employee for the purpose of providing benefits and services for Employees. They also process
information about the spouse, companion, registered partner, parents, siblings, child (in all of
the above cases in the form of name, surname, date of birth and relationship to the Employee),
if provided by the Employee to any of the ING Companies, to the extent necessary and for the
time period necessary to secure the rights and obligations of the Employee arising from
employment with ING or a legal relationship with any of the ING Companies.

Any other sensitive data, such as health status, marital status, national, racial and ethnic origin,
criminal conviction and biometrics, may only be processed by ING provided that this information
is communicated to any of the ING Companies by the Employee and is necessary to fulfil
statutory or contractual obligations for the Employee.

The Employee may request information at any time regarding which personal data will be
processed about the Employee at the ING corporation. The Employee may send this request via
the internal e-mail to address dpo-cz@ing.com.

The Employee acknowledges that the provided personal data (including sensitive personal data)
will be stored in a file on the Employee kept by ING (in paper and/or electronic form) and in the
electronic databases of ING or the Processor (as defined below). The Employee provides personal
data (including sensitive personal data) to ING for the period of employment with ING and for
the duration of the legal relationship with ING Companies, at the most for the time necessary to
fulfil the purpose of processing or the requirements of legal regulations. The standard retention
period of documents in the ING archives after the end of the employment of Employees with
ING Companies is governed by the following legal time periods:

— duplicates of pension insurance registration sheets for up to 3 years;

— accounting documents for up to 5 years;

— records of social security contributions and contributions to the state employment policy
for up to 6 years;
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— labour law documents relevant in the event of a legal dispute between the ING
Companies and the Employee for up to 10 years after termination of the employment
with a respective employee;

— payslips and accounting records about data required for the purposes of pension
insurance for 45 years (relevant documents in this case are documents on the type,
establishment and termination of a labour relationship, records of accidents at work and
occupational illnesses, and lists of records of working hours, including time off work
without income compensation).

The Employee acknowledges that he or she may request the liquidation of the personal data
provided, but also that ING may retain the personal data in order to comply with the
requirements of legal requlations. The Employee also acknowledges that he or she may request
ING to obtain information on the processing of his or her personal data and may also request an
explanation or elimination of a defective condition, correction or supplementation of his or her
personal data. Furthermore, the Employee shall be entitled to request restriction on the
processing of his or her personal data in the event that he or she believes that ING is processing
his or her personal data without a legitimate reason, the purpose of the processing has lapsed,
or that the data are not being processed accurately. The Employee shall be entitled to the
transfer of the personal data provided by the Employee in electronic form to the extent of the
right to portability. The Employee shall be entitled to object to the processing of personal data
concerning him or her which is carried out by ING for the purposes of the controller's legitimate
interests and not for the performance of its legal obligations or contracts.

The Employee acknowledges that ING transfers the above-mentioned personal data (including
sensitive personal data) to the extent necessary for the purposes of fulfilling the contract with
the Employee and ensuring the processes and operation of ING, or for providing health care for
the Employee, and to state and administrative bodies investigating, within their competences,
work accidents or incidents or Employee matters, with whom ING or the Processor (as defined
below) will communicate in order to resolve the Employee’s matters related to his or her legal
relationship to ING, as well as to processors who provide services to ING (e.g., advisers), and
benefit and service providers for Employees.

The Employee acknowledges that ING transfers the above-mentioned personal data, for the
purposes of fulfilling the contract with the Employee and ensuring the processes and operation
of ING, or to provide health care for the Employee, for processing by any of the ING Companies,
as well as entities that have their registered office in the European Union or in third countries,
where it is possible, under the applicable legal reqgulations of the Czech Republic and the
European Union and the decisions of the bodies of the European Union and the Czech Republic,
to transfer personal data without the permission of the competent authority of the Czech
Republic or the European Union, with which ING has concluded a personal data processing
agreement meeting the requirements of the legal reqgulations of the Czech Republic and the
European Union (ING and each such processor hereinafter the Processor). The Processor
processes personal data in accordance with applicable legal regulations on the basis of a
contract concluded between the Processor and ING, or between individual Processors with the
consent of ING.

