# g
b oo
ie §86
! e =]
% S0 0
3 -
G B
r]
¢ Bx¥
lZ ws2
B oFg
ANFQ‘
: 28
5 O%@
th gh
2 &
o -3
o
A
o)
@

CONFIDENTIAL

CONFIDENTIAL

ORACLE

Global Compensation Training

Managing Pay Module

Exhibit P-175

ORACLE JEWETT 00000327

ORACLE_HQCA_0000399638



. Compensation Training Overview

» The Oracle Compensation Training for managers includes the
following modules:

- Introduction »
— Job Classification and Global Job Table
- Salary Ranges
- Managing Pay
- Compensation Processes
— Region specific modules
» Americas
* Asia Pacific
« Europe, Middle East and Africa
« Latin America
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. Topics

Introduction

L

General Principles

Setting pay for:

— Recruitment

— Promotions

— In-country transfers to a new role

— Voluntary employee transfers from one country to another (not
international assignments)

2

Off cycle reviews
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- Introduction

» |In this module we consider pay management issues when:

— Recruiting prospective employees

— Employees are being promoted

— Employees are transferring to a new role

—~ Employees are voluntarily making a cross border transfer — not on assignment
« These activities may involve:

— Setting the rate for the job

— Changes in split (base/annual target variable[ATV])

— Change from commission/variable pay to bonus & vice versa

— Lateral transfers with and without changes in salary range

— Transfers between individual contributor IC and M management roles

Coleall &

4| Copyrant © 2011, O Brid/or s amliates. Al sghts |- anstental — Ol Interal
resarven.

CONFIDENTIAL QRACLE JEWETT 00000332

CONFIDENTIAL ORACLE_HQCA_0000399643



Dlicussions: about how o marags: ey s Srecle come up i many shusibes: These disussions wil orour dining e mendimert of aranwitves, wher giving e prasien i ar amplbies; and wiien Sahsfenig s Brigbyne Jo.a faw réla ds ko i iaw siucky

T e O W i et FOS COTEEN RIS TR Y T 00 R Y A S e e el e e Pt B emitiyed Gre Renstiig wrelovee

iigﬁﬁﬁ.mﬁﬁiﬁﬁwﬁiﬁﬁ ataeE ompenesi iplag s Chann vt ey, Toe el v iveR g oave Sodsaling woleiinfo:s Heles Blate. Yhof stoutd b S 116 hiess selan® Wi shauie
CONFIDENTIAL ORACLE JEWETT 00000333

CONFIDENTIAL ORACLE_HQCA_0000399644



. General Principles

+ Compensation and benefits must be in line with the standard for the job
+ Employee’s salary should take into account:

— Comparisons with others in group (peers) - equity

~ Relevant knowledge, skills, abilities and experience

+ A promotion does not necessarily require a simultaneous salary increase. This would
normally be taken care of during the salary increase process.

« Employees must not undertake a new role until the compensation has been fully
approved and the appropriate terms and conditions have been accepted.

DRALLe
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- General Principles (2)

Balance external and internal equity considerations
Differentiate rewards by performance
Manage your budget — you will never have enough!

— Base salaries should be reviewed in a business context, taking account of what
the business can afford

Be honest and open with communications on rewards and performance
These principles apply globally, but pay rates differ by country
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Setting pay foran employeeis not a simple exercise, Tomake the best decision, it is important that vou considerall
the relevani pieces of the puzzle: namely, balancing intemal and exgernal equity, individual performance levels of
your employees, and your overall budget. ‘

Internal equity is copsidering how much you pa{yﬁm employees relative to one angther. In addition to salary,

vanable compensation and stack options are other tools veu can Use fo differentiate pay o give more 1o your "stars”.

When'vou are ma,k;mg pay decisions consider internal equity, and be as fair as possible, Differences nesed ta be

based on fair, justifiable and non-discriminatory criteria. Focus on results, which s not always the same as effort.

Some employees {ry really hard, but for whatever reason, do not come through with the desired resuits. Itis

;rr;pmnanrto coach these employees to tumn effort into results, where possible, so that they will be rewarded n the
uture.

Onee again, it is important that your employees know the factors that you considerwhen making pay decisions if you
want these factors to shape individual behaviors. ifan empﬁaﬁe believes he or she will get the average salary
increase regardiess of his or her performance, there is no motivation from a monetary perspective for hitm or fHer to
expend extra effort to improve performance. You SHOULD NOT MAKE SPECIFIC PROMISES HERE, rather it is
impertantio communicate that if an employee achleves all of his or her objectives, be or shewill be rewarded more
thart an employee who does not. ‘As a manager, you can give examples of possible rewards, such as getling
promoted faster, getling a larger share of the bonus pool relative to lower performers at the same level or gettinga
better than average salary increase whern salary increase budgets become available.

It is important for managers to be cpenand honestwith thelremployeesiwhen it comes to rewards and pefformarnce,
However, it Is-equally important that emplovees know that there are no guarantees,
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. Other Observations

» There is no data to support a direct link between compensation alone and attrition.
+ Some short term internal equity distortions, caused, for example, by acquisitions,
cannot be always be rectified immediately.
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. Recruitment

= Each job is assigned a salary range that is unigue to the country
— The midpoint of the salary range represents the base salary a fully competent
employee performing as expected
« When recruiting you should consider the value of the “total reward” rather than salary
alone, both tangible and intangible:
» Value of base salary, annual target variable (ATV)/bonus, Benefits (retirement
plan, medical, life and disability insurance, car/car allowance, etc)

« Oracle experience, training, career development, long term opportunities,
location etc
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. Recruitment (2)

« Example Scenario:
— Range (from CWB or IWB) 49,000 - 68,000 - 86,000
— Average salary on team: 65,000
— Candidates doing the job are earning 63,000 —~ 75,000
» Recruitment dilemma:
— Qualified candidates are earning as much or more than existing team members

— A premium will be required to attract these candidates:

« say 68,000 (midpoint) x (_, higher than midpoint

and Oracle average)
— Would increase costs and pay pressures within the group
—~ But coulid still recruit as pay requirement is still within range

9| Copyrigare 2011, Oratle and/ur Tt amidtes Al ights I Lonfdential~Orasle et
reseriad.

CONFIDENTIAL V , ORAGLE_JEWETT 00000342

CONFIDENTIAL ORACLE_HQCA_0000399653



soking ol e st 0T G2 05 86000 e smnipe litipoint o BB O e edie Rasty o Bt pty o Wi e e 66,000, bt e quaitied ‘sandidstan doing e sama job mew osrming 68 000 5 75000
onentimes, worertion I 5 consitac e o cariot amen Mo Moo e stowent 168l casiorwaondi onabl a1 0y ab0ve the bl andt schethe posr avarsga st o gel e cantidats 16 o Oracts

Vebllet 8 possible o matie. s o¥fee ¥hal 9 abiove e mikpuink piense ke it the Sliowing e maling: el 6dee

1 “Frie Hilgh e dasi i A ks vl R el Vo, i Tonne IO U ge: Ay bl sl e ks ni P Vi i 2 g Nty
“ R e i i 9 PRI SRIO A SURT SO BYRFIRE SHY.
% Thiatsimay bessive pubsnter for squat pay iy emvglyed velatins [usvox ond atidtas arong e pests.

CONFIDENTIAL ORACLE JEWETT 00000343

CONFIDENTIAL ORACLE_HQCA_0000399654



. Recruitment — Alternative Strategy

« External applicant has minimum qualifications for the position, may be from non tech
company:

Applicants at this level currently earning 54,000

Ready for promotion/stretch

Oracle average 65,000

An attractive offer can be made at a salary lower than 65,000
Below grade midpoint of 68,000

« Advantages:

Hiring salary, say, between 56,500 — 60,000 depending upon assessed performance potential,
background etc

Keeps costs down

No equity issues

Recruit motivated — career progression, Industry experience
Scope to progress salary as employee progresses

ORALLE
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Changing Roles

+ Example Scenario: Move from low paid to higher paid role

—~ Current mid point: 49,400

~ New mid point: 49,400

~ Individual’s base salary 57,000

~ Current split 70/30: OTE 81,000

~ New split 50/50: OTE 114,000 (if moved with no change to base)
— New role average base salary 61,5600 (from dept data)

« Recommendation:
—~ Base 53,000+ ATV 53,000 = OTE 106,000
— Overall increase on current package — 30%
— OTE 15% less than existing job holders
— 8% reduction in base;
« In addition it may also be necessary to move to lower career level if employee does not
have the skills for the level in the new role.
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. Changing Roles (2)

« Example Scenario: current and new role in same salary band but new role has lower
annual target variable:

— Salary range midpoint for both jobs: 57,900
— Employee’s current salary 54,600
— Employee’s current OTE (50:50 Split) 109,200
— Split for new role: 70/30

— Average salaries of both jobs 56,000

« Recommendation:

— Salary: 56,000
— OTE: - 80,000

Bir e =

4 ] Cw)mg?l@ 2011, Oraole andior s affiiates Al nghts | Curfidential- Ordle intermal
fESamved

CONFIDENTIAL ’ ' ORACLE_JEWETT 00000348

CONFIDENTIAL ORACLE_HQCA_0000399659



Thiors are st Titoroal & M ihurs {argel mamivas Wil W mﬁw Lopele. THEls OBl suil b
Sehiges i wﬁ; M“ M;;mw?wog L m‘?’ M i w ?&:}g& B [ imro
S ot Bt o nmn mnmnys o wmp{mmmaﬁmn‘sw

il S apidgnn ol i ek ot b baborlt. oS woemisal i maidd DY E bina wtanint 90 800 el
wmri'.im Eat@%mm&mmumtw kot 1 A, e oRe i i e o DR ol

g
It g mgfm Mmﬁﬁw i :-fsa S0 meenbloite's Batssaery sttt hue boss et by g seall wneiol ssiinig kb b o mimaital Witerinne R end dmeiiocn. Tl el ook ineco e e o e, v et 0u sl b ol
O he lier ﬂqma h‘m pmm

g8 Salary wae I iy S0 DRy (SR Salaly e nee TR0 Wi i oriel i GRS e g, v muc\wm Sl Ty UL el Aotimpasiole: et Bone R B ot HESHAR. 0 e IR e
sualayents, heise aiany cauk Ry B L B YO Mol e B LN Enaiser iterhal oty g S e aliry fiiial con Belustii e e bhie o s senLe walsnal ilfsesce.

CONFIDENTIAL ORACLE JEWETT 00000346

CONFIDENTIAL ORACLE_HQCA_0000399660



. Promotions

+ A promotion is @ move from a job in one career level to a job in a higher

career level with greater responsibility and impact on the Company's
business.

« Promotions are not always accompanied by a salary increase but:
~ Benefits may increase

— Incentive earnings may be different, higher leverage, and lead to
increased earnings potential

= Pay does and should vary between individuals, but variations must be due
to a genuine material difference

— Experience, knowledge, skills, performance, etc.
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- Promotions — More Difficult Issues

Situation 1:

— Employee’s current salary is very high in the current salary range and
without an increase would also be high in the range for the new position:
— Consider

» Promotion without pay increase
« Total pay — does the total compensation/incentive opportunity
increase?

OO0 &
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. Promotions — More Difficult Issues

Situation 2:

— Employee is to be promoted from IC to M level job
— Consider

= No link between IC level and M level roles

» Has the employee to be promoted had management experience?
— Total pay — does the overall package improve?

- Base pay: how does the current base pay compare to the new peer group?
What level of salary increase should be given in recognition of additional
responsibilities

« While it is good practice to increase salaries for significant promotions such as a
promotion to management, it may not be necessary in all cases.
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. Cross-Border Transfers

« A cross border transfer is a permanent move from one country to another. It is NOT
an assignment.
« Pay levels for the same job differ markedly from country to country even where

currency is the same, eg. in Europe several countries use the Euro but have different
salary ranges

+ You should pay appropriately in the new country. Do NOT simply transfer at the same
salary level converted to the new currency.

+ If the employee’s job code is not changing in the transfer, use the employee’s current
compa-ratio as a starting point to determine the base salary in the new location,
provided that will not place the employee below or above the new range.

« [f the move is a promotion you should consider adopting the principles outlined earlier
in this module.

The new country benefits apply.

A | CoRpEHI@IP0N Y, Okl Aner S HInBRNE, A HEMY | Clonmdsniiar- Otdefe trteing
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Fot cross-border, or interhational transfers, vou will needio use the ranges in bothithe clrrent and flturecountry in
order to determine the appropriate base salary for the emplovee in the new couniry. n most circumstances, the
methodelogy to defermine salaries for international transfers is to Use the employee’s cuirent compastatio, and keep
it constant upon transfer, provided that the employee is nol chanaging job codes.

It is importantto notethat even though many countries share a common currency - the Eura in Burope, forexample

- the ranges that are appropriate in each country are going to be based on the local labor market, so they will not be
the same.

Teo further explain, anemployes teansferring from Germany to Slovakia will be paidin Euro in beth locations:
However, the midpeint for the job in Garmany is 80,500 and the midpointfor the saime jobin Slovakials 51,800
This is dlmiost a 50% differential. If theemployeeis paid 58,000 in Germany, hisor hercompa-ratio is 95%.
Therefore, we should adjust the emplovee’s base salary so that he or she is paid 95% of the midpeint in Slovakia,
which is 30:270. While this may seem like a huge pay cuf, the employeewill be in the exact same position within
the Slovakia market as he or she was i the German market.

In cases where the employed's current compa-ratic Is exiremialy high or exdremely low, we look to the new paer
aroup while keeping in ming the employee s current position. For example, if an-emplovee has a compa-ratio that
would put him or her below the new range minimum, we look to the new peer group average and then take into
account the low current compa-ratio. In i case, the employee would transfer at the low end of the pees group, but
naver below range. The same applies for employess who would be over range maximum,  The emplayee would
transfer af the high end of the peer group, but never above range.

Inthe caseof a cross border transfer, the move is generally a lateral one with no change In the job level or compa-
ratio. However, occasionally, the move alsc inyolves a complete change in job family and/or level. Inthis case, the
salary is-established in the same way as a new hirs:
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. Salary Increase Reviews

» Use the salary increase review for:
— Promotions
— Promotions that were not accompanied by a salary increase
— Rewarding performance

— Addressing equity issues where differentials are not justified on the
grounds of

» Knowledge

» Skills

« Experience

« Some other measurable non-discriminatory factor

Dol e
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. Off-cycle Reviews

« An off cycle review may be required for:
— Promotion
— Competitive counter offer
— A change between commission and bonus based compensation
— Achange of job to a different on-target earnings (OTE) split

j ' OlRACLE
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. Business Justification

« Business justification should include, as appropriate:
— Impact on the business if the employee leaves
= quantify the impact, potential loss of revenue, impact on leadership (manager),
unigue skills
— Flight Risk
« assessment of the risk of the employee leaving company and impact
— Internal equity concerns
— Track record

« performance record, talent review board recommendations (if appropriate),
sales performance compared to peers, delivery against targets, variable
earnings history etc

— Pay details
» comparison with peers, splits, OTE and historical variable/bonus earnings

ORACLE

18 | Copyrignt @ 2011, Oaveahdior its sfliales. Al nghts § Confidantial < Oracle nterna
reserved.

CONFIDENTIAL ORACLE JEWETT 06000362

CONFIDENTIAL ORACLE_HQCA_0000399673



Ausinens fusiSiatin il naed to secompeny any sequsst ¥oe ano¥hcvcle ‘emase: Fhe Jusliionlinh souid inciu Tne B righ of e dnwiives Wi dori ibe ian normese; e ltvpnct on'iie tisinase I s emiplaen Taaies g Interal sl sendem. and i amale’s
pefimEne Teedrd

CONFIDENTIAL ORACLE JEWETT 00000363

CONFIDENTIAL ORACLE_HQCA_0000399674



. More Complex Issues

+ Contact your Compensation Analyst any time you need assistance. For

example, in the following instances:

— No range(s) associated with a job(s)

— A new job that has not existed in country before

— Difficulty in deciding what to recommend when an employee transfers
between roles with different compensation splits or types eg variable vs
base

— Cross-border transfers
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. Remember...

« There are no absolute right or wrong or “one size fits all” answers
« Each situation should be reviewed on a case-by-case basis but the principles should
be applied as consistently as possible
+ Reasons for the decision should be recorded
« Look at the whole picture, not just the position in the salary grade.
— Differentials between employees
— Average salaries and ATV's and OTE’s
— Internal equity
— Skills, Knowledge, Competencies etc

+ The salary and benefits should be set correctly for the new position. Do not try and
protect the earnings of the current job

« The increase/change in status should not be backdated
« Where the change is voluntary the employee has the choice not to accept.
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. Tools and Resources

« Your manager
* The local Compensation/HR department
— the HR Global Website lists compensation contacts & you will find your HR Rep &
Manager by checking your ARIA page
+ Internal Websites
+ MEE
» DBI
+ CWB — used for bonus, stock & salary increase processes
« IWB - shows salary information and history for all employees within your
organization
* HR Global Website, global HR policies

e alCl e
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In aself seivice organization like Qracle, there are many resources avallable 1o educate vou on making compensation detisions.

Your manager should be your numper 1 resaurce for compensation-refated discussions. He or she cangive you direction apout compensation
decisions made at'the lineof-business level, Fot example; difing the salary incresse, bonlus and stock processes, sotrie LOBs may implement
speciiic strategies on howthey want to allocate their budget podls:

Another important resturce for yol'is the local Comipensation méhagsr or HR manager firthe country Iy which thie employes works. Heof shie
will be able to provide expertise on local practices, processes and requirernents for that country. In addition to: providing advice on day-to-day
comp decisions; the compensation team and HR feam can alse provide sdvice for some of the merediffictit compensation-related challenges
thet you may face. You can find vour HR Contact and HR Manager by cheeking your ARIA page. The appropriate compensation contactcan
be faund on the HR Global website: ‘

I agddition to persanal resotrpes, Oracte has plenty of onling tespirces available to/ypl ~There s 2 weath-of information avallable throtgh the
global HR website and through HRMS gpplications like Manager Self Senvice (often referred to as MEE), Compensation Workbench -or CWB-
and Information Werkbench (often referred to as IWEY,

On the HR Global Website you will find the country HR sites; dlobal compensation information, employee handbooks and global policies suchas
¢ode of ethies and Business Conduct.

Campensation Workbench is used for comp processes such as the Global Cotperate Bonls and the $alaty increase Review and on WS you
will find job and salary infarmation and History for all smployess within your organization.

22
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. Information Workbench (IWB)

» Main View options:
- Salary
— Job Information
— Sales Salary
— Total Compensation (summarized - Rolling 12 months)
— US hours worked - great tool to track overtime hours
¢ Filters:
—~ All employees
— Direct employees
- By team
-- Per country
= There is also a training video available under: Information and Links / Trainings.
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Global Compensation Training
Salary Ranges at Oracle
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. Compensation Training Overview

= The Oracle Compensation Training for managers includes the
following modules:
- Introduction
-~ Job Classification and Global Job Table
— Salary Ranges
— Managing Pay
- Compensation Processes
— Region specific modules
* Americas
» Asia Pacific
« Europe, Middle East and Africa
« Latin America

. ORACLE
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This'ls the Salaty Ranges module for compensation waining, - Thite re 8 other modules that havs been developad to piovids you  basic
overviewy of many toples you should be awsre of when managing employees at Oracle. Most compensation information applies globally,
however, there ara some topics that vary by country endlor region; §o the global compensation team developed region-specitic modules to
cover fooies that aren’t relevant worldwide, Please review the modules for each region in which you have employees,

Keep in niind that this is simply an overview and it & notdesigned to teach you evervibing there 1§t know about sempensation. tis important
to work with your local.compensation team representative and HR manager on employee compensation issues.
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. Topics

« Salary Ranges
- \What are they?
— Why do we have ranges?
— How are they created?
- How do we use them to make decisions?

ORACLE
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In this session, we ate going o review all that an Oracle manager needs to know about eur internal salary ranges.
What are they? How are they created arid who creates fhem? And how should managers Use the ranges to make
decisions?

CONFIDENTIAL ORACLE_JEWETT 00000277

CONFIDENTIAL ‘ ORACLE_HQCA_0000399688



. What are Salary Ranges?

« A tool to assist managers/HR in making decisions about
base salaries during the recruiting process, salary
increase reviews and job changes or promotions

= A reflection of the local market for base salaries being
paid by competitor companies.

ORALLE
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Salary ranges assign a minimum and maximuni fo the amount thatwe are willing to pay for a specificjob. They
reftéﬁet the market in the area and allow for much variation in knowledge, skills & abilities that each individual brings
to the company.

Salary ranges are country specific. There may be more thanone set of ranges per country —in the US, there is a set
of ranges for HQ/Bay Area employees and another sel of ranges for all other locations.
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- Why do we have Salary Ranges?

« Salary ranges are a tool to assist managers in making
decisions about pay.
— Broad ranges allow managers to account for differences in

experience, skills, competencies and performance of candidates
and incumbents.

— Ranges help managers with employees in multiple céuntries to pay
according to the local market.
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Salary ranges are d tool to assist managers in making decisions about pay. They provide managers with & rahge of
pay that is considered fair and competitive In the local labor market fora specificjob. Oracle's ranges are
intentionally broad to allow managers to differentiate belween employees who are new to their roles and still
leaming, and those whoare fully qualified, very experienced and top performers.

Without such tools managers with employees in multiple countries nray think of pay rates in terms of their own home
country. This could resultin paying too-high or foo low relative to the loeal markets.

Salary ranges may be foundin the Manager Self Service tool. orin Comperisation Workbench and Information
Workbench:
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. How are Local Salary Ranges Developed?

« Local compensation teams participate in, and use data from,
salary surveys conducted regularly by external consulting
companies.

« Compensation surveys should only be purchased and
participated in by the Global/Regional Compensation Team.

» Salary ranges are assigned to Oracle’s global jobs based on
local market salaries per country.

+ Jobs that pay similarly in the local labour market are allocated
to the same range |
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As a mature, established company, Oracle recognizes the importance of paying competitively relative to the focal
market,

The global compteam reguiarly participates in comp surveys and maintains peer relationships with comp

there are clearly market differences from one country fo the next, as well as @ven Mthﬁmmwmry differences in some
cases. For example, jobs in Silicon Valley are paid higher than those in Orlando, FL, so we have a 10% differential
in the US for non-HUO jobs. Thers are also 2 sets of ranges for China, bedauseof the market differences between
Beljing and the other Chinase cities in which we opetate.

It is IMPERATIVE that only the global compensation tear submit compensation data for slirvey participation and
purchase, No one outside of global compenisation should be submitting Oracle éimployee data to 3 parties..
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. Creating Salary Ranges

Preferred Cempetftor Companies

* Adobe

* Apple

Applied Materials
Cadence

Cisco

Ebay

Google

HP

m

e

« |BM

* Intel

* Microsoft
* Motorola

» Qualcomm
« SAP

* Texas
Instruments

» Yahoo!

Software Industry
Local Companies

Consulting Separate List
Sales Separate List
Geographical Differences

| Cotytight® 2017, Otasleandior s afiates, Al ngies
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When participating in surveys, Oragle sUbniits data on what we are paving for certain jobs while always ensuring
anonymity of incumbents. Qur primary sources of data come from highly reputable 39 party consulting firms who
gather data from participants, and compile it fo produce reports that keep individual company data confidential,
Cracle targets to-be compelitive against a selectlist of competitor companies chosen by our board of directors.
These are the companies ihe board feels are our biggest competitors for talent - those that we hire from, and lose
employess td. Itisnotan exhaustive list, rather the most prominent companies anly, and thase that are feltto be the
‘premier high tech market sector.

There may be differences in the list by country, depending on the key competitors in that country. The market
maturity in a specific counfry plays a huge rale in determining how mitich market data we are able to gather, In
refatively new geographies, we Lse whatever data we can get, because we don't always have direct conipetitors in
those markets. The list may also change for some LOBS, since they may compete for talent elsewhere, for example;
we may benchmark agairst consulting firms for the consulting function,

In addition to survey market data, the compensation teams also get data from more informal sources, such as
through recruiters or peers in othercompanies.

7
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Base Salary - Salary Ranges

Represent potential pay pozrtunity for a job

Salary Ranges are
driven by market
conditions and are
reviewed annually to
test for market
competitiveness

Coleal ]l &
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Salary range 1s the link between internal and external equity. All jabs that are considered equal in value to Oraclé are grouped into the same local
rade level, and have the seme salary s;anghax The salary range numbers are set based on what the local market Is paving for the jobs in that range.
alary ranges are reviewsd annually, and the range for & job Could change from yeato-year (Up or down) basad on the review of market data,

There are multiple jobs in the grade, often across different lobs.

; ‘ baid below the range Minimum
gt the employes must crease to bring hisor her salary

The Minimum is the entry level saiag fora job. Some countries have !e%ﬁl reguirements that e-z‘ngééyg%% e:aagg]c;tgg .
: g givena’ in
orthe job

fortheir job. In these colntries, a salary may be green circled, m@aﬂinf%
from below the salary range minimum for the job into the salary range

The Midpoint or Job Rate is hew much a fully competent employes should earn for the job, It reflects Dracle’s desired market position ralative to

the external markel, provided they are fully éxperienced, ful[y,c@m%e@nt and pferftismmrg at a completely satisfactory level. The mxdp@grt or job rate
is determined based on the-desiréd target market position fdr all jobs in that grade level Desired market pasifion afound which the midpeirit is built
may vary from one country to the next, based on the level of maturity of Qracle within that country.

The Maximuny I8 the upgerend of the salary rarige, This is the maximuny salary level that s set for the highestlevel of performance inajob, -
Regardless of how fantastic an individual employee may geh thereis an u%nar lgmzt on what makes sense tor Oracleto ;;axéfw a_§amcu!ar job being
performed. This is represenied by the range maximum. Some countries have Jegal requiremments that employees cannotbe paid above the range
maximum fortheir job. In these countries, the salary may be red circled, meaning that the employee Is not eligible for a salary increase until his or

her salarytfalls under the range max, either due to being promoted to & job in a higher range, or due to the salary range moving up based on market
movement

As mentioned previously, there are separate ranges for egch country, because ranges are based onthe local labormarket,
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Example of moving from salary survey to salary ranges

+ Local market data is analyzed to
create a pay structure that is
competitive for all Oracle jobs in the
local market; lowest to highest-paid.

Each Job is assigned to the salary
range that is most closely aligned to
the market pay. This ensures salary
ranges are based on external local
market data, not on Oracle’s internal
structure.

Where individual jobs are paid
similarly, jobs are assigned to the
same salary range.

8| Copvagnte 2011, Oranieandiot e atiiates. A rghits
reserved.

| utintenial - Oragle ntsthal

CONFIDENTIAL ORACLE JEWETT 00000388

CONFIDENTIAL ORACLE_HQCA_0000399699



This slide demonsirates the process that the regional compensation teams go through to deténming the salary rangs
that applies to each job at Oracle. The camp team n each reglon goes throtgh a similar process for every country.

A pay structure is bullt based on the local market date « starting with the lowest pald job and-going through the
highestpaidjob, Once the structure is bulll, the market data is reviewed for sach individual position, and the salary
grade chosen is the one with the midpointthat is closest o the market data. Each salary grade will have jobs across
various functions, and will also include jobs of varying levels. It all depends on the local market data for the position.

The following slide provides a visual of how the salary grade assignments may be structured.
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. Example of Pay Structure

Function ¢, Fusction D, Function H, Function ],
Funetion A, Function B Flnction E Fanction F, Funtion & FunetianJ
e Mar Ic Mgr e Tagr e Mgr

Lol
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This graphic shows an example of how the pay striicfure in a specific couniry may look. As you can see, there could
be various levels of jobs across various functions assigned to the same salary grade. For example, you will notice
that grade 5 includes Function ABB's IC3 and M1, as well as Function F&G's and H, | & J's IC2.

Youwill-also notice that Grade 8 hasan 1G4, IC5, M2 and M2, This graphic clearly demonstrates that there is no
intentional corretation between the IC career levels and the MG career levels. Some families may appear to cross
overata certamn IC level, butitis purely coincidental and based o market data and s notconsistentacross job
families or functions.

it is Important to note that depending on loeal market pay trends which can go Up ordown, the salary grade
assignments and the ranges themselves may fluctuate from year-toyear,

10
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- Effectively Utilizin:

Quartile 4 = Max

Quartile 3 = (Q2+Q4)/2

© Quartile 2 = Mid

Quarti

le 1= (Min+Q2)/2
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The business climate and focal budgets play the biggest role in how managers are able to position employees within

theirrange:

Besides the business climate, a numberof factors need to be
considered when determining where to position an emplovee within the
salary range. These factors include:

1.

ok 0N

The employees skills, kniowledge, and experience.

Internal equity to others in the organizationwho have similar skill setsforthe samerole.
Performance

Previous compa-ratia

Tenlre inclrrent position— 18 geheral, amployees who have remained in their clirrent role teiid to be pald highat

in'the salaty range

11
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. Things to Consider as a Manager

- Employees at the very top of their range: |
— Are often highly effective contributors whose promotional prospects
are, for various reasons, limited.

— May have been in the same role for a significant period of time,
without the possi blhty for promotion.

— May have legacy compensation issues due to joining as a result of
an acquisition
* Employees in different countries will be paid differently for
doing the same job, even if the currency is the same.

» Employees in the same job do not necessanly earn the
same amount

12 ] Dopynght @201, Omele dndion s dmiliates. A fghts { Confitlential = Oriicle internal
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Toreiterate, salary ranges are intentionally broad to allow managers to differentiate between employees who are
new to their roles and still learning, and those who are fully qualified, very experienced and top performers. The
ranges are based enticely on the local market and any attempt to do currency conversions {o determine appropriate
pay levels will not work,

In general, a majority of the population will fall somewhere between the 1% and 3 quartile of their range, Huwevar
there are individual cases where it is completely justified to use the 4™ quartile up to the maximum of the range. |
you have smployees in Canada, it Is imporfantte remember thatthere are legal requirements that employees canncst
be pald aver the maximum of the range. The oy exceplion to this jaw are for soguited employess. In this cass, the
emplovee will be red circled & will not be eligible for a base salary increase untll the range shifts up, or the employee
moves to ajob in a new range with a higher maximum salary.

12
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. Base Salary — Compa-Ratio

« Compa-Ratio is a way to ascertain the base salary
competitiveness. It is the ratio of an employee’s actual
annualized pay rate (numerator) to the midpoint or some other
control point for the job’s pay range (denominator)

* An example:

Employee in Job X has an annual salary of $30,000
The local salary range midpoint for Job X = $28,000
Compa-ratio = Employee salary — Range Midpoint x 100
= $30,000 + $28,000 x 100
=107.1

% f Copyright @ 2011 Ogeip andior its affiliates Al ights 1 ConRfiganiial < Orapls internal
resenved.
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Anvemployee’s compa-ratiois the ratio of his or her FTE base salary to the midpsintof his or her assigned range. In
this example, an employee with a base salary of $30,000 who is in a job with a range midpoint of $28,000 has a
compa-ratio of 107.1 This means that the employes s paid at 107% of the midpeint, or 7% overthe midpoint of the
range.

Locking at the compa-ratio of employeesin different jobs helps you gst a sense of the fairness of their pay relative to
egch othier. This Is helpful when you are managing employess doing differant kinds of work, at differentlevels andin
differant countries or reglons within 2 country.

Once again, it is important to remember that not everyore has, nor should they have, the same compa-ratio. The
right humber for each employee depends on his or her individual skills, contributions, pérformance ele.

Compa-ratio is a great indicator to compare the base salaries of employees across different levels of jobs or
countries where you cannot compare doliar for dollar.

For example, HR uses compd-ratio as an indicator to help set salaries for employees on international transfer
between different countries. Markets are so different, we cannot just convertthe cutrent salary into a new currency
and ‘expect it will be appropriate in the new country, We look tomaintain compa-ratio, while also taking into account
Internal equity and experience of the employee.

13
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. Compensation Trends Observed at Oracle

 Base salaries should be reviewed in a business context.
What can the business afford?

» There is no data to support a clear link between
compensation alone and attrition.

* There are short term internal equity distortions, for
example those caused by M&A activities, which cannot be
rectified immediately.
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It is important to remember that base salaries must be reviewed in a business context, and as a manager, you must
always consider what the business can afford at any peintin time. The business performance ard the economic
situation and forecast are key factors in all compensation-related decisions that are made at Oracle. Therefore,
while itis good to know the best practices for how to use salary ranges, you must keep in mind the current business
climats,
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- Key Considerations When Establishing Pay

« Balance external and internal equity considerations

« Differentiate rewards by performance

¢ Manage your budget — you will never have enough!

» Be honest and open with communications on rewards and
performance

aEACl €
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Seﬂin}g pay for an e‘mfpic}yee is nota simple exercise. Tomake the best decision, it Is important that you consider all
the relevant pieces of the puzzle: namely, balancing internal and external equity, individual performance levels of
your employees and |yeur overall budget. In addition, there are external factors that weigh into recruitment &
retention, and internal factors, such as morale issues & internal transfers,

Internal equity is considering how much you pay your employees relative to one another. In additionto salary,
variable compénsation and stock options are other tools {Icu can use to differentiate gay to f%u. & more to your "stars’.
When vou »arekma}émg pay decisions consider internal equity, and be as fair as possible. Differences needto be
based on fair, [ustiiable and non-discriminatoty criterta. Focus on results, which is nat always the same as effort,
Some employees t;% really hard, but for whatever reason,; do not come through with the desired results, s
%mtpqﬁantio coach these employees to turn effortinto results, where possible, so that they will be rewarded in the
Lidre.

Once agein, itis imporant that your employees Know the factors that gQu consider when making pay decisions if you
want these factors to shape Individual behaviors. If an employee beliéves he or she will get the average salary
increase regardless of his or her performance, ihegs- is no molivalion from a metag Rpafs ective for nim or her to
expend extra effort fo o performance, You SHOULD NOT MAKE SPECIFIC PROMISES HERE, rather i is
important to-communicate that if anemployee achieves all of r her opjectives, he or she will be rewarded more
thanan emplagae;who does not. As a manager, you can give examples of p{g&s’iﬁ:’}e rewards, suchas lgatfmg .

romoted faster. geﬁmg a larger share of the bonlis %%es.; relative to lower performers at the same level orgettinga
better than averafe salary Increase when salary increase pudgets become available,

Itis important for managers {o be open and honest with their emplovees when it comes e rewards and performance.
However, it is equally important that employees kKnow that there are no guarantees.
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. Tools and Resources

« Your manager
« The local Compensation/HR department

— the HR Global Webssite lists compensation contacts & you will find your
HR Rep & Manager by checking your ARIA page

« |Internal Websites

« MEE

« DBI

« CWB - used for bonus, stock & salary increase processes

« [WB ~ shows salary information and history for all employees within your
organization

« HR Global Website, global HR policies

= SRacte
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in-a self service organization ke Oracle, there are many reseurces avaitable fo educate you on making compensation decisions.

Your manager should be your number 1 resource for sampeﬂs‘atmnwreiatad discussions, He or she can give you direction about
compensation decisions miade at the line-of-business level. For example, during the salary inerease, bonus and slock
processes, some LOBs may Implement specific strategies on how they want to allocats their budget pools.

Ancther important resoutce foryou s the focal Compensation manageror HR mianager for the couniry in which the employes
works, He or she will be able to provide experiise on local pracices, processes and tequirements for that country. n addition fo
providing advice on day-to-day comp decisions, the compensation team and HR team can also provide advice for some of the
more difficult compensatian-related challenges that vou may face. You can find your HR Conlactand HR Manager by checking
your ARIA page. The spprdpriate compensation coittact can be found onthe HR Glabal website,

In addition fo personal resources, Oracle has plenty of online resources available fo.you.. There ls a4 wealth of information. .
available througn the global HR website and through HRMS apolications like Manager Self Gervice (often referred to as MEE),
Compensation Workbanch -or CWB- and Information Warkbénch (oflen referred to as WB).

On the HR Glabal Website vou will find the country HR sites. global compensation intormaltion, employee handbooks and global
policles such as code of ethies and Business Conduct, i o

Compensation Workbench is used for comp processes such as the Global Corporate Bonus and the Salary Increase Review and
on WE you will find job and salary information and history for all employees within your organization.
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- Information Workbench (IWB)

» Main View options:
—~ Salary
— Job Information
— Sales Salary
— Total Compensation (summarized - Rolling 12 months)
— US hours worked - great tool to track overtime hours

* Filters:
— All employees
— Direct employees
— By team
— Per cauntry

= There is also a training video available under Information and
Links / Trainings.

17| Copyrght @ 2011, Oracle andior s daffilates. All tights | Conngentiat-- Oracie rteraat
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Information Workbench is accessed via your Compensation Warkbench responsibility. [WB is a tool
available to assist you In menitoring & [campargsatrm related information pertammg to your

employees. In addition te base salary history, bonus history, job hi smry and salary range data, IWB
enables you fo track overtime and exception pay history for US employess inyour hierarchy. The data is
refreshed every month.

The main view options that you will find on Information Workbench are salary, job information, and sales
salary. But you will also be able to find a summarized total compensation overview of your employees,
The overview will show what base and variable compensation your employees have received in the last
12 months,

If you want toview spacific sections of your organization, there are filters available in Information
Workbench. You may filter by country or direct report team, of you may choose to view just your direct
employees of all employees who report Up fo youl.

Fyol have (iitle experience with Information Workbénch, vou ean use the training video that [s available
in Compenisation Workbench under Information and Links and then Training.
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Welcome to Oracle!

Oracle's success is the direct result of the drive, creativity, and resourcefulness of you, our
employees. Our producls and services lead the industry because of your intense individual and
group efforts.

You are also the reason why Oracle’s culture is unique, and charactetized by its diversity and
energy. To support this culture, we strive to create a work emvironment that is challenging on a
professional level, satisfying on a personal level, and provides opportunities for you to strengthen
and expand your abilities and achieve in ways that benefit both you and Oracle.

The Oracle Employee Handbook is designed to be a reference for you when you have questions
about working at Oracle. We hope that you find it useful and informative when workplace issues
arise. Because the effectiveness of this handbook will depend upon user feedback, we ask that
you send suggestions or comments to the Learning Technology Team, at

global-learningservices wworacle.com.

We appreciate all the enthusiasm and expertise that you bring to your position at Oracle. Best
wishes for your continued success.

Oracle Human Resources Department

HUMAN RESOURCES
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About This Handbook

This handbook of policies, practices, and programs is provided 1o answer common
guestions posed by U.S. employeesiof Oracle. It outlines the expectations we have of our
employees and, inturn, the expectations you should have of Oracle. We try to minimize
the number and scope of company policies while providing you with a sound framework
for making efficient, independent decisions.

These policies and practices are not contracts and no contract is implied. If a policy or
practice conflicts with local, state, or federal law, the law takes precedence. Oracle may
interpret these policies at its sole discretion.

Your Human Resources Manager can-answer most questions about policies in this
handbook.

Effective Date

These policies and practices are valid as of March 1996, but may ¢hange as Oracle's
needs-and objectives evolve.

Revision dates next to section headers indicate where and when changes have been
made 1o a particular policy. A list of changes since March: 1996 is also available.