35| 42



ING Bank N.V. Prague Branch I N G
C2 - Restricted

All Employees can obtain information about the processing of personal data on the intranet. An
Employee may" exercise his or her rights to correct personal data, raise objections, requests for
explanations, etc., with the HR Department with the DPO (Data Protection Officer). If the
Employee is not satisfied with the settlement of his or her request, he or she can contact the
Bank DPO, or the Office for Personal Data Protection.

11.2 Reporting changes to personal data and data

The Employee shall be obliged to announce all changes to personal data, including changes to
health insurance company and bank details for the payment of the salary, to the HR Department
in a timely manner (for changes to the health insurance company, no later than 5 days after
the change).

Employees are obliged to report a change of permanent address, bank account, emergency
contact person, private telephone number and private e-mail address using WORKDAY system.
If the WORKDAY system is unavailable to Employees for more than 24 hours, the Employee may
report the above changes via email to ML-CZ-BNK-HR@internal.ing.com.

The Employee shall report other changes (wedding, divorce, birth of a child, change in health
insurance company, commencement or completion of studies, new or terminated loan, new or
terminated pension or life insurance, death of a spouse, death of a child) to the HR Department
via e-mail.

IMPORTANT NOTIFICATION

If the Employee does not report any of these events, the Employer shall not be able to guarantee
the correctness of the salary calculation.

All information regarding the education and development of Employees can be found on the
intranet pages of the HR Department section:

The education and development needs of Employees (including language education) are
primarily discussed as part of setting goals for the calendar year and subsequently during
evaluation interviews (Mid-Year review; Year-end evaluation). Based on this discussion, the
Employee will record the necessary development activities according to the agreement with his
or her superior in the so-called Individual Development Plan (IDP) in WORKDAY.

The EduCity (local application) online application is used for registration and administration of
training. Training must always be approved by the relevant Manager.

The global system WORKDAY is used for global trainings (Compliance, ORM, Legal, etc.). This also
includes the option to register individually for e-learning courses as part of various hard skills
and, last but not least, it offers a wide portfolio of online soft skill training.
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Corporation Prevent s.r.o. is the Employer’s provider of occupational health care services.

Employees are obliged to undergo all medical inspections ordered by the Employer, specifically
the initial medical examination or extraordinary medical examination, in accordance with the
classification of their work into the relevant category. Periodic medical examination is voluntary
since 1. 1. 2023.

Unless the Employer decides otherwise, and where required by applicable legal regulations for
the relevant category of work, Employees are obliged to undergo an initial medical examination
as part of occupational health care upon commencement of employment.

If an Employee fails to adhere to the obligations arising from occupational health care (i.e., does
not undergo an initial medical inspection or other inspections), this may constitute a breach of
obligations arising from legal requlations relating to the work carried out by the Employee.

The Employee may be sent on business trips for as long as necessary according to the needs of
the Employer outside of the location where the Employee normally works.

If the Employee is sent by the Employer to work in another country, the Employer shall be
obliged to inform the Employee in advance of how long the business trip will be and about the
currency the that the Employee’s salary will be paid in.

The Employee is obliged to become familiar with all procedures which are relevant for business
trips and must enter every business trip which happens out of Prague (both local and foreign
trips) in to the WORKDAY system.

After each trip abroad and within the Czech Republic, the Employee shall be obliged to fill in the
“Expense Report” form, which can be found on the intranet site of the Finance Department within
10 working days after returning from a business trip. The Employee shall be obliged to include
all written receipts which are necessary for reimbursement of the costs regarding the business
trip. The completed form must then be approved by the relevant Manager and submitted to the
Finance Department.

The Employee is expected to consider all options to minimize costs when planning business trips.

Detailed information on billing business trips is set out in the Billing for Domestic and Foreign
Business Trips and Expenses internal regulation of the Employer.

Each Employee shall be obliged to act in such a way as to avoid damage to health and property
or unjust enrichment to the detriment of the Employer or an individual. If there is a risk of
damage, the Employee shall be obliged to notify his or her Manager and take action, if this is
urgently necessary in order to avert damages.
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The Employer also requires its Employees to take proper care of their personal property. The
personal belongings and personal effects that Employees usually carry to work must be stored
in a designated place, which is a personal locker. Employees are obliged to lock up their personal
belongings. If Employees have lockable offices, they are obliged to lock them upon leaving.

The Employer also ensures for its Employees such working conditions that they can properly
perform their work tasks without endangering their health and property, and if the Employer
find defects, the Employer shall take measures to eliminate them.