Getting Started

For New Members of Oracle

We want to facilitate your transition to Oracle and help you quickly become a productive
and contributing member of the Oracle team,

All new employees are encouraged to view our oniine orientation courses. These courses
give an overview about Oracle, cover the tools and resources to help you get productive
guickly and provide information about Oracleflex benefits. Live Question and

Answer sessions are also offered to answer questions about the online orientation
courses. Go to the U.S. New Hire Orientation web site for more information and to access
the courses.

Employment Relationship
Oracle makes no express or implied commitment that your employment will have a
minimum or fixed term, that Oracle may take adverse employment action only for cause,
or that your-employment is terminable only for cause. Either you-or Oracle may terminate

the employment relationship at any time for any reason.

Additionally, Oracle may take any other employment action at any time for any reason.
No one at Oracle may make, unless specifically authorized in writing by the Board of

HUMAN RESOURCES
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Directors, any promise, express or implied, that employment is for any fixed term orthat
cause is required for the termination of or change in the employment relationship:

Copyright © Oracle 2005
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Use of Company Resources (revised October 2014)

In-order to 'perform your job at Oracle, you will need to use a number of Oracle assets
and systems. These include computers, telephones, and email, just to name a few. It is
critical that you fully understand the requirements for appropriate use of these resources.

The Oracle Acceptable Use Policy for Company Resources (OAUP) sets forth the
requirements governing your use of the Oracle corporate network, computersystems,
telephony systems, messaging technologies, internet access, and other company
resources. The topics covered by the CAUP include: personal use of Oracle resources
and appropriate conduct;-use of instant messaging; email; voicemail, mobile phones,
removable media, P2P networks, encryption, and wireless LANs; securing connections to
the Oracle network, use of passwords, and prevention of viruses; protection of
confidential information; issuance of public statements; marketing activities; third-party
use of Oracle systems; and monitoring of facilities and use of company resources.

The OAUP is found on the Oracle Legal Department Web site, ¢lick here to download a
copy. If you have questions about the OAUP, please contact privacy ww@oracle.com.

Oracle property may not.be sold, loaned, given away, or disposed of, without proper
authorization. Upon leaving employment with Oracle, all Oracle property must be
retumed to Oracle. This includes all keys, security badges, computer equipment,
software, handbooks, internal documents and anything else belonging to Oracle.

Copyright © Oracle 2005
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Employment Policies
Employment Eligibility (Revised July 2012

Federal law requires Oracle to hire U.S. ¢itizens or non-citizens authorized to work in the
United States. By law, we must verify the identity and employment eligibility of new
employees and file a federal government Form 1-8 for each one. Oracle is a participant in
the government’s E-Verify program and complies with all requirements of the program for
verifying employment eligibility of Oracle employees. E-Verify is the web-based
equivalent:of the Form |-9-that electronically verifies an individual's identity and
employment authorization, based on certain acceptable documentation provided by an
individual.

New employees must submit a completed, electronic Form -9 within three working days
of their most recent start date at Oracle, or they cannot continue to work. Any Oracle
Manager with direct reports or Human Resources employees may verify an employee’s
identity and work eligibility documents and electronically sign the form. For more
information about this process, please ‘visit our'Oracle 1-9 Central website or contact us
at: everify us@oracle.com or the America's HR Shared Services Center at: 1-888-404-
2484, Option3, then Option 6.

Immigration (Revised July 2012}

Foreign nationals must have valid work authorization to be employed by Oracle and such
work authorization must be maintained during the entire course of employment with
Oracle. When Oracle is required o sponsor an individual for employment-based work
authorization, the employee's manager is responsible for initiating the work authorization
case with Oracle's designated US immigration legal supplier. Aftercase is initiated with the
taw firm; manager and employee work directly with law firm staff on the work authorization
case, :

Employees are eligible to begin permanent residence process after three months of
employment, though managers can waive the three month wait period. Information on how
to initiate all US immigration filings can be found at Oracle's US Immigration website
hitp/imy.oracle com/site/hr/us immigration/index.htm. Oracle covers most normal legal
tees and costs for employees' US immigration filings, with the exception of visa stamp
applications submitted to US embassies and US consulates outside the US, and certain
support documents required for the final stage of permanent residency processing.

Social Security Requirements

All employees are required to register with the Social Security Administration and provide
a valid social security number to Human Resources either prior to employment or within
seven working days of their start date. Your new hire paperwork will provide a section for
your social security number.

If you do not have a social security number you should request one immediately fromthe
Social Security Administration Office, and once réceived, forward to the Human

HUMAN RESOURCES
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Resources Shared Services Center (HRSSC) at hissc-new-hires us@oracle.com for
processing. -

Employment Categories (Revised June 2010)

Most positions at Oracle require full ime commitment, Some jobs, however, are better
suited for part time or temporary employment. Oracle's employment categories, explained
below, include regular-full time, regular part time, full time temporary, and part time
temporary.

A regular full time employee is generally defined as working at least 40 hours

perweek. Employees working 3 x 12 schedules are also considered full-time.

A regular part time employee usually works fewer than 40 hours per week and
may be eligible for some orall benefits.

An Oracle temporary employee is hired by Oracle (not an agency temp) fora
planned, limited length of employment and may be either full or part time.
Temporary employees are usually hired to complete a specific project,
supplement the regular staff during peak activities, or fill in temporarily for
employees on leave. Student intemns also fit into this category. Oracle
temporaries working af least 20 hours a week are eligible forsome benefits.

Vendors; independentcontractors; agency temporaries, and contract service workers are
nat considered Oracle employees.

For a description of compensation practices, review the Compensation section in this
handbook.

{For a fulf description of available benefits, see the Benefits section in this handbook.)

Documentation (Revised October 2006)

Regardless of your employment classification, you must sign and submit the
following documentation as a condition of your employment;

Employment Agreement & Mutual Agreement to Arbitrate
Proprietary Information Agreement

Employment Eligibility Verification (Form 1-9)

Self ID Form

Signed Privacy Policy Form

Employee's Withholding Allowance Certificate (Form W-4)
Personal Information Form

Federal Procurement Integrity Act (Oracle Government Employees)

(o35 s o NG s B e I e Yo}

Open Communication

To enhance open, honest, and regular communication, we encourage one-on-one
meetings between you and your manager. These meetings are an opportunity for mutual
learning and information exchange; and they provide a chance to-explore ideas and

HUMAN RESOURCES
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issues. Feei free to discuss complaints and concerns candidly with your manager to
prevent or quickly resolve them.

Generally, a thorough discussion of issues ¢an solve job-related problems. If your
concerns are not resolved in open discussion with your manager or with your manager's
manager, a Human Resources Manager canserve as a facilitator and offer advice for
resolution.

Our open door culture makes all levels of management available to discuss your
concerns, If you feel your problem of idea warrants upper management review, don't
hesitate to address the issue.

Equal Employment Opportunity (Revised September 2016)

We believe in treating each employee and applicant for employment fairly and with
dignity. We base our employment decisions on merit, experience, and potential, without
regard o race, color, national origin, sex, marital status, sexual orientation, gender
identity, gender expression, age, religion, religious creed, mental or physical disability,
medical conduction, genetic information, ancestry, military and protected veteran status,
or any other characleristic prohibited by federal, state orlocal faw.

Qur Equal Employment Opportunity policy is founded on the philosophy that our
employees and applicants for employment must be treated equitably. YWe do not
discriminate based on personal preference or physical characteristics, and our
experience confirms that supporting policies and practices with a strong commitment fo
equal employment opportunity is a good business practice. Our commitment to this policy
applies to every phase of the employment relationship, and we make every effort to
comply with this policy. If you-feel you have not been treated fairly in some way, we
encourage you to contact your HR manager or to call Oracle's [ntegrity Helpline (800-
679-7417) for assistance. The company takes such matiers very seriously and reporting
your claims internally allows us {6 work with you to investigate and try to resolve your
issues.

Diversity (Revised February 2014)

We seek 1o build an inclusive workforce -and work environment. We'make every effori to
attract, invest in, and develop the talents of diverse people who reflect the society and
community in which we live. We welcome and support people of all races, ethnicities,
cultures, and religions and seek to foster teamwork and effective partnerships among our
employees.

For information ‘on Oracle’s policy regarding individuals with disabilities, Vietnam Era
veterans and other protected veterans, please visit the Individuals with Disabilities.
Velerans of the Vietnam Era and Other Protected Velerans Policy.
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Reasonable Accommodations (Revised August 2015)

Oracle provides reasonable accommodations for applicants and employees with
disabilities in accordance with individual needs, business realities, and applicable laws
and regulations,

Reasonable accommodations are efforts to remove workplace barriers that prevent or
limit employment opportunities of qualified persons with disabilities and generally involve
modifications or adjustments to a job, an employment practice, or the work environment.
Such accommodations may take many forms based on the type of disability and the
needs of the individual. Examples include job retraining, an-adjusted work schedule,
special equipment or transportation; medical leave or job modification to optimize your
performance. Oracle is committed to providing qualified applicants and employees with
reasonable accommodations in accordance with applicable laws and regulations where
such accommodations do not impose an undue hardship on Oracle’s business. Please
contact Oracle Benefits for more information orto request-an accommodation.

To Request an Accommodation:

+  Please complete this form and send it to AccommodationRequest US@oracle.com

« Formore information, please contact Oracle Benefits at

AccommodationRequest US@oracle.com or 650.506.9800 (press option #2)
Direct access to Certain Specific Types of Accommodation Requests:

Ergonomics (e.g. keyboard, ergonomic requeéts, efc.)

Woaorkers' Comp. (e.g. accommodations related to work related injuries, etc.)

Diversity & Inclusion (e.g. accessibility accommodations related to hearing and
visual impairments, etc.)

Religious Accommodations

Oracle provides reasonable accommodations for the sincerely-held religious beliefs and
practices of its applicants and employees, unless such accommodations create an undue
burden on Oracle's business, Applicants or employees seeking accommodation for
retigious beliefs or practices:that may conflict with their. job-or work schedule or impact
their dress and appearance and/or other aspecis of their employment should contact
Diversity and Inclusion (diversily_us@oracle.com) for further information or to submit a
request. :

Pay Transparency

Oracle will not discharge or in any other manner discriminate against employees or
applicants because they have inquired about; discussed,.or disclosed theirown pay or
the pay of another employee or applicant. However, employees-who have access to the
compensation information of other employees or applicants as a part of their essential job
functions cannot disclose the pay of other employees or applicants to individuals who do
not otherwise have access to compensation information, unless the disclosure is (a) in
response to g formal complaint or charge, (b) in furtherance of an investigation,
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proceeding, hearing, oraction, including an investigation conducted by Oracie, or {¢)
consistent with Oracle’s legal duty to furnish information.

Affirmative Action

Oracle makes a good-faith effort 1o increase the number of qualified applicants from
protected classes in our employment application pool. These protected classes include
women, African Americans, Latinos, Asians, American Indians, persons with disabilities,
and Vietnam Era Veterans. We fry to balance the representation of protected classes at
Oracle with their availability in the general workforce,

OCracle maintains Affirmative Action Plans (AAP) for US sites with 50 or more employees,
and provides the necessary support to implement them effectively, As required, we
provide information about our AAR upon request to employees, customers, and
government agencies.

To assist managers in addressing under-representation of protected classes and to
create a climate of acceptance and understanding throughout Oracle, we work actively to
communicate the purpose of affirmative action plans. ‘

Anti-Harassment (Revised February 2014)

Oracle is committed to providing a work environment that is free of discrimination. Oracle
does not tolerate harassment of any kind, including harassment based on sex, gender,
face, color, religion, age, mental or physical disability, national origin, marital status,
protected veteran status, sexual orientation; gender identity, or any other characteristic
protected under federal or state law or local ordinance. Unlawful harassment may take
many forms, including verbal, visual, or physical conduct that creates an offensive,
hostile, or intimidating work environment,

Sexual harassment is strictly forbidden. Sexual harassment may include unwelcome
sexual advances and other visual, verbal, or physical conduct of a sexual nature when 1)
submission to such conduct is made, either explicitly orimplicitly, a term or condition of
an individual's employment, 2) submission to or rejection of such conduct by an individual
is used as the basis for employment decisions affecting the individual, or 3} such conduct
has the purpose or effect of substantially interfering with an individual's work performance
or creating an intimidating, hostile; or offensive work environment.

Workplace Bullying is also prohibited. Workplace bullying is defined as repeated
inappropriate behavior that involves acts and/or omissions that a reasonable person
would find threatening, intimidating or humiliating. This behavior may take many forms,
including, but not limited to, physical, verbal or non-verbal conduct of an intimidating or
degrading nature, intentional sabotage of an employee's work performance and/or
attempts to exploit an employee's known psychological or physical vulnerability. A single
act will normally not meet this standard; however, an especially severe and/or egregious
act may qualify as bullying. It should be noled that Oracle does not intend for this policy
{o establish-a standard of unusual workplace civility. In addition, respectful and fair
actions taken to set high standards, demand superior performance, or discipline an
employee for poor performance or illegal and/or unethical conduct are not considered
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bullying.

Report any incidents of possible harassment to Human Resources. Whether you are
subjected to or witness such behavior, Human Resources will maintain confidentiality to
the extent possible. All reports will be promptly and impartially investigated. Employees
interviewed by Human Resources in an investigation are expected to be truthful and must
cooperate fully. There will be no reprisal or retaliation for good faith reporting of possible
harassment or for participating in any investigation of possible harassment.

Where Oracle determines that this policy has been viclated, we will take appropriate
remedial action. Remedial action may include discipline, up to termination, of any
individual found violating this policy. For more information, please see the “"Commitment
to a Harassment Free Workplace" brochure in English or in Spaunish (Adobe Acrobat
format). :

Personal Relationships in the Workplace (Revised December 2013)

Personal relationships between employees, although not encouraged, are acceptable as long as
the employees maintain workplace conduct consistent with effective and efficient work
performance. Personal relationships in the workplace should be mutually consensual and should
not affect Oracle's business in any way. Neither the participants’ working relationship nor their
work groups' dynamics should be negatively affected.

We strongly advise against personal relationships where individuals share a direct, indirect or
perceived reporting relationship (either as a supervisor or a subordinate) or where one individual
could influence the terms or conditions of the other's employment (e.g. performance reviews,
career-advancement; etc.). If you are having such arelationship, you are required to disclose the
relationship to Human Resocurces immediately. Oracle may {ake any action it deems reasonable
1o eliminate potential conflict.

Although both-employees involved in a 'consensual relationship are individually responsible for
disclosure, a supervisor's failure to report such a relationship will be regarded as a serious lapse
in his orher management of the workplace and grounds for appropriate disciplinary action.

Employment of Relatives (Revised June 2015)

Your relatives are generally eligible for employment with Oracle. For purposes of this
policy, "relative” may include any.of the following:

spouse
domestic parther

parent, step-parent, or grandparent

child, including natural, adopted, foster, or step
sibling, including natural or step relationship
aunt; uncle; cousin; niece; ornephew

in-laws within the above categories

® & & @ 3 & B
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Because of the vulnerability fo accusations of favoritism or a potential conflict of
interest, Oracle generally prohibits managers from directly or indirectly
supervising a relative. Indirect supervision includes reporting within a
management chain, as well as the supervision of work outside of an established
management chain, e.g:, within project teams.

Managers are responsible for promptly éddrasséng any conflict of interest. In
circumstances where it is possible, a potential conflict should be addressed before it
arises.

Additionally, a Senior Vice President (SVP) orabove cannot approve to hire'a relative
who would report directly or indirectly within histher management chain or influence any
hiring manager outside his/her line of business 1o hire, transfer, or promote g relative
without securing prior written approval of all parties included in the exceptions to policy
section outlined below.

Managers andfor employees who become aware of any potential or perceived conflict of
interest should contact Human Resources immediately,

Employees who become relatives; or form a-domestic partnership with-an Oracle
colleague, whom they directly or indirectly supervise, must communicate their new
relationship immediately to their manager and Human Resources. Oracle may take any
action it deems reascnable 1o eliminate a potential confiict of interest.

Management must also consider the potential for a conflict of interest when hiring a
contractor, either directly or thiough an agency, Relatives generally should niot supervise,
directly or indirectly, a relative, without prior written approval.

Should any exception to this policy be requested, wiitten approval is required by:

Your manager

The EVP of Human Resources

The Executive Vice President for your organization

The Executive Vice President for the Line of Business the relative would work
for (if applicable)

s The Regional Compliance and Ethics Officer

L I O R

Non-Oracle Employment (Revised November 2011}

We strongly discourage you from seeking additional employment cutside of Oracle.
Before accepting outside employment, review the Proprietary Information Agreement you
signed when you joined the company. Be certain you can uphold yourresponsibilities to
Oracle throughout the course of the additional employment.

And, befare accepting non-Oracle employment, inform your manager and obtain his or
her approval as well as that of your Executive Vice President (or next level up if there is

not an EVP in your reporting structure) and Regional Compliance and Ethics Officer as
named in the Oracle Code of Ethics and Business Conduct.
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You should avoid situations that may lead to absenteeism, tardiness, poor job
performance, .or prevent you from working overtime as needed. We advise you to decline
employment that may result in a conflict of interest, suich as working for one of Oracle’s
customers, sub-contractors, or vendors. Remember, you must discuss such activities
with your manager and obtain written approval from your manager, as well'as the written
approvals of the Executive Vice President (or next level up if there is not an EVP in your
reporting structure) and Regional Compliance and Ethics Officer for your organization.

During your employment at Oracle you may not engage in any other employment or
activity that may compete with Oracle's business. (See "Conflict of Interest” in the
Business Conduct section of this handbook.)

Personal Information (Revised October 2008}

Oracle-is committed to protecting the privacy-and security of your-personalinformation.
Personal information is the information you provide and we use for the purpose of
maintaining your employment with Oracle that either identifies you or permits you to be
identified. The Qracle Internal Privacy Policy sets forth Oracle’s practices fortreatment of
your personal information and the requirements for the privacy protection of personal
information to which you may be provided access. The Oracle Internal Privacy Policy is
also available on the Global Legal portal.

Employment Verification (Revised October 2015)

Qurthird party vendor, The WorkNumber, handles US emplayment verifications for
OCracle employees who may need to provide proof of their employment. Please review the
"How to Use The Work Number" document for information on how to obtain an
employment verification letter.

Oracle employees who need a detailed wage verification for auto financing, mortgage
lenders and other finance depariments may use VerifyFast, Oracle’s third party vendor
for automated verifications of income. Please referto the VerifyFast document for further
information.

Please follow the instructions on the US Immigration > Employment Verification
Letters page if you need employment verification for the following US immigration

reasons:
= Going overseas and applying for a visa at a US Consulate or Embassy
= Sponsoring a spouse or child for a US visa
= Helping a relative come wvisit

Re-entry to the US

Should you receive inquiries from potential employers regarding current or former
employees or requests for letters .of reference regarding current or former employees,
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you should refer such inquiries to Global HR Services. \?au should not respond to such
inguiries yourself. Referformeremployees 1o The Work Number as explained above.

Internal Listings (Revised July 1, 2001}

The online directory (Oracle LDAP Directory) in IMAP email contains employees’
telephone numbers. To make changes to telephone numbers or any other personal
information stored in the Oracle HR Database (HRDB), go 1o Self Service Applications
and click Personal Information under Oracle Employee Self Service.

Living and Working in Payroll Country

In order to-ensure Oracle and our employees are in compliance with immigration, tax,
and employment laws, Oracle requires all employees to live and work in the country
where they are paid. Click here to view the Living and Working in Payroll Country policy.

International Travel (Revised Septermber 2008)

International Assignments
On occasion, business needs may require Oracle fo send you fo another country to work.
International assignments are Company initiated and may be shorl or long term,
extending from three months to three years, with a possible extension to four years. All
international assignments require appropriate senior management approvals.

International assignments-are considered temporary, and Oracle initiates them when
experienced employees with specific expertise are needed {o lead or complete a project
orwhen specialist skills are not available in the local market. At times, Oracle may
arrange a temporary international assignment to develop key managers:-or individual
contributors. Employees are not expected to substantially gain or lose financially when
undertaking an international assignment. )

If, at the endof an internationat assignment; you wish to relocate more permanently to
the host country and a suitable opening is available, an international transfer is
undertaken. See details below.

For more information about the international assignment policy, please goto
hitp/my.oracle.comisite/hriworking worldwide/IntemationalAssignments/index. him.

US Outbound Immigration
If you travel and/or work abroad you may be required to obtain a business visa andlor

work permit. For more information about US Cutbound Imimigration, go to:
hitp/my.oracle comi/site/hr/us _immigration/index.htm.

If you have any questions, please contact the Global Mobility Group at
intthr us ww@oracle.com.
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International Transfers
Aninternational transfer is-a "permanent” move to an overseas location and may be
Company or employee initiated:

Inan international transfer, you resign your employment in your home country, and join
the new country as a local hire on focal payroll and terms and conditions of employment.
International transfers require both releasing and receiving country management
approval. Before an international transfer can take place, all approvals must be obtained
AND an offer letter must be issued from the new/receiving country.

For more information, go to the Working Worldwide website at:
hito://imy.oracle.com/site/hriworking worldwideworking workdwide.

Relocation {applies to domestic moves only) (Revised June 2011}

Oracle supports some relocation benefits/provisions when they are included as part of
youroffer letter or transfer approval from Oracle. All relgcation reimbursements are
subject to current IRS eligibility and taxation guidelines. it is recommended that you
consult your tax advisor about the potential tax implications of your move.

Oracle’s U.S. Relogcation Program is offered through Lexicon Relogation and is designed
to provide a contribution toward relocation expenses. The program may not cover all
potential costs related to moving, the reimbursement of which is at the discretion of your
manager.-Before any relocation provisions or reimbursements are made, you are
required to sign a Repayment Agreement. The Repayment Agreement will be provided
and collected by Lexicon.

You should not take any steps to initiate your relocation, including listing a home for'sale or
engaging a real estate agent, without talking to Oracle's relocation provider (Lexicon Relocation).
Your manager will authorize your relocation with Lexicon-and you will- be contacted if there is-any
additionalinformation they need from you: If you-are not contacted by Lexicon, please getin touch
with your manager fo inquire about the status of your relocation authorization.

For additional information about Oracle's U.S. Relocation Policy, please contact Oracle's Global
Mobility group at relocation _us@oracle.com. You should ensure you are familiar with Oracle's
relocation policy and processes before you begin planning for your move and/or incur any
relocation expenses.

Copyright @ Oracle 2005

HUMAN RESOURCES
Page 17

CONFIDENTIAL ORACLE_JEWETT_00000427

CONFIDENTIAL

ORACLE_HQCA_0000399738



ORACLE

U.S. Employee Handbook

Work Environment

Workplace Security (Revised May 1998}

Oracle cares about your safety. We maintain security services at most of our
facilities and limit vendor and visitor access within the company. Security
personnel can assist you in most emergency situations, report incidents, and
resolve lost-and-found issues. '

Headquarters Security

At Oracle headquarters, security personnel monitor the buildings 24 hours g day. All
visitors must register.in the lobby of the building they are visiting and wear a guest badge,
An Oracle employee must escort vendors and visitors at all times.

Our badge and after-hours access policies Tfurther protect the safety of employees and
property.

Personal and Company Property

You are responsible for your personal property on all company premises: You will not be
reimbursed if personal property, including your vehicle parked or operated on Oracle
premises, is lost, stolen, ordestroyed.

If you remove company or personal-equipment from Oracle, you must present your
employee badge and the equipment serial numbers to an Oracle information coordinater
orsecurity officer.

To report loss, theft, or damage to personal or comparny property, submit an Incident
Report to Security.

For more information about Security at Oracle, goto
hitp://my oracle.comisite/seclindex him.

Violence in the Workplace

Oracle is committed to preserving the health and safely of our employees,
Threats oracts of violence against Oracle employees, temporary employees,
independent contractors, customers, dlients, vendors or other persons andfor
property will not be tolerated. You should report any potential threats or acts of
violence to your manager, Human Resources

{(httpAfmy.oracle . comy/site/hr/contacis/contacts) or Security at
{http/imy.otacle.com/site/sec/index. htm) immediately.

HUMAN RESOURCES
Page 18

CONFIDENTIAL ORACLE_JEWETT 00000428

CONFIDENTIAL ORACLE_HQCA_0000399739



ORACLE

U.S. Employee Handbook

Weapons Ban

Guns, explosives, hazardous materials, or any potentially dangerous weapons,
objects, or substances are prohibited in the workplace. If you discover such items
anywhere on company premises; report them to Security immediately.
Employees risk discipline, including termination, for violating this ban,

Workplace Safety (Revised February 2001)

Oracle supports an active health and safety program. We expect you to support
these efforts by reporting any unsafe conditions or practices, helping to minimize
hazards and accidental injuries and responding to directives and procedures in
an emergency. If you-identify a potential safety hazard, email Safety US, or call
the Safety hotline at 650-506-5656 (for HQ), or contact vouir local Facility
Coordinator (for Field Offices) to report the hazard.

The Emergency Response Team (ERT) consists of Oracle employees who
volunteer to be trained in basic first aid, CPR, evacuation procedures, and fire
extinguisher use. Emergency Response Teams have been formed at all HQ
locations, as well as many field offices. in an emergency; team members wear
orange vesis so you can easily identify them. If you are interested in becoming.
an ERT member, email ERT US. Visit the Emergency Response Team Web
site for more information at

hitp://my.oracle. comisite/ref/gres/ehsiprograms/er/index.him.

All employees are expected 10 become familiar with Oracle's emergency
procedures. Please referio the Emergency Procedures section of the Health and
Safety Web site for more information at

hitp//my.oracle.comy/site/refigres/ehs/index.htm.

Oracle provides you with an adjustable workstation and/or equipment to make
your workstation comfortable, Refer to the Health and Safety Department's
ergonomic Web site at
http://my.oracle.convsite/ref/gresfehs/programsi/ergo/indexchtm for information
regarding how to conduct your own evaluation; ordering equipment, injury
prevention techniques, symptoms of injury, managing/reporting an injury, and
training.

For details regarding Oracle's policies and procedures on employee health and
safety, along with other important safety information, refer to the Health and

Safety home page at: hitp://my.oracle.com/site/refigres/ensiindex.him.
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No Smoking (Revised December 2013)

The use of tobacco products in the workplace is prohibited in all U.S. facilities.
Smoking is permitted in designated outdoor areas only. This restriction includes
the use of electronic cigarettes,

Drug-Free Workplace Policy (Revised July 2018}

Oracle is committed to protecting employees’ safety, health and well being in our
workplace, and is concerned about situations where the use of alcohol or drugs interferes
with an employee's hiealth or performance, adversely affects the health, safety, or
performance of others, or becomes detrimental {o Oracle's business.

QOracle prohibits reporting to work, driving a vehicle on company business, ordriving a
company vehicle at any time while under the influence of alcohol (or marijuana, in
jurisdictions where legalized) or while illegally using drugs. You should tell your manager
if you take a prescription or over-the-counter medication that may impair your ability to
work safely and efficiently. While-the consumption of alcoholic beverages may
occasionally be appropriate when entertaining customers or at other Oracle functions,
you are expected to exercise good judgment and avoid excessive drinking.

Oracle prohibits the unlawful manufacturing, distribution, dispensing, possession, or use
of a controlled substance in the workplace. You may be disciplined orterminated if you
violate this restriction. If you are convicted of violating any criminal drug statute, you must
nolify your Human Resources Manager no later than five days after conviction. Failure
to comply will result in disciplinary action up 1o and including termination.

Any individual who conducts business for Oracle, is applying for a position or is
conducting business on Oracle’s property is covered by Oracle’s drug-free workplace
policy. As a condition of employment, you must comply with the terms of the drug-free
workplace policy.

Employees working with certain machinery and equipment may be-subject to drug testing
when they cause or contribute to accidents that seriously damage an Oracle vehicle,
machinery, equipment or property or result in an injury to themselves or another
employee requiring offsite medical attention. Employees providing services under certain
customer contracts may be subject to pre-assignment drug testing, where allowable by
law.

Oracle's health care plans and Employee Assistance Program (EAP) provide help in
confronting and treating substance abuse. Your request for assistance is kept strictly

confidential.
For more information on this policy please contact your Human Resources Manager.

Drug Free Awareness Program

Oracle has a drug-free workplace program that balances our respect for individuals with
the need to maintain a drug-free work environment. We recognize that alcohol abuse and
drug use pose-a significant threat to-ourgoals. A safe and productive drug-free workplace
is achieved through cooperation and shared responsibility with both employees and
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management having imporiant roles fo pfay.

All employees are expected to adhere to Oracle’s Drug Free Workplace policy and be
familiar with its Drug Free Awareness Program to ensure compliance with government
contracting requirements. :

Managers play a key role in maintaining a safe and productive workplace. Oracle’s
Manager's Resource Guide gontains important information on Oracle's Drug Free
Awareness Program for Managers.

Cracle encourages its employees 10 seek help if they are conceimed that they or their
family members may have a drug and/or alcohol problem. Services offered through the
Employee Assistance Program include counseling for alcohol and chemical dependency
issues. EAP is available 24/7 at1-866-728-8413, and enrollment in the program is
automatic and free of charge to you and eligible members of your household.

Oracle also offers employees the LifeSolutions Program, a free employee benefit
designed to help you balance your work, family, and personal responsibilities. Content on
the program's website (www liveandworkwell.com) can be accessed anonymously using
Oracle’s access code (228485), and includes comprehensive information on alcohol
abuse and dependence, including videos, guides and referrals.

You may also contact one of the many available help lines and hotlines forinformation. A
few national agencies and their contact informaticn are listed below:

National Drug and Alcohol Treatment Referral Routing Service

1-800-862-HELP (4357} or visit the online freatment locators

A confidential, free, 24-hour-a-day, 365-day-a-year, information service, in English and
Spanish, for individuals and family members facing mental health and/or substance use
disorders. This service, offered by the U.8, Depariment of Health and Human Services
(HHS) Substance Abuse and Mental Health Services Administration's (SAMHSA),
provides referrals to local treatment facilities, support groups, and community-based
organizations.

National Council on Alcoholism & Drug Dependence
800-NCA-CALL (800-622-2255) or https/iwww.ncadd.org/get-help
Provides information and referrals to local services, including counseling and treatment

Alcoholics Anonymous

hitp:/veww . aa.0rg
A support group that encourages recovery from alcoholism.

Narcotics Anonymous

hitp:/iwww.na.org .
Aninternational, community-based association of recovering drug addicts.

Flexible Work Hours

Each of us runs on a different internal clock. Flexible work hours enable you fo
work-when you are at your best and: can produce your highest quality and
quantity of work. This flexibility, available to many full-ime employees, allows you
to efficiently schedule personal business, commute fime, and volunteer
commitments around your work responsibilities. Your manager must review and
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approve any flexible work-hours arrangement you propose.

Alter your manager approves your chosen flex hours, you may arrange your work
schedule around this most productive time. Regardiess of the schedule you set
up; you are expected to fulfill your commitments to your manager, your
colleagues, and Oracle.

Telecommuting (Revised December 2013)

Oracle supports telecommuting, on & part- or full-time basis, with your manager's
approval. Your ability to telecommute depends on the nature of your job, your
work performance, your work location, and whether telecommuting promotes
departmental goals as determined by your manager.

Telecommuting may be a temporary or long=term work option of used for a
specified time to accomimodate a special project.

If your manager agrees that your job is suitable for telecommuting, work together
to set clear objectives, performance levels, work schedules, and expectations of
accessibility during regular business hours. Your manager will determine to what
extent Oracle will pay for related telecommuting expenses, such as equipment
and telecommunications charges.

Home Office Address Change Approval

Work location changes must be approved and initiated in Manager Self Service
by your manager. If your work location is changing to a home office location or if
you will be moving to a different home office location please ensure that you
update your home address in the Personal Information section of Emplovee Self
Service.

If you work from your home, you must obtain pre-approval from your managerio
change your home office location if the new home office will be located more
than 50 miles from your current home office.

Transportation Program

Oracle provides commute information and special programs to employees at
headquarters in compliance with California state requirements, - At HQ, you can
take advantage of vanpool and carpool-options, daily shuttles that operate
between Oracle buildings and CalTrain stations, transit ticket sales, and bike
lockers. We also offer transportation information via an online ordering site,
which can be found at:

http://my.oracle comisite/refiregions/ha/specialtyitransportation/index bim. 'Refer
to the HQ-Redwood Shores Alternative Transportation Web site at

hitp:/imy.oracle com/site/refiregions/ha/specialtyitransportation/index. him.
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At other Oracle sites, particularly those with significant employee populations,
there may be formal or informal local transportation programs. Check with your
site coordinator to explore alternatives for your situation.

Cracle in the Community (Revised November 1698)

Our'commitment at Oracle is to be & vital, contributing partier to the world community. We
seek out genuine intersections between the needs of society and the goals of our
company, and make investments that benefit both. We are committed to using our
technology-and resources to protect the environment, enrich the life of communities, and
advance education in innovative ways.

For details about our programs and how'you can get involved, please see ourWeb site at
hitp/fmy.cracle.comisite/hi/make difference/make difference .or
hitps:/vaviv.oracle com/corporate/citizenshipfindex. htmi,

Copyright © Oracle 2005
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Business Conduct

General Guidelines

Oracle sets moral standards and upholds ethical business practices. We must understand
and conformto law, to custom, fwithin the law,_and to human values.

Oracle's values of integrity, mutual respect; teamwork, communication, and innovatior are
the overriding principles that guide us in our business conduct,

Betause your behavior on the job and in conduet of Oracle business is a direct reflection
on the company, you should avoid or correct any situation in which your actions might
adversely affect, publicly embarrass, or discredit Oracle.

Ethical Standards (Revised Qctober 2014)

Orzicle expects you to adhere to all laws applicable to our business -and to-observe the
highest standards of business ethics. The-company's Code of Ethics and Business
Conduct policy guides you in your daily work fo avoid circumstanices that could damage
you or Oracle. Every employee is individually responsible for meeting this obligation and
exercising sound and mature judgment in all business relationships.

You are expected to compete fairly and ethically for all business opportunities. If you
participate in agreement or contract negotiations, Oracle expects you to ensure that all
statements, communications, and representations to customers are accurate and truthful.

In addition; you are required to.complete the following mandatory compliance training
courses;

Online Training

Anti-Corruption & Foreign Corrupt Practice Act {all employees)
Ethics and Blsiness Conduct Training (all employees)

Sexual Harassment Awareness Training {all employees)
information Protection Awareness Training {all emiplovees)

& B8 &

Additional Training

3 Al US Managers are required to complete a two hour Sexual
Harassment Awareness Training for Managers course in
accordance with both California Assembly Bill 1825 and Oracle
policy:

It Is-your responsibility to check the Cornplisnce Training page for more information regarding these
courses and others you imay be required to take.

While no policy-or rule can-encormpass all situations that may arise in a fast-paced and changing
business environment, we expect you to apply your best judgment and seek help fromthe Legal
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Department in.ambiguous or difficult situations to ensure compliance with applicable laws and
regulations.

Insider Trading (Revised February 25, 2005)

Oracle's Insider Trading Policy can be found here. Please note that in orderto
avoid the appearance of impropriely; Senior Vice Presidents are prohibited from
engaging in speculative transactions, such as short sales, puts, calls, straddles
or similar transactions in an amount greater than the sum of the individual's
vested in-the-money stock options ‘and any shares owned outright by that
individual. Executive Officers of the company continue-to be prohibited from
engaging in any speculative transactions.

Extending and Receiving Business Courtesies {Revised February 2014

Oracle recognizes that it is customary in most cultures to extend courtesies, including
meals, refreshments and entertainment as well as modest gifts, to customers or partners
in orderto foster the relationships that support successful business. Today, however,
what was once a matter of simple business etiquette is now fraught with risk. In
particular. where the circumstances underwhich a business courtesy is offered orwhere
the nature, value or frequency of courtesies offered would lead a reasonable observerto
conclude that the courtesy was intended to influence or reward an action or decision of
the recipient or'to gain an improper advantage, then the business courtesy may no longer
be viewed as a polite gesture but as a criminal bribe. Accordingly, Oracle Employees
who offer, promise, make, facilitate or authorize expenditures for business courtesies of
any sort are responsible for ensuring that every such courtesy, whether extended to an
employee of a private-sector company orto a government official, meets the guidelines

set forth in Oracle’s Anti-Ceorruption Policy and Business Courtesy Guidelines as foliows:

a. the business courtesy is justified by a clear and legitimate Oracle business
purpose; such as the promotion; demonstration or explanation of Oracle products or
services or the execution or performance of a contract;

b. the business courtesy is not offered to influence or reward an action or decision of
the recipient or to obtain any improper advantage;

c. the nature and value of the business courtesy is reasonable and appropriate to the
fecipient’s position and to the occasion, and is not likely to be reasonably understood
by the recipient or viewed by a reasonable observer as a bribe;

d. when taken together with business courtesies previously given to the recipient, the
proposed business courtesy will not, in nature, value or frequency, give rise to an
appearance of impropriety;

€.the business courtesy will not impose a sense of obligation on the récipient, noris
there any expectation that Oracle or anyone else will receive anything in return; and

I. the business courtesy is allowable under applicable law and the recipient is not on
the Oracle No Gift List.'

It is permissible to furnish meals, refreshments and entertainment and to make modest
gifts to employees of private-sector:companies so long-as-in compliance with the
mandatory requirements listed above and with Cracle’s Global Travel and Expense
Policy. Before extending such courtesies to employees of private-sector companies,
HUMAN RESOURCES
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please referio the Global Anti-Corruption Policy and Bysiness Courfesy Guidelines for
further specifics on private-sector spending and frequency limits.

Activities that may be acceptable when dealing with private-sector company employees
often are inappropriate or lllegal when dealing with government officials. All Employees
who do business with any government entity, including an international public
organization such as the World Bank or a regional development bank, are responsible for
leamning and complying with the rules that apply to government contracting, to funding of
government projects, and to interactions with government officials. Typically, these rules
severely limit and in some cases alfogether prohibif offering, promising or providing
business courtesies to government officials. In addition, government officials themselves
are generally prohibited from soliciting, agreeing to accept or receiving business
courtesies.

To ensuie compliance with these rules, any Employee who offers, promises, provides or
authorizes a business courtesy to a government official must satisfy the mandatory
requirements set forth above. To avoid even the appearance of impropriety, no business
gourtesy whatsoever may be-offered, promised or provided to any government official
involved in a recent or imminent decision concerning Oracle. ils business or properties,
unless the business courtesy is first approved in writing by a member of the Compliance
and.Ethics Organization (complianceprogram-appr ww@oracle.com) in your region, or,
forthe U.S. and Canada, by the Director of Political Compliance, in-addition, gifts-to
government officials may not include cash, cash equivalents or gift cards. Further, where
a business courtesy, such as an offer of an unpaid internship or a recommendation letter
to the admissions office of youralma mater, has no established value, you must first
obtain the approval of a member of the Compliance and Ethics Organization, or, for the
U.8. and Canada, of the Director of Political Compliarice, before offering or promising
such a courtesy. In addition to the mandatory requirements set forth above, there are
further restrictions and public-sectorthresholds outlined by region and-country in the

appendices of the Global Anti-Corruption Policy and Business Courtesy Guidelines.