In the event of theft at the workplace, Employees shall be obliged to report losses of items to
their Managers and to the HR Department.

16.1 Main obligations of Employees with regard to data and information system security

In the field of IT and the use of means of production, Employees are primarily obliged:

a. to follow the rules for the use of computer technology and information technology
set out by the Employer;

b. tocomply with the rules of information security set out by the Employer and properly
protect all information systems and data of the Employer from misuse, and to
prevent any persons other than Employees of the Employer, or persons authorized
to use the information systems and databases of the Employer, from using the
information systems and databases of the Employer or to handle them in any way;

c. to only use the means of production and work resources of the Employer, including
the computer technology and telecommunication equipment of the Employer for the
performance of the work entrusted to them, manage them properly and protect
them from loss, destruction or misuse;

d. not to misuse the connection to the Internet via the Employer's computer
technology; in particular, Employees may not use it to visit freemail services, social
networks (Facebook, Twitter, Google+, etc.) sites with erotic content, internet
shopping malls (e-shops), private internet banking of Employees, servers, portals or
internet services of any kind for downloading, sharing or watching music, movies,
videos or games;

e. not to install any software on computer or telecommunications equipment that has
not been pre-approved by Employer or that Employer is not authorized to use under
a valid license, and

f.  to report to their Managers or superiors of their Managers all operational incidents
and breaches of business ethics, as well as any impermissible or dangerous conduct,
non-compliance with internal requlations or suspicion thereof. Alternatively,
Employees can use the anonymous procedure (Whistleblowing) according to the
Compliance Manual. In the event of a “compliance” incident, this incident must
always be reported to the Compliance Department.

The Employee also acknowledges that the Employer is entitled to monitor and/or make records
regarding the use of the Employer’s electronic communication systems or telecommunications
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equipment through open-ended monitoring measures, both via its own resources and through
third parties with a confidentiality obligation towards the Employer, provided that the data
obtained are secured so that they cannot be abused.

The Employer is entitled to execute the above-mentioned monitoring/making records in such a
case when the Employee is in the termination period. The Employee is not entitled to share any
documents created by the Employer or for the Employer during the work activity of Employees,
including sharing a private email address, third person nor making copies (electronic or physical)
of the above mentioned documents in order of sharing them either privately or with third
parties.

The obligations set out hereafter in this paragraph are a concretization of the Employer’s
conditions, in particular the obligation not to act in conflict with the legitimate interests of the
Employer.

The Employee shall be obliged to become familiar with the Employer's regulations and
procedures on the Employer’s intranet site, which govern, among other things, the acceptance
of gifts, entertainment, bribery prevention, and money laundering.

Employees are strictly prohibited from acting on their own account, on the Employer's account
or on the client’s account on the basis of inside information. Furthermore, Employees are
prohibited from passing on any inside information to any third parties, either directly or through
any recommendation, for the purpose of buying or selling shares on the basis of inside
information. Violation of this obligation shall be considered conduct that is contrary to the
legitimate interests of the Employer and contrary to the obligation to work properly to the best
of their ability and knowledge and to act in such a way as to avoid damage.

Other conditions and rules are set out by the Local Compliance Procedure , which is also available
on the Compliance Department intranet site.

18.1 Basic OHS rules

It is the obligation of the Employer and all Employees to ensure Occupational Health and Safety
(OHS). Fulfilment of these obligations is one of the basic work obligations of Employees.

The basic obligations of the Employer and Employees as part of OHS are regulated by the Labour
Code, according to which the Head Employees are responsible for the performance of tasks at
individual levels of management, but to a certain extent also other Employees. All Employees
are obliged to eliminate or ensure the elimination of OHS deficiencies identified at the workplace.

If an Employee suffers an accident during work, the Employee must always contact the HR
Department and the General Services Department. The HR Department and the Employee will
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fillin the “Record of an Accident” form and familiarize the Employee with subsequent steps and
the necessary information.

18.2 Basic Employee OHS obligations

All obligations of Employees as part of OHS apply both to the performance of their work at the
workplace and, appropriately or similarly, to the performance of their work outside the
workplace (for example, when working from home or on a business trip).