With regard to business courtesies you may receive, it's permissible to accept meals,
refreshments, entertainment and gifts from private-sector companies with which Oracle
does business, provided each such business courtesy (a) is unsolicited, (b) is justified by
a clearand legitimate business purpose, such as the promotion, demonstration or
explanation of the business partner’s products or services or the execution or
performance of a contract, (¢) is not offered 1o influence or reward an action or decision
of the Employee-orto obtain:any improper advantage, {d) is reasonable in nature and
amount, appropriate to the occasion, and not likely to be viewed by reasonable observers
as a bribe, (&) when taken together with business courtesies previously provided to the
Employee by the same business partner, in nature; value or frequency, will not give rise
to an appearance of impropriety, (f) does not impose a sense of obligation on the
Employee, nor give rise to an expectation that anyone will receive anything in retum, and
(g) is consistent with local laws.'

Additional spending and frequency limits apply to all business courtesies, whether to an
employee of a private-sector company or to a government official, and approvals are
required for-any courtesies which fall beyond these thresholds. Please referto Oracle’s
Anti-Corruption Policy and Business Courtesy Guidelines for more information and
become familiar with the thresholds and required approvals when extending or receiving
business couriesies.

" Contact the Oracle Legal Department or a member of the Compliance ‘and Ethics
Organization for information concerning the laws of the country in which you do business.
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Many countries impose limitations on gifts that may be exchanged, even among
employees of private-sector companies. For example, in Hong Kong it is:unlawful for-an
employee of a private-sector company to accept a gift without the prior written approval of
his or her'employer. The employer must not grant approval if the gift is intended to
improperly influence or reward an action or decision of the employee.

Follow-Through

Oracle abides by all applicable laws and government regulations, and expects you to do the same.
ifasked to engage in conduct, which you believe violates any law or regulation, or is otherwise
improper, orif you observe other employees gngaged in such conduct; you should rictify your
region's Business Conduct Officer-as defined in the Cracle Code of Ethics and Business Conduct
immediately. Disclosures are treated confidentially to the exient possible and appropriate corrective
action shall be takeri to ensure cornipliance with the applicable law or government regulation. No
adverse action will be taken against you as-a result of a good faith disclosure.

Export Compliance

Federal controls regulate exports of products and technical data from the U.S. and the re-export of
these items from one foreign destination to another. Oracle products are subject to these controls.

If you send Oracle software to foreign destinations as part of your job, you must adhere to U.S.
export laws and regulations. Failure to comply could result in the loss or restriction of Cracle’s
export privileges. Forthis reason, Oracle software shipments must be processed through an ‘Oracle
distribution-channel authorized by the company's Export Control and Compliance Organization
(ECCO), also known as the "Corporate Affairs Department”. Direct your export compliance

questions to the customs us@oracle.com for customissues or xport us@oracle.com for export
issues orto the Legal Department.

Protecting Confidential Information (Revised December 2013}

Oracle’s confidential information constitutes a valuable company asset and protecting it is
vital to our success. Protecting the confidential information of our customers and others
with whom we interact (e.g.. partners, vendors, Web site registrants) is also important.
You-are required to safeguard confidential information by not transferring, publishing,
using-or disclosing it except as direcied or authorized by Oracle,

The QOracle Information Protection Policy (OIPP) sets forth the requirements goverming
the treatment of confidential information to which you may be exposed while performing
yourjob. it provides a description of different categories of confidential information;, and
provides guidance on the proper handling of that information, including storage, use,
transmission, and deletion. The topics covered by the OIPP include: classification of
information-and handling requirements; treatment of source code, sensitive employee
information,-and confidential information received from others; authorized disclosure of
confidential information and fimitations on disclosure; and use of Oracle Files, Oracle
Portal, and the Bug and Support databases.
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The OIPF is attached to this Handbook as asttachment C and may also be found on the
Privacy & Security page on-the Oracle Legal Department Web site or glick here. fyou
have questions about the OIPP; please contact privacy-team ww@ortacle.com.

All Oracle employees are also required to sign a Proprietary Information Agreement upon
their hire which, among other things, identifies an employee’s obligation to protect
company confidential information. This obligation continues even after the end of his or
her employment with Oracle. Moreover, just as Oracle expects its employees to abide by
their obligations not to disclose Oracle confidential information after they leave Oracle,
we expect-employees to-abide by their obligations to protect the confidential information
of their former employers. No confidential information obtained duting an employee’s
work at a former employer should be brought on Oracle premises or used in any form in
the employee's work at Oracle.

In addition-to honoring their obligation to refain the confidentiality of Oracle information,
employees are expected to abide by all Oracle, local system and physical office security
policies. These policies are available on the Oracle Corporate Security Policies Web site
or click here. Employees must not access or attempt to access systems or physical
areas without appropriate authorization. If you learn that someone has accéessed Oracle
facilities without authorization, report the unauthorized access o your managerand to
your local Security officer at once. You must also immediately report any suspected
unauthorized accessto Oracle systems to security: breach ww@oracle.com orto

gis. policy ww@oracle.com.

Third Party Intellectual Property

Oracle respects the intellectual property of others. It is against Oracle policy to reproduce
copyrighted software, documentation, or other materials without permission. Oracle
respects the limitations specified in the licensing agreements with its software suppliers
and Oracle employegs are nol permitted to use or copy software or documentation
except to the extent that the applicable license agreement allows such use or copying.

Communications with the Press and Analysts [Revised July 2002)

As a public company, Cracle has fiduciary, legal and professional responsibilities in
managing its external communications. As such, you must forward all press and market
analyst inquiries to Oracle's Public Relations department for follow-up and response and
all contacts must be initiated under their guidance; you may not answer questions or
respond to inguiries yourself. In addition, only the Public Relations Department is
authorized to issue written public statements, most often as press releases, about the
company, its-financial performance, direction, product plans; orpolicies. These
statements are approved by the President or his designates {e.g., CFO, business unit
head, Legal Department). In the case of requests from financial analysts or other
requests for financial information; refer all requests to investor Relations. You may view Oracle's
Policy Regarding Communications with the Press and Analysts in‘full at;

hitpmy.oracle comicontent/idepia/ent337891 pdi?ldcSernvice=GET FILE&noSaveAs=1&Rendition
=Web&RevisionSelectionMethod=LatestReleasadialiowinterrupt=1&dDocName=cnt337627.
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Social Media Participation

Use of social media, including Facebook®, LinkedIn®, Twitter®, Instagram®, blogging,
wikis and other online social tools, is integrated into the everyday lives of Oracle's
employees. As these online activities can impact Oracle’s business interests as well as
your ability to do your jobs, it is extremely important that you adhere to the company's
Social Media Participation Policy, which is may be found on the Trademark & Copyright
Legal internal homepage.

Conflict of Interest (Revised November 2011)

A -conflict of interest describes any circumstances that could cast doubt-on your ability to
act with total objectivity regarding Oracle’s interests. You should avoid financial,
business, or other relationships, which might oppose Oracle's interests or might conflict
with the performance of yourduties.

Examples-of obvious conflicts of interest include:

= employment by a competitor;

= awarding business to a firm in which you of your family have substantial
ownership interest;

= _ownership or substantial interest in a company which is a competitor with or
supplier to Oracle;

= acling independently as a consultant to an Cracle customer or supplier.

Sometimes conflicts of interest, or the appearance of 4 conflict, can arise accidentally or
unexpectedly. If at any time you feel that an actual or potential conflict situation exists,
report ali pertinent details in writing to your manager and obtain his/her written approval
as well-asthe written approvals of the Executive Vice President (or next level-.up if there
is:not an EVP in your reporting structure) and Regional Compliance and Ethics Officer for
your organization.

Corporate Opportunity

Employees may not take for persenal gain opportunities that are discovered through the
use of corporate property, information or position. Employees owe a duty to Oracle to
advance the company's interests'whenever the opportunity to do'so-arises.

Expense Reporting and Proper Accounting (Revised April 1999)

Oracle-adheres:to the highest standards of financial reporting and disclosure; and-expects the
same from you, All information and reports you submit such as timesheets, vacation reports,
product order or shipment reports, expense reports, purchase requisitions should be aceurate to
the best of your knowledge. False, misleading, or dishonest reporting inside or outside the
company s strictly prohibited.
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Expense Reporting (Revised October 2008)

If you incur approved expenses as part of your job, submit an expense report as soon as
possible. Report your expenses weekly, or, at the latest, within 30 days of incurring them.
Submit original receipts for all expenses greater than $25, Report your expenses using
the online U8 Expense Report applications found in Self Service Applications. If you do
not choose to have your reimbursement added to your payroll direct deposit, Oracle will
mail your checks to yourhome address.

The use of your AMEX card for business expenses and the Credit Card Integration (CCI)
process for payment/remittance is:mandated per corporate policy. For general guestions
on the CCI process, please contact Global Expense {o Pay at globai-eZ2p ww.

Records Retention

The Oracle Records Retention Policy and Schedule sets forth the guidelings governing
your retention and disposal of Oracle records. This policy and schedule is intended to
ensure that Oracle maintains company records in accordance with applicable legal,
regulatory and business requirements. You are responsible for understanding and
complying with the Records Retention Policy and Schedule, which is located on the Legal
Web site.

Travel and Entertainment (Revised May 1998)

Please see the Global Travel & Entertainment policy at:
http:fmy oracle.comfcontenthwebicntBE6107.

Copyright ® Cracle 2005
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Benefits

Please Note: If the description of benefits summarized in this handbook differs in any way from the
official plan documents for these benefits, the descriptions and policies in the official pian
documents apply:

Oracleflex (Revised May 31, 2011)

Oracle offers a comprehensive benefits plan, called Oracleflex, which enables eligible employees
to choose the benefits and coverage levels that best meet their needs and those of theireligible
dependents.

Your-options include:

®  gnextensive selection of medical plans and options with no pre-existing candition
limitations (although net all plansare available in all geographic areas),

= preventive and comprehensive‘dental coverage;

= comprehensive visioh cate covetage,

= employee and dependent life insurance;

= Accidental Death and Dismemberment (AD&D) insurance;

= Long-Term Disability (LTD) insurance;

= pre-tax Health-Care and Dependent Care Reimbursement Accounts;
= aHealth Savings Account for certain eligible individuals

= other after-tax options, including group legal services and personal insurance
{auto, homeowner, rental, etc).

How Oracleflex is Different (Revised May 31, 2011

Oracleflex is a "cafeteria-style” benefits plan that gives you more choices and greater
flexibility than traditional heaith and insurance benefits plans. It allows you to design a
custom benefits package for your unigue situation. You are awarded flex credits that you
can use to purchase benefits, so.you can control the amount you spend on each benefit
option. Depending on your needs, you can use all of your flex credits to purchase a
complete benefits portfolio, or decline some benefits and retain a portion of the credits as
taxable income.

{See the Oraclefiex Enroliment Guide for a detailed description of the program and enrollment
procedures.)

Eligibility (Revised May 31, 2011)
You and your eligible dependernits may patticipate inthe Oracleflex program if you are:
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s A regular fulltime employee on the U.S. payroll working 30 of more hours per week; or
= A regular part-time employee on the U8, payroll working at least an average of 20 hours
aweek,

Part-time employees receive a reduced amount of credits depending o thie number of hours they
are regularly scheduled to work per week, If you are a part-iime employes working an average of
20 hours per week, you receive 50% of the amount of Oracleflex credits for which you would be
eligible as a full-time employee.

Eligible dependents may include:
= yourlegal spouse or gualified domestic partner;
s childrentoage 26;
= stepchildren whom you support and who live with you in a parent-child relationship:
®  gdopted children;
= gther children you support as legal guardian and who live with you in a parent-child
refationship, as long as you can provide court documentation verifying yvour legal
guardianship.
Oracleflex benefit eligibility ends for you and your dependents: (Revised Aprl 2016}
*  ponthe last day of your employment with Oracle;
= 30 calendar days following the date employee passes away (applies to deépendents),

»  receipt'of 80 calendar days of paid disability benefits and/or after 30 days of an unpaid
leave of absence,

= orafter you are no longer on FMLA leave and have not retumed to work.
Continuing Benefits Coverage

Under COBRA (the Consolidated Omnibus Budget Reconciliation Act of 1985}, you and your
eligible dependents may qualify for continuing benefits coverage in certain situations. If eligible, you
may continue your and your dependents' medical, dental, vision, and health care reimbursement
account benefits forupto 18 months at your.own expense. You:or your estate may continue your
dependents’ coverage for up to 36 months in case of yourdeath, divorce, or child ceasing to be a
dependent: Upon total disability, you may be eligible to continue your medical benefits for up to 29
months. You or your estate must notify Oracle’'s COBRA Administrator of your decision to continue
caverage within 80 days after the date your benefits would othenwise end.

Open Enroliment

You ¢an enroll in Oracleflex at the start of vour employment and begin your coverage on your date
of hire. During open enroliment, usually held in the fall, you can re-enroll and make changes or new
elections to your plan, Changes are effective January 1, the start of the new plan year.
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Making Changes (Revised May 31, 2011)

In addition to the open enroliment period or at the start of your employment, you can
make certain types of changes fo your elections when you have a qualifying change in
family status as defined by the IRS. Qualifying events include:

= your marriage or divorsce;

= birth or adoption of & child;

5 deathof g dependent;

s start, end, or change of your spouse's employment andfor insutance coverage;
= your unpaid leave of absence.

You must notify Benefits within 82 (31 days for certain HMOs) days ofthe effective date of the
event, and your changes in benefits must be consistent with the family status change you have
experienced. The effective date of coverage for benefits status changes depends on theevent you
ate experiencing. Once logged in to process your event, the Web application will show you what
will be the effective date. Note, however, when adding a newborn or adopted child, the change will
be effective on the date of birth or placement for adoption. For more information go to:

http://imy.oracle. conysite/hr/RegionalSites/U. S fusbenefits/fsc/index.htm.

ORACLE 401({K) (Revised Aptil 2002}

Oracle's 401(k) Savings and Investment Plan offers you a way to plan for retirement and contribute
to your leng-termfinancial goals. You may contribute up to 40% of your cash-compensation (salary,
bonus, and commission) on a pre-tax basis, subject to an annual IRS dollar limit, through payroll
deductions. Oracle may match some of your 401(k) contribution, and you decide where to invest
your money by selecting from a portfolio of investment options. Because you use pre-tax dollars
and youraccount growth is tax=deferred, your participation should lower your current federal and
state income taxes. Please make sure you review the Prospectus and Summary Plan Description
before you sign up for the 401(k) Plan. Visit the Benefits Web site at

http/fmy. oracle comysite/hr/ReaionalSites/U. 8. /Jusbenefits/401k/ for 401(k) information.

Eligibility, Enroliment, and Changes (Revised March 28,.2002)

Regular full-time employees as well as part-time and Oracle temporary employees who normally
work at least 20 hours a week may participate in the Oracle 401(k) plan. Those who regulatly work
fewer than 20 hours perweek may notparticipate;

You may enroll in the plan any month by calling Fidelity at 800-835-5098. if you make your
enroliment elections to Fidelity by the last business day of the month, ‘yourcontributions will begin
the first paycheck of the following month.

Youmay change or stop the amount you contribute:any month by calling Fidelity directly at 800-

835-5088 or on the web through Fidelity's NetBenefits. Changes submitted fo Fidelity will be
effective within 1-2 pay periods depending on when during the pay cycle the changes are received.
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Company Matching Contributions (Revised July 2000)

Oracle will contribute, on-a per-paycheck basis, 50% of your first 6% in contributions, or 50% of the
IRS maximum on employee contributions, whichever is-lower. The company matching contribution
vests-over a petiod of four years.-Matching funds are not included:in the‘annual IRS limit on
emplovee contributions.

You can keep all vested benefits if you leave the company. Of course, any pre-tax confributions
you make to your account (adjusted for any eamings or losses) are always fully vested. Effective
January 1, 1999 the company's matching contributions vest according to the following schedule {if
you complete an hour of service afterJanuary 1, 1999}

- fyou were hired before October 1, 1896 and your hire date fell between January 1 and Septerriber
30, your vesting date is January 1 of the year you were hired.

If you were hired before October 1, 1996 and your hire date fell between Cdtober 1 and December
31, yourvesting date is January 1 of the following year:

If you were hired anytime after October 1, 1896, your vesting date is the same as your hire date.

Rollovers (Revised September 1999}

If you participated ina qualified 401(k) plan with your previous employer, you may roll overthe
entire pre-tax amount into Oracle's plan: Oracle will not match your rollover contribution. You may
invest your rollover in different investment options from your ongoing contributions. Please refer to

the 401ik) Rollover Form and instrugtions (Acrobat).

Tax Advice and More Information (Revised Juty 2000}

Consult your tax advisor to determine the tax consequences of your pasticipation. Complete details
on the Oracle 401(k) Plan are provided in the Prospectus and Summary Plan Description, available

on the Benefits Web site at hilp/fmv.oracle comisite/h/RegionalSites/UL. S fusbenefits /401 K/,

Employee Stock Purchase Plan

Oracle's Employee Stock Purchase Plan lets you purchase Oracle common stock-at a
discounted market price: By enrolling in the plan prior to any offering period, you may
contribute up to 10% of your cash compensation (salary, bonus, and commission) through
payroll deductions,

You may participate in the stock purchase plan if you regularly work at least 20 hours a
week, five months a year. :
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For more information call 775.657.4899 or email stock _us@oracle.com:

Offering Periods and Purchase

There are two six-month offering periods a year, beginning October 1 and April 1. The first
day of the period is known as the "offering date,” and the last day is the "exercise date" or
"purchase date”

Your purchase price under this plan is 95% of the stock's closing sale price on the last
trading day before the exercise date.

ITthe stock price fixed on an exercise date is less than half the price it was on the offering
day, you can buy no more than twice the number of shares you would have been eligible
to purchase had the price remained the same as on the offering date.

Maximum Contribution

In any calendar year, you may purchase up to the equivalent of $25,000 of stock at fair
market value as defined by the IRS Section 4283,

Enroliment, Changes and Cancellation (Revised Ootober 2015)

You-can entoll, ‘change your percentage of contribution and/or cancel your participation (withdraw)
by legging into your account at www.netbenefitsfidelity.com:

You may enroll in either offering period (beginning in October or April) only during an open
enroliment period (Feb 15— Mar 31 and Aug 15 ~ Sep 30). If you cancelfwithdraw before the 15th
of the last month of the offering period, you will be refunded the entire amount that was deducted
during the period. If you miss the deadling, the deducted amount will.go 1o purchase stock and your
participation will terminate at the beginning of the next offering period.

You may increase or decrease the amount withheld atany time during a six-month offering period.

i you leave the Company on or before the 16th day of the last month of an offering period (in
September or March), you will be withdrawn automatically as of your termination date and any
money you contributed 'during the current offering period will be refunded to you, without interest. If
you leave the Company on or after September 16th or March 16th, you may leave your period-to-
date contributions in the Plan to purchase stock on the exercise date.

Unless you make a change, you are not withdrawn from the Plan during an approved leave of
absence. If you are on paid leave, you may continue fo contribute, If you are on unpaid leave, your
contributions will stop until you return to work and then they will resume automatically.

Please call Fidelity Investments direct at 800-544-9354 if you need assistance with your Employee
Stock Purchase Plan enroliment, changes and/or withdrawal.

Receipt of Stock

When you purchase Oracle stock, it is depositéd in your name with the plan
broker, who lets you know the number of shares you purchased. The shares are
delivered to the broker”as quickly as practicable afterthe exercise date of each
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offering period. You cannot sell or transfer your shares until the broker receives
them. To receive a stock certificate, request one from the plan broker.

Tax Consequences

Under current U.S. tax law, there are no tax consequences when you acquire
stock through the Employee Stock Purchase Plan. The disposition (including sale
and gift) of the stock; however,; may be-a taxable transaction. Consult your
personal tax advisor with any guestions about tax conseguences,

Employee Assistance Program (EAP) (Revised January 1, 2005)

To help you address problems that threaten to upset the stability of your life at home or at
work, the Oracle Employee Assistance Program offers referral services and confidential,
personal assessment. EAP services, provided by United Behavioral Health, may help
with stress, depression, difficulties with children, divorce, alcohol abuse, drugs; job
worries, marital, financial, or legal problems,

(For more information, call EAP at 1-866-728-8413 or 1-866-672-2511)

LifeSolutions Program (Revised January 1, 2005)

Oracle offers employees the LifeSolutions Program, a free employee benefit designed to
help you balance your work, family, and personal responsibilities. United Behavioral
Health, a leader in work/family programs and organizational consulting, provides this
service. The LifeSolutions Program is an easy way for you to receive practical advice,
useful materials and referrals, including:

= information on a variety of topics, such as becoming a parent; understanding the
process of adoption, caring for elderly relatives or relatives with disabilities,
managing your time effectively, or creating a living will;

= . customized referrals to confirmed openings at child and elder care programs;

= personalized reports about public and private schools, colleges and financial:aid;
and

= practical advice on a variety of topics.

{(For more information, LifeSolutions can be accessed at www.liveandworkwell com (use
Oracle's access code 228485) or you can call them 24 hours a day, seven days a week,
atl 1-866-728-8413.)
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Workers’ Compensation (Revised April 2012)

Oracle maintains Workers' Compensation insurance as required by law.: This insurance is
provided to protect you if you ‘are injured or become ill and the injury oriliness arises out
of and in the course of your employment.

Workers' Compensation insurance provides benefits including medical care and wage-
loss reimbursement; which is:paid by Oracle. Because Workers’ Compensation benefits
are limited and will not compensate your full salary, you may use Medical Leave to
supplement your Workers’ Compensation disability benefits provided you are eligible for
Oracle's paid Medical Leave (see the Medical Leave policy).

Questions regarding Workers' Compensation insurance should be directed to Risk
Management at (650) 607-0169. For additional information, refer to:

hitp://my.oracle.comicontent/iweb/CNTE58195.

You should contact your Human Resources Representative at
htto:/fmiv.oracle com/site/hi/contacts/contacts 1o file for Worker's Compensation benefits.

Vacation (Revised June 2017

At Oracle, we believe taking periodic time off work is essential for the well being of
employees. Vacation time is an important benefit available to employees to provide a
respite from work for rest and relaxation, to travel or to attend to personal or family
matters or interests.

Oracle offers two forms of vacation benefits in the US:

»  Flexible Vacation is provided o all eligible employees with a careerlevel of M4
(Directory and above and applies to all eligible employees assigned to a salaried
{non-overtime eligible) position;

¢ Accrued Vacation, which applies to all other employees eligible for vacation
benefits.

Note: Part time employees working less than 20 hours a week, mtems and temporary
employees are not eligible for vacation benefits.

Details regarding these benefits are below.
Flexible Vacation Policy (Revised June 1, 2017)
Effective Date:

December 1, 2016 for eligible employees with a career level of M4 (Director) and above

June 1, 2017 for eligible employees assigned to a salaried (non overtime-eligible)
position: :
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Applies to: Empioyees in "Flex Eligible” positions, which includes those assigned toa
career level of M4 (Director) and above and all employees in salaried (non-overtime
eligible) positions.

Note: All other employees eligible for vacation benefits remain covered by Oracle's
Acerued Vacation Policy.

Flexible Vacation gives employees in Flex Eligible positions the opportunity to take as
much time off from work as they wish for vacation purposes, as long as they get pre-
approval from their manager and continue to meet the requirements of their job and
business needs.

Employees in Flex Eligible positions will no longer-accrue vacation following the policy's
effective date (December 1, 2016 for M4 and above positions, June 1, 2017 for salaried
(non-overtime eligible) positions). If you have unused-accrued vacation as of the policy's
effective date, you will continue to take and report your vacation as discussed in the
Accrued Vacation Policy until your vacation balance reaches zero. Any unused Accrued
Vacation will be paid out upon termination of your employment. Once your Accrued
Vacation has been exhausted, you will be eligible to take Flexible Vacation.

If you were hired and assigned to a career level of M4 (Director) or above on or after
December 1, 2018 or you are hired into a salaried (non-overlime eligible) position on or
after June 1, 2017, you will be immediately eligible to take Flexible Vacation.

You must get pre-approval from your manager before scheduling vacation time, While
employees are encouraged to schedule and use Flexible Vacation, certain factors (such
as fiscal calendar considerations, team workioad, your work performance, etc.y may
result in a scheduling request being denied. It is also important that you return to work at
the end of your scheduled time off, so that management can effectively manage the
team's 'workioad and scheduling. Abuse of this policy may result in limits on 'your usage of
Flexible Vacation and, where necessary, disciplinary action.

Fiexible Vacation will be paid at your then-existing base pay rate, which does not include
bonuses, commissions, or other forms of incentive compensation, unless otherwise
required by law. As Flexible Vacation does not accrue, you will not be paid out for any
Flexible Vacation upon termination of employment. As with Accrued Vacation, Flexible
Vacation cannot be used to extend your final date of employment.

Flexible Vacation may not be used for any non-vacation leaves of absence. Leaves of
absence will be administered separately under Oracle’s Sick Leave and Leaves of
Absence policies. Please also refer {o the Leave FAQ section for more information:

Improper usage of Flexible Vacation may subject you to disciplinary action and/or require
reimbursement.

Please refer to the Flexible Vacation Policy FAQ for more details on this policy.
Accrued Vacation Policy (Revised June 1, 2017)

Beginning on June 1, 2017, this policy applies only to U.8. employees in overlime eligible
positions. ‘

HUMAN RESOURCES
Page 38

CONFIDENTIAL » ORACLE JEWETT 00000448

CONFIDENTIAL ORACLE_HQCA_0000399759



ORACLE

U.S. Employee Handbook

Note: Part time employees working less than 20 hours a week, interns and temporary
employees are not eligible forvacation benefits.

Oracle's US vacation policy provides accrued hours every pay period, based on your full-
time or pari-time status and tenure with the company.

¢ Employees working-at least 35 hours per week accrue 13-days of vacation. a year
{which calculates to approximately 4.33 hours per pay period) for your first three
years of employment, and 18 days a year (6 hours per pay period) afier three years.

» Asaregularemployee working 25-34 hours perweek, you accrue vacation ata
prorated accrual rate of 75% or 3.25 hours per pay period for your first three years of
service and 4.5 hours per pay period after three years.

» As a regularemployee working 20-24 hours perweek, you accrue vacation at a
prorated accrual rate of 50%; or 2.17 hours per pay period, for your first three years
and 3.0 hours per pay period after three years.

s Ifyou have worked for Oracle as a regular employee three years or less, you may
accrue up to a-maximum of 120:-hours of vacation; you may accrue up to a maximum
of 184 hours if you have been employed longer than three years. Maximum accruals
for regular employees working 20-34 hours per week are also prorated,

Please note: When you reach your maximum accrual, you stop accruing vacation time
until you reduce your balance by taking a vacation and reporting the hours taken. If your
vacation is-submitted after a payroll cutoff-date, you will begin-accruing vacation time
again the next pay cycle after you have reported the vacation hours taken. Employees
are obligated to record and submit all vacation taken via Oracle Self Service Apps
{(Payroll OTL Timecard). If you want to use vacation and do not have enough time
accrued, you may in certain circumstances seek an advance on accrued vacation. Please
contact Qracle US Benefits for further information.

If your employment at Oracle ends, your final paycheck includes compensation for any
unused vacation. You may not otherwise receive pay in lieu of accrued vacation. If you
were advanced unaccrued vacation, the amount advanced may be deducted from your
final paycheck, subject to applicable law. Accrued vacation cannot be usedto extend
your termination date and your last day of Oracle employment cannot be a holiday or
vacation day. ’

Scheduling Vacation

You must get pre-approval from your manager before scheduling vacation time. While
employees will generally be encouraged to schedule and use their vacation time, certain
factors (such as fiscal calendar considerations, team workload, your work performance,
etc.) may result in a scheduling request being denied. If you need o use your vacation
benefits for an unforeseen emergency, you must notify your manager as soon as
possible. It is also important that you return to work at the end of your scheduled time off,
so that management can effectively manage the team's workload and scheduling.

Please note: Employees eligible for vacation under the Accrued Vacation policy and
employees in Flex Eligible positions with accrued vacation balances will be required to
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use and report accrued vacation during Oracle’s annual Winter Break. For Managers,
please refer to the Winter Break - Manager's Guide for more information.

Reporting Vacation Taken

Employees have an obligation to report all vacation taken promptly and accurately via
Oracle Self-Service Apps (Payroll OTL Timecard). Complete instructions for time entry
are located at hitp://my.oracle. comysite/hr/RegionalSites/U. S./us complot/CNT1503684.

Rights and Future Changes to Policy
Cracle also reserves the right to change this policy at any time, in any way, with
reasonable notice.

Sick Leave (Revised May 2009)

Far information about Sick Leave, visit the Benefits Web site-at
http:/fmy.oracle. com/site/hi/RegionalSites/U. S Jusbenefitsfloapol/loapol.

Holidays (Revised June 2018)
Qracle offers ten paid holidays a year. They are:

New Year's Day
Martin Luther King, Jr. Day

Presidenis’ Day

Memorial Day
Independence Day
Labor Day

Veterans Day
Thanksgiving (2 days)
Christmas

For more information view the US Holiday Schedule.

Fuli-time regular employees and part-time and temporary employees who are listed inthe
HR database as scheduled to'work at least 20 hours perweek are eligible for paid
holidays. Employees listed in'the HR database as scheduled to work less than 20 hours
perweek are ineligible for paid holiday time.

Absences for religious observahc:es (other than the ones provided for by this policy)
should be taken as vacation time.
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Benefits Eligibility Chart (Revised September 2018
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Leaves of Absence

For information about Leaves of Absence, visit the Benefits Web site at
httoffmy.oracle.com/site/nr/RegionalSites/ benefitsfieavesfindex. htm.

Compensation (Revised Octoser 2008)

You are compensated and rewarded based on your contributions to Oracle and in
accordance with Oracle's business performance and success in the marketplace. Your
total cash compensation is comprised of your base salary and performance related
bonuses or commissions and other incentives. To determine your salary and total cash
compensation package, we take into account market research, your career level, and
your individual performance. Market research assists us in assessing what competitive
companies pay-for comparable jobs. Oracle's goal is to attract, retain, and motivate high
caliber, high performing employees. Central to Oracle's compensation philosophy are;

= recognition and reward for contributions that enhance Oracle's growth,
success, and profitability;

= open communications, ensuring you understand what is expected of you,
how you can make a significant contribution to Oracle's success, and
how you can advance your career; :

= compelitive analysis, comparing compensation and business
performance:data with-that of competitor companies.

Oracle's approach to compensation is tailored to incorporate the flexibility necessary to
excel in various lines of business, retain pre-eminence in the marketplace, and compete
for the most talented people.

Pay Schedule (Revised June 2017}

Oracle pays you semi-monthly, on the 15th and the last business day of the month.
Applicable deductions, including federal, state; and local income and payroll tax
withholdings are taken out of each payment. Whenthe payroll date falls on a weekend or
another non-business day, Oracle pays on the last regular business day before the
scheduled pay date. If your employment terminates, you are paid through the last day
you work.,

Oracle encourages you to enroll in & direct deposit plan, which allows the company to
deposit paychecks directly into your checking, savings, or otheraccount held at your
financial institution. This alleviates delays resulting from the U.S. mail delivery of your
paycheck. To enrollin direct deposit, please log onto the Self Service Apps, Employee
Self Service, and select the "Direct Deposit” link. Please note that Direct Deposit
enrollments and changes are tested with the bank for up to two pay periods. During that
time, you will receive a live payroll check. If you are not enrolled in Direct Deposit, your
paychecks are-sent by U.S. mail to your home address.

Oracle makes every effort to ensure-that the direct deposit program is timely and
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accurate. However, there are instances, which are beyond the control of U.S. Oracle
Payroll when direct deposits cannot be or are not correct. Therefore, you should review
your pay slip each pay period to ensure that your deposits were made. Oracle is not
responsible for any resuiting fees, costs or other damages resulting from a failed or
incorrect direct deposit.

The payroll submission cutoff is approximately six working days before each pay date.
Fora complete list of pay dates and submission cutoff dates, go to the Pavroll Calendar.

Timesheets (Revised October 2006}

All hourly employees must submit timesheets each week in order to be properly
compensated. Hourly employees are required to record all hours, including starting and
ending work time and meal periods. They also must report all exception time including,
overtime (if any), vacation taken, jury duty pay; military pay, and shift premiums each
week. Salaried employees eligible for shift pay should also fill out weekly timesheets
indicating all shift premiums.

For most employees, Oracle’s workweek is Monday throtgh Sunday. However, if you use OTL for
Projects, your workweek is Saturday through Friday. All timesheets must be submitted to Payroll
before the cutoff deadline. The payroll schedule can be found at:

htto://imy.oracle. comysite/fin/afo/GlobalProcesses/GlobalPayroll/PayroliNew/USPayrollfindex.htiml.

To enter time, go to MyCracle > Self Service Apps> Oracle Employee Self Service > US
Employee Self Service > Create Timecard and use your Self Service Username and
Password.

Part time employees should use the same path as above and fill out total worked and
non-worked hours each week. Part time employees are required to fill out timesheets
each week even if they did not work,

All timesheets must be submitted to Payroll before the cutoff deadline.

Qvertime (Revised June 2014)

If you are working in an hourly position, you are eligible for overtime pay.

In.general, Oracle will pay overtime eligible employeés 1.5 times their regular houry rate
of pay for all hours worked in excess of 40 hours in a work week. Where federal, state or
local law set standards that differ from Oracle’s policy, Oracle will observe them. For
example, for employees working in California, overtime is paid for hours worked that
exceed 8 hours in-a work day and/or40 hours in-a work week and double time is paid for
hours worked that exceed 12 hours in.a work day and/or hours worked that exceed 8
hours on the 7th consecutive workday. For specific state overtime rules, click here.

Fime off for holidays, sick days and vacation days is not considered hours worked for
purposes of calculating weekly hours, even when an employee is paid for such time.
Hours worked on holidays and weekends will be counted as hours worked. Employees
working on paid holidays will receive holiday pay; however, only hours worked at straight
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time apply when calculating overtime for the workweek (and/or workday for states that
have daily overtime).

Hourly employees are generally required to get pre-approval before working overtime. In
certain genuinely urgent circumstances, vou may need to work overtime without approval
and seek subsequent approval from management. Except in those limited circumstances,
you should not work overtime without advance approval or you may be subject to
disciplinary action. :

You should ensure that your timesheet accurately reflects all hours you have worked. It is
against Oracle policy for anyone to instruct or encourage you not o record all of your
time worked, and any violation of this policy should immediately be reported to Human
Resources. Employees will be compensated for all overtime worked, regardless of
whether appropriate approvals have been obtained.

If you have any questions or ybu are uncertain about your status with respect to eligibility
for overtime, please do not hesitate to contact your manager or your Oracle Human
Resources representative.

Meal and Rest Periods (Revised November 2013)

To the extent required by law, Oracle provides rest-and meal periods o eligible
employees, For specific state meal and rest period information click here. in California,
Cracle provides to its hourly employees who work more than five hours in a workday a 30
minute unpaid meal period during which they will be relieved of all duty. Hourly
employees who work more than ten hours in a waorkday will be provided an additional 30
minute unpaid meal period. You must take your meal period each workday in which you
are-entitled to'such a break and must do so no later than the end-of the fifth hour of the
workday. You also must record the starting and eénding work time and each meal period
on your timesheets.

In addition, California hourly employees are entitled to a ten-minute rest break during
each four-hour period of work or major fraction thereof; in most cases, a morning break
and an afiernoon break. You should take these breaks as near the middie of each four-
hour work period as possible.

In the event that you eéncountersome difficulty in taking a meal period or rest break, as
described, you must immediately notify your manager and/or Hurman Resources so that
Oracle can take necessary steps to address any issues.

Travel Time [Revised June 18, 2004)

Some hourly positions may require travel in the U.S. and abroad. Hourly employees are
eligible for compensation for the time they spend traveling. "Travel time" is the amount of
time you spend traveling on work-related business. Travel time commences when you
leave your home and ends when vou reach your destination. However, travel time always
excludes your normal commuting time. In addition, if, for purely personal reasons, you
take a break that interrupts your work-related travel, the amount of time you spend on
those personal pursuits is also excluded from the travel time.

When you travel between two or more time zones, the time zone associated with the
point of departure should be used to determine the amount of travel time.
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Authorized travel time spent driving an automobile (outside of normal commuting time
discussed above) will be compensated.

You are responsible for accurately tracking, calculating and reporting travel time as
regular-hours works on your time sheets in accordance with this policy.

Focal Salary Review (Revised June 16, 2008)

Oracle management reviews all eligible employees’ salaries. at one (focal) time. This
process facilitates compensation budgeting, accurate competitive analysis, and timely
review of all employees. Salary increases are based on your productivity and
contributions, company performance, market comparisons with competitor companies,
and other factors Oracle may wish to considerat its sole discretion.

For employees on Sales compensation plans, the Focal Salary Review is typically
processed with approved changes effective on June 1st to coincide with the start of the
fiscal year:

The Focal Salary Review process for all other employees, if approved, typically is
effective December 1st. An employee on a leave of absence receives, if approved, their
salary increase when they return to work.

Global Performance Bonus Plan (GPBP) (Revised October 2008}

Oracle mariagement reviews all eligible employees’ performarnice for passible cash bonus rewards.
Beginhing in FY07, the Global Performance Bonus Plan is funded and bonuses distributed once
annually after the close of the fiscal year if performance measures are achieved, Bonuses are not
entitlements; bonuses are discretionary and are distributed, at the sole discretion of the company,
only to employees who meet the eligibility requirements set forth below.

You may be considered for a bonus if your employment status is*

active,

regutar, d

onthe Global Performance Bonus Plan,

working 20 or more hours a week,

employed with Oracle on or before March 31st of the current bonus year,
eligible for at least 30 days of the bonus period, and

= employed by Oracle without a pending termination date on the day the bonuses are paid
unless specific country labor laws require otherwise.

In-general, hourly employees oremployees onany other bonus plan, including Sales, PreSales,
Instructor or Consulting compensation plans, are not eligible for the Global Perfermance Bonus
Plan (GPBP),

Furthermore, bonuses may be prorated to reflect time not worked in a bonus period (due to leave of
absence, transfer, new hire, part-time, or change of status from hourly to salaried).

* Eligibility requirements may vary outside of the US.
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Patent Awards (Revised February 2011)

Forinformation aboui the Patent Award Program, go to:

hitp/imy oracle com/site/legal/iGlobalt egal/NALegal/PatentTrademarkCopyrightfindex hit

ml.

Employee Referral Program (Revised August 2014)

Oracle's Employee Referral Program pays referral bonuses to US employees who successfully
refer individuals who are hired for work at Oracle in North America.

The referral bonus amount may be different if the new hire's division is running a special Enhanced
Referral Program: Please contact the sponsoring division for more information: “Or, to check oh a

specific employee referral, contact referral-helpdesk us@oracle.com.

Payment of Referral Bonuses

You must be both an “active” employee at the time the referral is made and when the referral bonus
is paid following the new hire’s official start date.

The bonus will appear in your paycheck at the first applicable payroll run and after the new hire
start date, subject to the local payroll cutoff schedules, internal validations and confirmation by the
responsible Recruiter or Hiring Manager prior to payout. All referral bonuses are paid in local
currency and are subject to local taxes,

Referral Bonus Verification -

All referrals must be submitted into the system of record at the beginning of the recruiting process
in order for the referral to be valid. Referrals not submitted via the Employee Referral Application or
submitted after the start of the recruiting process are not eligible for a referral bonus.

For more information on Payment of Referral Bonuses, Referral Bonus Eligibility Guidelines,
Verifying a Referral Bonus, or to submit a referral, please see the Global Emplovee Referral

Program page.