Employees have the following obligations as part of OHS:

a.
b.

to become familiar with the regulations and guidelines for ensuring OHS;

to observe the principles of safe conduct at work and established work procedures,
follow the instructions on warning signs, etc,;

if required, to use protective equipment, work equipment and protective aids at work;
to inform their Manager and possibly the OHS Department, Technical Department
(Service Desk) and the HR Department of deficiencies that could endanger safety and
health at work;

to immediately inform the Technical Department (Service Desk) of any defects to
electrical wiring, machinery, devices and other equipment and secure the location or
device until the arrival of a professional in order to avoid injury or fire;

to inform the Technical Department (Service Desk) of any damage to the floor
covering, furniture, doors, windows, etc., that could cause an accident;

to take extra care when walking on wet floors and holding on to handrails when
walking on stairs;

to visually inspect electrical equipment before switching it on, and if it has any
defects, not to switch it on!;

not to come to work under the influence of alcoholic beverages or other narcotic and
psychotropic substances and not to consume alcoholic beverages and other narcotic
and psychotropic substances during working hours. Employees must also not bring
to the workplace any addictive substances or dangerous (toxic, flammable, explosive)
chemicals and weapons. A breach of this rule may be considered by the Employer as
a breach of the Employee’s obligations arising from the legal regulations relating to
the work performed by the Employee in a particularly gross manner and may lead
to the immediate termination of employment by the Employer;

observe the ban on smoking at the workplace, where all areas of the Harfa Office Park
buildings are considered to be part of the workplace, including balconies, staircases,
corridors and entrance halls. Violation of this prohibition shall constitute a breach of
the obligations arising from the legal regulations relating to the work performed by
the Employee, and the Employee may be notified of the possibility of notice being
given due to a breach of his or her obligations;

immediately report any work accidents to his or her Manager and co-operate in their
investigation with the aim of introducing measures that would prevent their
recurrence.

provide first aid and medical treatment to the injured person.
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m. follow generally applicable procedures and respect them in the interest of work
safety;

n. take partin medical examinations ordered for the Employee by the Employer;

o. study and know the evacuation plan for the workplace where they happen to be
whilst working; and

p. study and know the fire alarm directive of the Harfa Office Park building.

Employees are also required to accept and comply with the following physical protection
measures, in particular:

a. to ensure their own safety and that of their property, as well as the safety of other
Employees and third parties and their property;

b. to maintain appropriate security measures to protect the Employer’s property and
documents from theft, breach of confidentiality and similar risks;

c. not to leave business or confidential documents or valuables freely on desks (the so-
called “empty table rule” applies) or elsewhere at the workplace (for example in the
printing room);

d. before each departure from the workplace or office, to always store and lock up all
business or confidential documents, work aids that can be easily removed from a
desk (including, for example, a laptop, mobile phone or flash drive), or valuables in
lockers or other storage areas designated by the Employer for this purpose;

e. to shred or otherwise professionally destroy commercial or confidential documents
or any other permanent data carriers that are no longer needed (they must not be
thrown away in the trash);

f. toimmediately inform the Employee’s Manager of the loss of any of the Employer’s
property items, and

g. not to bring to work or take home any software programs, files or media without the
prior consent of management.

18.3 Employee safety training

Employee safety training is provided in the form of e-learning, which is accessible on website
http://www.instructor.cz/. Every new Employee must go through this training before starting
work. After two years, Employees will be invited to undergo e-learning again. An Employee in a
Managerial position shall be required to complete training for Managers. Managers shall be
required to complete Manager training every three years.

Legal actions and decisions in labour relations are made on behalf of the Employer by the
statutory body of the Employer, and by other Employees authorized to do so by the Employer.

Personnel matters, including the advertisement of vacant job positions and the selection
procedure for filling management positions, contact with the relevant labour office and the
labour inspectorate, are looked after by the HR Department.

The social security authority to which the Employer pays insurance premiums for the Employee
is the PraZska sprava socidlniho zabezpecni, based at Trojska 1997, 182 00 Praha 8.
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Employees are informed of significant matters (Section 276 of the Labour Code) by the relevant
Managers, and all important information, including these Working Rules and other internal
reqgulations, are made available by the Employer to its Employees on its intranet pages.

All other facts concerning the rights and obligations arising for Employees from their
employment or similar relationship with the Employer are governed by the relevant contractual
arrangements between the Employer and the Employee, by other internal regulations and
instructions of the Employer, by the general provisions of the Labour Code, or by other generally
binding legal requlations of the Czech Republic.
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