Career Development
Career Development

Al Oracle, we provide a supportive environment to foster career self-management and
encourage you to take advantage of internal and external training and development
opportunities. It is your responsibility to-manage your career development.

Oracle encourages regular, open, and honest communication between you and your
manager. To manage your career proactively, seek out the coaching, tools, and advice
you need to excel in your current respons;bmtles and to develop in areas that advance
your career goals.

Oracle recognizes and rewards you for growing as a "knowledge leader” (individual
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contributor role) or a "people leader” (manager role). You can pursue career progression
and-enhance your career development on either track, increasing your responsibilities
and competencies and obtaining commensurate rewards.

Performance Management (Revised October 2006)

Performance management helps Oracle achieve and reward superior business results.
The performance management process clarifies how you are expected to perform, how
you will be measured, and how your work fits into the larger business context. Effective
performance management can help you excel in your current responsibilities and assist
you in assuming additional roles and greater responsibilities.

Frequent and regular communication between you and your manager is the core of
effective performance management. Regular one-on-one meetings provide opportunities
for mutual learning, exchange of information, creative exploration of ideas and goals, and
performance discussions.

With your manager, you can design an individual work plan with clear and measurable
objectives that is integrated with your department’s overall plan. Successful Oracle
employees tend to set and achieve aggressive or "stretch” goals.

Performance Evaluation
Oracle encourages managers to provide formal performance feedback and
development planning. Many managers present their employees with verbal or
written performance evaluations at the end of the fiscal year. We encourage you
to participate actively in the planning -and assessment of your work.

Human Resources provides an online performance appraisal tool that can be
used to document goals/objectives and provide performance feedback. The tool,
and related forms and training, is found at:
hitp:#myv.oracle.comimyoweb/htfotdfiooikits/perfmgmt/index html.

Promotions

Receiving a promotion generally means moving from a job at one career level to a
position'at a higher career level, with-greater-responsibility and business impact. At
Oracle, promotions to higher positions are based on superior performance in your current
position and your ability to meet the requirements of the new position.

Managers may recommend an employee for promotion at any time during the year: You
may seek a promotion to @ management position if the promotion meets a specific
business need, such as filling an open position, Individual contributors are considered for
promotion if they demonstrate increased effectiveness in the competencies expected of
the position as well as the necessary technical knowledge. Promotions are effective upon
approval by appropriate levels of management.
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Transfers (Revised July 2074)

The global minimum time in position is 12 calendar months unless specifically addressed
by executive management of the LOB. This is the policy for all regions and all
businesses unless otherwise specified.

It is the hiring manager’s responsibility to discuss the following areas with the releasing
manager before submitting an offer in Oracle Recruiting via Seli-Service Applications:

o Employee performance
s« Effective Date of Transfer
& Transfer Process Details

Transferring employees may not begin work in their new positions until the transfers have
been fully approved. The current manager is to release the employee generally within 30
days (generally no later than 60 calendar days in extreme circumstances) after the
initiation of the "Transfer” process. Employee transfers are effective on the *hire date” as
noted on the offer. If atransfer is-approved priorto the requested effective date; the
requested effective date will be honored as noted on the offer. Oracle is an at-will
employer and the Minimum Time in Position Guidelines do not represent a promise by
the Company io maintain an employee in employment throughout the guideline period.

Provided you have been ina position fora reasonable period of time, we encourage you
to explore opportunities for change and advancement. The global definition for time in
position is typically 12 calendar months. Occasionally, the initial training investment or
project schedule may warrant 4 longer commitrent before transfer to @ new position can
be considered. In such cases it is expected that management will make all affected
employees aware of this exceplion. Thus, unless otherwise specified by executive
management of the LOB, all employees are welcome to consider a transfer after they

have completed 12 calendar months in their current role.

Both you and Oracle benefit when you are allowed to learn and expand your capabilities
by working in different jobs within the company. A good source for internal job
opportunities is the job postings in the Oracle Recruiting Cloud found in Self Service Apps,
click Employee Self-Service > Taleo Learn. Also, see the section on Job Postings.

Compensation
Because a transfer is sometimes defined as a change in jobs within a career
level, a transfer can occur with no increase in salary or other compensation
unless your current salary places you below the minimum range for the new job.
However, on occasion a transfer may occur which will require a change in career
level and salary. Insuch cases, compensation and career level will be reviewed
and considered by the new management team. Appropriate levels of
management must approve any compensation adjustment associated with a
transfer. Transfers between countries require special approvals, particularly
when they involve expatriate compensation arrangements. (See the International
Assignments and Transfers section for:more information.)
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Job Postings (Revised May 2017)

You canfind approved, open positions in the Oracle Recruiting Cloud, accessible through
Self Service Apps, click Employee Self Service > Taleo Home. Hiring managers must
post positions for at least five days before making an employment decision. Jobs remain =
posted until they are filled or for a maximum of six months, when they may be renewed
and re-posted.

To respond to a job posting, contact the person listed inthe posting to arrange an
interview with the hiring manager. You may also contact a manager of an organization
where you would like to work, even if there is no listed, open position. We encourage you
to inform your current manager at this stage of your exploration. Hiring managers should
not actively solicit internal candidates after posting a position. Such solicitation is a
violation of Oracle's hiring policy. . '

If there is mutual interest, the hiring manager notifies your manager and together they
arrange a mutually acceptable date for your transfer. The hiring manager must obtain
approval from both the current and hiring organizations upto the appropriate level of
senior management. The hiring manager must obtain approval for an internal fransfer
from the releasing manager and/or approvers up through hisfher own LOB. If the transfer
is an international transfer, the approvals required are the same as for a new hire.. The
current manager should provide a reference on an employee's performance in his or her
group before the transfer is approved. All.approvals must be secured before the effective
date of the transfer.

Internal Training and Development [Revised February 2009)

Oracle is a leading corporation that provides culting edge training to its-employees.
Oracle is a self-service environment, so it's important for you as an employee to take
charge of your career development. Oracle provides a variety of technical and non-
technical training and development opportunities worldwide to help you perform
productively and effectively in your current job.

You can learn more about the wide variety of training offered at Oracle by exploring the
Oracle Universily QUWeb site and the Organization & Talent Development OTD Web
site.

Oracle University offers free access to online courses, with hundreds of hours of in-depth
content. Examples of OU internal training include:

Oracle Product
Related Techniologies
Constilting

Support

Sales

Management

The OTD Web site provides easy and instant access to fools, programs,
workshops, and learning solutions. NOTE: You can also access the Global New
Hire Toolkit from the OTD Web site.
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Examples of the tools and programs available to you on the OTD Web site are:

New Hire Toolkit

Buddy Program

My Career Toolkit

Performance Management Toolkit
Global Development Options Matrix
Job Competency Tool

Redquired Training
You are required to complete the following mandatory compliance training courses:
Online Training

Ethics and Business Conduct Training (all employees)
Sexual Harassment Awareness Training (all employees)*
information Protection Awareness Training (all employees)

Additional Training For Managers

*AlFUS Managers are instead required to complete a two hour Sexual Harassment
Awareness Training for Managers course in accordance with both California Assembly
Bill 1825 and Oracle policy.

It is your responsibility to check the Compliance Training page for more information
regarding these courses and others you may be required to take.

External Programs (Revised Apnil 18, 2005)

Oracle supports continuing education as part of employee training and development,
Generally, Oracle will reimburse for job related training up to $5,250.00 per calendar year
(January 1 - December 31). The company may reimburse for courses you take in work-
related subjects that meet business needs. Management approval for educational
reimbursements is discretionary and atways reguired.

Job Related Courses (Revised Oclober 2006}

Courses acceptable for reimbursement must be job related and must have
management approval in advance of enrolling in the course. In order for a course
to be job related it must maintain or improve the skills required by you in your
employment and/or make you more productive in your current responsibilities.
Job related courses:may include courses offered by a College or University, or:
courses that are taken outside Oracle's Internal Education Department. it is
management's decision whether a course is related to your job.
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Eligibility (Reviged Oclober2006)

To be eligible for reimbursement, you must be a full-time regular employee at
both the start-and the end of the course or period of enroliment. Generally,
approval of educational reimbursement will be extended only to employees who
have demonstrated acceptable performance and high potential for continued
excellent contribution as assessed by their manager.

Reimbursement {Revised December30, 2004)

All approved educatlional expenses are paid initially by you and are reimbursed
by Oracle, provided that you receive the equivalent of a grade of "B-" or beiter
and that your expenses are below $5,250.00 per-calendar year.

To apply for reimbursement for educational expenses, complete the Education
Reimbursement form located here.

Your manager must include his/her certification that the course is job related. All
approvals should be obtained before the course begins to ensure the ¢ourse will
be covered. All reimbursements are processed through Accounts Payable,
Directions for the reimbursement are included in the Education Reimbursement
form.

Management’s Review and Approval Process (Revised December 30, 2004)

Approval of reimbursement will depend on your manager's assessment of course
relevance and cost. Approvals are discretionary and must be obtained from the
mmanager for your cost center with the appropriate signing authority for the cost of
the course.

Managers are responsible for making sure the courses taken are job related. The
courses taken must maintain or improve the skills required by you in your
employment and/or make you more productive in your current responsibilities.
Managers are also responsible for approving reimbursements to be made by
Accounts Payable and for making sure that education reimbursement does not
exceed $5,250.00 per calendar year for each employee.

Appropriate Course Load

In reviewing requests for reimbursement your manager will assess the time you
have available for external education and the potential impact on your
performance. Your principal obligation is to maintain the quality and quantity of
yourwork for Oracle,

You may choose to enroll'in one or two courses per term. Although you may
need to attend a class during the normal workday, all course work (both in and
outside of class) will be in addition to your normal workload at Oracle. Likewise,

all students will be held to the same performance standards and expectations as
other employees deoing similar-work.

Grade Requirements (Revised May 1, 1999)
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To obtain funding through Cracle, vou must.complete the course with a grade of
“B-"or better. Consequently, Oracle does not reimburse expenses for "audit™-or
"PINP" options. However; if a course:is not-available on-a graded basis; Oracle
may fund the course.

Spending Limits (Revised April 2012}

The annual spending cap for tuition reimbursement is $5,250.00 per calendar
year (January 1 - December 31). Any additional education expenses incurred
beyond this amount must be approved by the EVP of your division.

Please check with your Benefits Representative for the current calendar year
submission deadline.

Taxation History
1..Job Related Courses taken after January 1, 1997:

All education must be job related. If this criterion is met,
reimbursements will not be included in the employee's wages.

2. Courses beginning after June 30, 1996;

Graduate: All reimbursements must be included in your wages
and are subject to federal and state withholding.

Undergraduate: Any reimbursement amount over $5250 must
be included in your wages and are subject to federal and state
withholding.

3. Courses that begin before June 30, 1996

Graduate: Courses that begin before June 30, 1996 are subject
to the $5,250 limitation. Any amount reimbursed over this limit
must be included in your wages and is subject o federal and
state withholding.

Undergraduate: Reimbursements are not included in your
income if the total annual amount is less than $5,250. Ifthe
annual reimbursements exceed $5,250, all excess must be
included in your wages and is subject to federal and state’
withholding. .

4. Affer January 1, 1995:

In 1996 President Clinton signed legislation that retroactively
reinstated (to January 31,71995) the annual $5,250 exclusion
from income for company educational assistance programs. Any
amount reimbursed over the limitation is subject to federal and
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state income tax withholding. This law will expire on May 31,
1997. The exclusion is not applicable to graduate level courses,
which begin afterJune 30, 1996.

You should consull your personal tax advisor if you have questions
regarding tax issues.

Non-Traditional Training/Continuing Education (Added May 1, 1999}

You may receive Education Reimbursement for classes taught by non-traditional
delivery methods (Web based, video based, Distance Leaming, etc.) provided
you fulfill all other requirements of the policy. Oracle will only reimburse those
expenses directly related 1o the course (tuition; class materials -or other non-
refundable fees directly related to the course and charged by the educational
institutiony.

Professional Associations

We encourage you o develop your Oracle career by actively participating in -
professional associations and networks and seeking out new ideas and best
practices related to your area of expertise.

With your manager's approval, we encourage you to attend conferences,
seminars, and association meetings that directly relate to your-current work
situation or your professional development. Through its normal purchasing
procedures, Oracle may reimburse you for your professional ortrade
organization memberships and for subscriptions to trade periodicals and journals
if they enhance your performance on an assigned job-related task.

Always check with your manager before incurring any of the expenses listed
above. ltis your manager's discretion to approve an expense report entered for
these kinds of job-related expenses. For more information about teimbursement

guidelines contact webexp us@oracle.conl.

Copyright © Oracle 2005
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Policy Changes

FY18 QG2 Employee Handbook Updates and Corrections
+ Benefits: Vacation

The section reading:

At Oracle, we believe taking periodic time off work is essential for the well being of
employees. Vacation time is an important benefit available to employees to provide a
respite from work for rest and relaxation; to travel or to attend to personal or family
matters orinterests.

Oracle offers two forms of vacation benefits in the US:
» Flexible Vacation is provided to all eligible employees with a career level of M4

(Director) and above and, beginning onJune 1, 2017, applies to all eligible
employees assigned to a salaried (non-overtime eligible) position;

« Accrued Vacation, which applies to all other employees eligible for vacation
benefits.

Note: Part time employees working less than 20 hours a week, interns and temporary
employees are not eligible for vacation benefits.

Details regarding these benefits are below.
Flexible Vacation Policy (Revised June 1, 2017)
Effective Date:

December 1, 2016 for eligible employees with a career level of M4 (Director) and above

June 1, 2017 for eligible employees assigned to a salaried (non overtime-eligible)
position.

Applies to: Employees in "Flex Eligible” positions, which includes those assigned to a
career level of M4 (Director) and above and, as of June 1, 2017, all employees in salaried
(non-overtime eligible) positions.
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Note: All other employees eligible for vacation benefits remain covered by Oracle’s
Accrued Vagcation Policy.

Flexible Vacation gives employees in Flex Eligible positions the opportunity totake as
much:time off from-work as they wish for-vacation purposes, as long as they get pre=
approval from their manager and continue to meet the requirements of their job and
business needs.

Employees in Flex Eligible positions will no longer accrue vacation following the policy's
effective date (December 1, 2016 for M4 and above positions, June 1, 2017 for salaried
(non-overtime eligible) positions). If you have unused -accrued vacation-as of the policy's
effective date, you will continue fo fake and report your vacation as discussed in the
Accrued Vacation Policy until yourvacation balance reaches zero. Any unused Accrued
Vacation will be paid out upon termination of your employment. Once your Accrued
Vacation has been exhausted, you will be eligible to take Flexible Vacation.

If you were hired and assigned to a career level of M4 (Director) arabove on or after
December 1, 20186 or you are hired into a salaried (non-overtime eligible) position oty or
afterJune 1, 2017, you will be immediately eligible to take Flexible Vacation.

You must get pre-approval from your manager before scheduling vacation time. While
employees are encouraged to schedule and use Flexible Vacation, certain factors (such
as fiscal calendar considerations, team workload, your work performance, etc.) may
result in.a scheduling request being denied. itis also important that you return to work at
the end of your scheduled time off, so that management can effectively manage the
team's workload and scheduling. Abuse of this policy may result in limits on your usage of
Flexible Vacation and, where necessary, disciplinary action.

Flexible Vacation'will be paid at your then-existing base pay rate, which does not include
bonuses, commissions, or other forms of incentive compensation, unless otherwise
required by law. As Flexible Vacation does not accrue, you will not be paid out for any
Flexible Vacation upon termination of employment. As with Accrued Vacation, Flexible
Vacation cannot be used to extend your final date of employment.

Flexible Vacation may not be used for any non-vacation leaves of absence. Leaves of
absence will be administered separately under Oracle’s Sick Leave and Leaves of
Absence policies. Please also refer to the Leave FAQ section for more information.

Improper usage of Flexible Vacation may subject you to disciplinary action and/or require
reimbursement.

Please refer to the Flexible Vacation Policy FAQ for more details on this policy.

Accrued Vacation Policy (Revised June 1, 2017)

Applies to: Until May 31, 2017, all U.8. employees assigned fo a career level of M3
(Senior Manager) and below or an IC career level. Beginning on June 1, 2017, this
policy applies only to U.S. employees in overtime eligible positions.

Note: Part time employeeés working less than 20 hours a week, interns and temporary
employees are not-eligible forvacation benefits.
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Oracle's US vacation policy provides accrued hours every pay period, based on your full-
time-or part-time status-and tenure with the company.

« Employees working at least 35 hours per week accrue 13 days of vacation.a year
{which calculates to approximately 4.33 hours per pay period) for your first three
years of employment, and 18 days a year (6 hours per pay period) after three years.

» As aregular employee working 25-34 hours per week, ybu accrue vacation at a
prorated accrual rate of 75% or 3.25 hours per pay period for your first three years of
service and 4.5 hours per pay period after three years.

e« As aregularemployee working 20-24 hours per week, you accrue vacation at a
prorated accrual rate of 50%, or 2.17 hours per pay period, for your first three years
and 3.0 hours per pay period after three years.

« |fyou have worked for Oracle as a regular employee three years or less, you may
acecrue up to a maximum of 120 hours of vacation; you may accrue up to a maximum
of 184 hours if you have been employed longer than three years. Maximum accruals
for regular employees working 20-34 hours per week are also prorated.

Please note: When you reach your maximum accrual, you stop accruing vacation time
until you reduce your balance by taking a vacation and reporting the hours taken. If your
vacation is submitted after a payroll cutoff date, you will begin accruing vacation time
again the next pay cycle after you have reported the vacation hours taken, Employees
are obligated to record and submit all vacation taken via Oracle Self Service Agg

o oy
{D"‘y’"‘q T T:mCCa«u, i You want 1o use vacation and do not -have \:nuuxdn time

accrued, you may in certain circumstances seek an advance on accrued vacation. Please
contact Oracle US Benefits for further information.

if your employment at Oracle ends, your final paycheck includes compensation for any
unused vacation. You may not otherwise receive pay in lieu of acecrued vacation. 1fyou
were advanced unaccrued vacation, the amount advanced may bhe deducted from your
final paycheck, subject to applicable law. Accrued vacation cannot be used to extend
your termination date and your last day of Oracle employment cannot be a holiday or
vacation day.

Scheduling Vacation

You must get pre-approval from yourmanager before scheduling vacation time, \While

employees will generally be encouraged to schedule and use their vacation time, certain

factors (such as fiscal calendar considerations, team workload, your work performance,

etc.) may result in a scheduling request being denied. If you need to use your vacation

benefits for an unforeseen emergency, you must notify your manager-as soon as

possible. It is also important that you return to work at the end of your scheduled time off,
- so that management can effectively manage the team’s workload and scheduling.

Please note: Oracle may, on occasion and with advance notice of no less than 90 days,
require you to use youraccrued vacation during a specified time period (e.g., a Winter

Break). For Managers, please refer to the Winter Break - Manager's Guide for more
information,
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Was changed to:

At Oracle, we believe taking periodic time off work is essential forthe well being of
employees. Vacation time is an important benefit available to employees 1o provide a
respite from work forrest and relaxation, o travel or to attend to personal or family
matters or interests.

Oracle offers two forms. of vacation benefits in the US:

¢« Flexible Vacation is provided to-all eligible employees with a career level of M4
(Directory and above and applies to all eligible employees assigned to a salaried
(non-overtime eligible) position;

 Accrued Vacation, which applies to all other employees eligible for vacation
benefits.

Note: Part time employees working less than 20 hours a week; interns-and temporary
employees are not eligible for vacation benefits.

Details regarding these benefits are below.
Flexible Vacation Policy (Revised June 1, 2017)
Effective Date:

December 1, 2016 for eligible employees with a career level of M4 (Director) and above

June 1, 2017 for eligible employees assigned to a salaried (non overtime-gligible)
position.

Applies to: Employees in "Flex Eligible" positions, which includes those assighed to &
career level of M4 (Director) and above and all employees in salaried (non-overtime
eligible) positions.

Note: All other employees eligible for vacation benefits remain covered by Oracle's
Accrued Vacation Policy.

Flexible Vacation gives employees in Flex Eligible positions the opportunity to take as
much time off from work as they wish for vacation purposes, as long as they get pre-
approval from theirmanager-and continue to meet the requirements-of their job and
business needs.

Employees in Flex Eligible positions will no tonger accrue vacation following the policy's
effective date (December 1, 2016 for M4 and above positions, June 1, 2017 for salaried
(non-overtime eligible) positions). If you have unused accrued vacation as of the policy's
effective date; you will continue 1o-take and report your vacation-as discussed.in the
Accrued Vacation Policy until your vacation balance reaches zero. Any unused Accrued
Vacation will be paid out upon termination of your employment. Once your Accrued
Vacation has been exhausted, you will be eligible to take Flexible Vacation.
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if you were hired and assigned to-a career level of M4 (Direcior) or above on orafter
December 1, 2016 or you are hired into a salaried (non-overtime eligible) position on or
after June.1, 2017, you will be immediately eligible to take Flexible Vacation.

You must get pre-approval from yourmanager before scheduling vacation-time, While
employees are encouraged to schedule and use Flexible Vacation, certain factors (such
as fiscal calendar considerations, team workload, your work performance, etc.) may
result in & scheduling request being denied. It is also important that you return to work at

- the end of your scheduled time off, so that management can effectively manage the
team's workload and scheduling. Abuse of this policy may result in limits on your usage of
Flexible Vacation and, where necessary, disciplinary action.

Flexible Vacation will be paid at your then-existing base pay rate, which does not include
bonuses, commissions, or other forms of incentive compensation, unless otherwise
required by law. As Flexible Vacation does not acerue, you will not be paid out for any
Flexible Vacation upon termination of employment. As with Accrued Vacation, Flexible
Vacation cannot be used to extend your final date of employment.

Flexible Vacation may not be used for any non-vacation leaves of absence. Leaves of
absence will be administered separately under Oracle’s Sick Leave and Leaves of
Absence policies. Please also referto the Leave FAQ section for more information.

Improper usage of Flexible Vacation may subject you to disciplinary action and/or require
reimbursement. :

Please refer to the Fiexible Vacation Policy FAQ for mote details on this policy.

Accrued Vacation Policy {Revised June 1,:2017)

Beginning on Jdune 1, 2017, this policy applies onlyto U.S. employees in overtime eligible
positions. ,

Note: Pait time employees working less than 20 hours a week, interns and temporary
employees are not eligible for vacation benefits.

QOracle's US vacation policy provides accrued hours every pay period, bésed on your full-
time or part-time status and tenure with the company.

o Employees working at least 35 hours per week accrue 13 days of vacation a year
{which calculates to approximately 4.33 hours per pay period) for your first three
years of employment, and 18 days & year (6 hours per pay period) after three years.

+ As aregular employee working 25-34 hours per week, you accrue vacation at a
prorated accrual rate of 75% or 3.25 hours per pay periad for your first three years of
service and 4.5 hours per pay period after three years.

« As aregular employee working 20-24 hours per week, you accrue vacation at a

prorated acorual rate of 50%, or 2.17 hours per pay period, for your first three years
and 3.0 hours per pay period after three years.
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s |f you have worked for Oracle as a regular employee three years or less, you may
accrue up to a maximum of 120 hours of vacation; you may accrue up to a maximum
of 184 hours if you have been employed longer than three years. Maximum: accruals
for regular employees working 20-34 hours per week are also prorated.

Please note: When you reach your maximum accrual, you stop accruing vacation time
until you reduce your balance by taking a vacation and reporting the hours taken. If your
vacation is submitted after a payroll cutoff date, you will begin accruing vacation time
again the next pay cycle after you have reported the vacation hours taken, Employees
are obligated to record and submit all vacation taken via Oracle Self Service Apps
(Payroll OTL Timecard). If you want to use vacation and do not have enough time
accrued, you may in cerfain circumstances seek an advance on-accrued vacation. Please
contact Oracle US Benefits for further information.

If youremployment at Oracle ends, your final paycheck includes compensation for any
unused vacation. You may not othierwise receive pay in lieu of accrued vacation: If you
were advanced unaccrued vacation, the amount advanced may be deducted from your
final paycheck, subject to applicable law. Accrued vacation cannot be used to extend
your termination date and your last day of Oracle employment cannot be a holiday or
vacation day:

Scheduling Vacation

You must get pre-approval from your manager before scheduling vacation time. While
employees will generally be encouraged to schedule and use their vacation time, certain
factors (such as fiscal calendar considerations, team workload, your work performance,
etc.) may result in-a'scheduling request being-denied. If you need to use your vacation
benefits for an unforeseen emergency, you must notify your manager as soon as
possible. It is also important that you retumn to work at the end 'of your scheduled time off,
so-that management can effectively manage the team's workload.and scheduling.

Please note: Employees eligible for vacation under the Accrued Vacation policy and
employees in Flex Eligible positions with accrued vacation balances will be required to
use and report accrued vacation during Oracle’s annual Winter Break. For Managers,
please referto the Winter Break - Manager's Guide for more information.

+ Compensation: Pay Schedule

The section reading:
The payroll submission cutoff is approximately six working days before each pay date.
For a complete list of pay dates and submission cutoff dates, goto the Payroll Calendar
or call the information line at (888) 404-2494,

Was changed to:
The payroll submission cutoff is approximately six working days before each pay date.
For a complete list of pay dates and submission cutoff dates, go to the Payroll Calendar.

FY17 Q34 Employee Handbook Updates and Corrections
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+» Career Development: Job Postings
The section reading:

You can find approved,-open positions in the Oracle Recruiting Cloud, accessible through
Self Service Apps. click Employee Self Service > Taleo Home. Hiring managers must
post positions for at least two weeks before making an employment decision. Jobs
remain posted until they are filled or for a maximum of six months, when they may be
renewed and re-posted,

Was changed to;

Youcan find approved, open positions in the Oracle Recruiting Cloud, accessible through
Self Service Apps; click Employee Self Service > Taleo Home. Hiring managers must
post positions for at least five days before making an employment decision. Jobs remain
posted until they are filled or for a maximum of six months, when they may be renewed
and re-posted.

« Benefits: Vacation
The section reading:

Al Oracle, we believe taking regular time off is essential for the health and productivity of
our employees. Vacation time is an important benefit available to employees for a variety
of uses such as rest and relaxation, to take a trip and to take care of personal or family
matiers.

As of December 1, 2016, Cracle will be offering two forms of vacation benefits: Flexible
Vacation for eligible employees with a career level of M4 (Director) and above; and our
standard vacation policy, now referred to as Accrued Vacation, for all other employees
eligible for vacation benefits.

Details regarding these benefits are below.

Flexible Vacation Policy
Effective Date: December 1, 2016

Applies to:

Employees assigned to a career level of Md (Director) and above that are scheduled to
work a minimum of 20 hours per week (“Flex Eligible” positions). All other employees
eligible forvacation benefits remain covered by Oracle's Accrued Vacation Policy.

Flexible: Vacation gives-emplovees in Flex Eligible positions the oppottunity 1o take as
much time off from work as they wish, as long as they get pre-approval from their
manager and continue to meet the requirements of their job and business needs.

Effective December 1, 2016, employees.in Flex Eligible positions will no fonger-accrue
vacation. If you have unused accrued vacation on Decernber 1, 2016 (or upon your
promotion into a Flex Eligible position), you will continue to take and report your vacation
8s discussed in the Accrued Vacation Policy until your vacation balance reaches zero.
Any unused Accrued Vacation will be paid out upon termination of your employment.
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Once your Accrued Vacation has been exhausted, you will be eligible to take Flexible
Vacation. If you are hired into a Flexible Vacation Policy eligible position after December
1, 2016, you will be immediately eligible 10 take Flexible Vacation:

You must get pre-approval from your manager before scheduling vacation time, While
emploveess are encouraged to schedule and use Flexible Vacation; certain factors (such
as fiscal calendar considerations, team workload, your work performance, etc.) may
result in a scheduling request being denied. If vou need to use your vacation benefits for
an unforeseen emergency; you must notify your manager as.-soon as possible. It is also
important-that you return atthe end of your scheduled time off, so that management can
effectively manage the team’s workload and scheduling. Abuse of this policy may result
in imits .on your usage of Flexible Vacation and, where necessary, disciplinary action.

Flexible Vacation will be paid at your then-existing base pay rate, which does not include
bonuses, commissions, of other forms of incentive compensation, unless otherwise
required by law. As Flexible Vacation does not accrue, you will not be paid out for any
Flexible Vacation upon termination of employmernt. As with Accrued Vacation, Flexible
Vacation cannot be used to extend your final date of employment.

Flexible Vacation may not be used for time off due to iliness and/or injury or other rion-
vacation leaves of absence, including family, medical, disability, parenting, military, jury
duty, personal, as well as other forms of leaves. Those absences will- continue to be

handled separately under Oracle’s Sick Leave and Leaves of Absence policies. Please

also refer to the Leave FAQ section for more information. Use of Flexible Vacation for
these types of absences may. subject you fo disciplinary action .andfor require
reimbursement, ‘

Please refer to the Flexible Vacation Policy FAQ for more details on this policy.
Accrued Vacation Policy

Applies to:

All U.8. employees assigned 1o a career level of M3 (Senior Manager) and below or an
IC career level. Note: Part time employees working less than 20 hours a week, interns
and temporary employees are not eligible for vacation benefits.

Cracle's US vacation policy provides accrued hours every pay period, based on your full-
time or part-time status and tenure with the company.

+ Employees working at least 35 hours per week accrue 13 days of vacation a year
{which calculates to approximately 4.33 hours per pay period) for your first three
years of employment, and 18 days a year (6 hours per pay period) after three
years.

e As a regular employee working 25-34 hours per wéek, you acerue vacation at a
prorated accrual rate of 76% or 3.25 hours per pay period for your first three
years of service and 4.5 hours per pay period after three years.

o As aregular employee working 20-24 hours per week, you accrue vacation at a
prorated accrual rate of 50%, or 2.17 hours per pay period, for your first three
years and 3.0 hours-per pay period after three years.
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o i you have worked for Oracle as a regular employee three years or less, you
may accrue upto-amaximunm of 120 hours of vacation; you may accrue uptoa
maximum of 184 hours if you have been employed longer than three years.
Maximum accruals for regular employees working 20-34 hours per week are also
prorated.

Please note: When you reach your maximum accrual, you stop accruing vacation time
untit you reduce your balance by taking-a vacation and reporting the hours taken. If your
vacation is submitted after a payroll cutoff date, vou will begin accruing vacation fime
again the next pay cycle after you have reported the vacation hours taken. Employees
are-obligated to record and submit all vacation taken via Oracle Self Service Apps
(Payroll OTL Timecard). If you want to use vacation-and do not have enough time
accrued, you may in certain circumstances seek an advance on accrued vacation. Please
contact Benefits for further information.

If your employment at Oracle-ends; your final paycheck includes compensation for any
unused vacation. You may not otherwise receive pay in lieu of accried vacation. If you
were advanced unaccrued vacation, the amount advanced may be deducted from your
final paycheck; subject to applicable law. Accrued vacation cannot be used to extend
your termination date and your fast day of Oracle employment cannot be a holiday or
vacation day.

Scheduling Vacation

You must get pre-approval from your manager before scheduling vacation time. While
employees will generally be encouraged to schedule and use their vacation time, certain
factors (e.g., fiscal calendar considerations, team workload, etc ) may resultin a
scheduling request being denied. If you need to use your vacation benefits for an
unforeseen emergency, you must notify your manager as soon as possible.

Was changed to:

Al Oracle, we believe taking periodic time off work is essential for the well being of
employees; Vacation time is-an important benefit available to employees to provide a
respite from work for rest and relaxation, to fravel or to attend to personal or family
matters or interests. ’

Oracle offers two forms of vacation benefits in the US:
s Flexible Vacation is provided to all eligible employees with a career level of M4

{Directory and above and, beginning on June 1, 2017, applies to all eligible
employees assigned to a salaried (non-overtime eligible) position;

¢ Accrued Vacation, which applies to all other employees eligible for vacation
benefits.

Naote: Part time employees working less than 20 hours a week, interns and temporary
employees are not eligible for vacation benefits,

" ‘Details regarding these benefits are below:
Flexible Vacation Policy (Revised June 1, 2017)
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Effective Date:

December 1, 2016 for eligible employees with a career level of M4 (Director) and above

June 1, 2017 for eligible employees assigned to a salaried (non overtime-eligible)
position. '

Applies to: Employees in "Flex Eligible” positions, which includes those assigned to a
career level of M4 (Director) and above and, as of June 1, 2017, all employees in salaried
(non-overtime eligible) positions.

Note: All other employees eligible for vacation benefits remain covered by Oracle's
Accrued Vacation Policy.

Flexible Vacation gives employees in Flex Eligible positions the opportunity to take as
much-dime off from work as they wish for vacation purposes, as long as they get pre-
approval from their manager and continue to meet the requirements of theirjob and
business needs.

Employees in Flex Eligible positions will no longer accrue vacation following the policy's
effective date (December 1, 2016 for M4 and above positions, June 1, 2017 for salaried
(non-overtime eligible) positions). If you have unused accrued vacation as of the policy's
effective date, you will continue to take and report your vacation as discussed in the
Accrued Vacation Policy until your vacation balance reaches zero. Any unused Accrued
Vacation will be paid out upon termination of your employment. Once your Accrued
Vacgtion has been exhausted, you will be eligible to take Flexible Vacation.

If you were hired and assigned to a career level of M4 (Director) or above on or after
December 1, 2016 oryou are hired into a salaried (non-ovestime eligible) position on or
after June 1, 2017, you will be immediately eligible to take Flexible VVacation.

You must get pre-approval from your manager before scheduling vacation time. While
employees are encouraged to schedule and use Fiexible Vacation, certain factors (such
as fiscal calendar considerations, team workload, your work performance, etc.) may
result in a:scheduling request being denied. It is also.important that you return to work at
the end of your scheduled time off, so that management can effectively manage the
team's workload and scheduling. Abuse of this policy may result in limits-on your usage of
Flexible Vacation and, where necessary, disciplinary action.

Flexible Vacation will be paid at yourthen-existing base pay rate, which does not include
bonuses, commissions, or other forms of incentive compensation, unless otherwise
reguired by law. As Flexible Vacation does not-accrue, you will not be paid out'for any
Flexible Vacation upon termination of employment. As with Accrued Vacation, Flexible
Vacation cannot be used to extend your final date of employment.

Flexible Vacation may not be used for any non-vacation leaves of absence. Leaves of
absence will be administered separately under Oracle’s Sick Leave and Leaves of
Absence policies. Please also referto the Leave FAQ section for.more information.

Improper usage of Flexible Vacation may subject you to disciplinary action and/or require
reimbursement.
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Piease refer o the Flexible Vacation Policy FAQ for more details on this policy.
Accrued Vacation Policy (Revised June 1, 2017)

Applies to: UntitMay 31, 2017, all U.S. employess assigned 1o a career level of M3
{Senior Manager) and below or an [C career level. Beginning on June 1, 2017, this
policy applies only to U.S, employees in overtime eligible positions.

Note: Part time employees working less than 20 hours a week, interns and temporary
employees are not eligible for vacation benefits.

Oracle's US vacation policy provides accrued hours every pay period, based on your full-
time or part-time status and tenure with the company.

« Employees working at least 35 hours per week accrue 13 days of vacation a year
{which calculates to approximately 4.33 hours per pay period} foryour first three
years of employment, and 18 days a year (6 hours per pay period) after three years.

¢ As aregular employee working 25-34 hours per week, you accrue vacation at a
prorated accrual rate of 75% or 3.25 hours per pay period for your first three years of
service and 4.5 hours per pay period after ihree years.

» As a regular employee working 20-24 hours per week, you accrue vacation at a
prorated acecrual rate of 50%, or 2.17 hours per pay period, for your first three years
and 3.0 hours per pay period after three vears.

« |f you have worked for Oracle as a regular employee three years or less, you may
accrue up to a maximum of 120 hours of vacation; you may accrue up to a maximum
of 184 hours if you have been employed longerihan three years. Maximum accruals
for regular employees working 20-34 hours per week are also prorated.

Please note: When you reach your maximurm accrual, you stop accruing vacation time
until you reduce your balance by taking a vacation and reporting the hours taken. If your
vacation is submitted after-a payroll cutoff date, you will begin aceruing vacation time
again the next pay cycle afier you have reported the vacation hours taken. Employees
are obligated 1o record and submit all vacation taken via Oracle Self Service Apps
(Payroll OTL Timecard). If you want 1o use vacation and do not have enough time
accrued, you may in certain circumstances seek an advance onaccrued vacation. Please
contact QOracle US Benefits for further information.

If your employment at Oracle ends, your final paycheck includes compensation for any
unused vacation. You may not otherwise receive pay in lieu of accrued vacation. If you
were advanced unaccrued vacation, the amount advanced may be deducted from your
final paycheck, subject to applicable law. Accrued vacation cannot be used to extend
your termination date and your last day of Oracle employment cannot be a holiday or
vacation day. '

Scheduling Vacation

You must get pre-approval from your manager before scheduling vacation time, While
employees willgenerally be encouraged to schedule and use their vacation time, certain
factors (such as fiscal calendar considerations, team workload, your work performance,

HUMAN RESOURCES
Page 64

CONFIDENTIAL ORACLE_JEWETT 00000474

CONFIDENTIAL ORACLE_HQCA_0000399785



ORACLE

U.S. Employee Handbook

etc.) may result in a scheduling request being denied. If you need to use your vacation
benefits for an unforeseen emergency, you must notify your manager as soon as
possible; It is also important that you return to work at the end of your scheduled time off,
so that management can effectively manage the team's workload and scheduling.

FY17 Q1/Q2 Employee Handbook Updates and Corrections
» Employment Policies: Equal Employment Opportunity
The paragraph reading:

We believe in treating each employee and applicant for employment fairly and with
dignity. We base our-employment decisions on merit, experience, and potential, without
regard to race, color, national origin, sex, marital status, sexual orientation, gender
identity, age, religion, disability, protected veteran status, or any other characteristic
prohibited by federal, state or local law.

Was changed to:

We believe in ireating each employee and applicant for employment fairly and with
dignity. We base our employment decisions on merit, experience, and potential, without
regard to race, color, national origin, sex, marital status, sexual orientation, gender
identity, gender expression, age, religion, religious creed, mental or physical disability,
medical conduction, genetic information, ancestry, military and protected veteran status
or any other characteristic prohibited by federal, state or local law.

i

+ Benefits: Benefits Eligibility Chart

The following chart:
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Was replaced with:
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+ Benefits: Holidays

The section reading:
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Vacation time is an important benefit available to employees for g variety of uses such
as:rest and relaxation, to take atrip, fo take care of personal-orfamily matters, 1o take a
friend to a medical appointment, and/or to supplement Sick Leave,

VACATION ACCRUAL

Oracle's US vacation:policy provides gccrued hours every pay period, based on your full-
time or part-time status and tenure with the company. Part time employees working less
than 20 hours a week, interns and temporary employees are not eligible for vacation
benefits.

« Employees working at least 35 hours per week accrue 13 days of vacation a year
(which calculates to approximately 4.33 hours per pay period) for your first three
years of employment, and 18 days a year (6 hours per pay period) after three
years. :

» As aregular employee working 25-34 hours per week, you accrue vacation ata
protated accrual rate of 75% or 3:25 hours per pay period for your first three
years of service and 4.5 hours per pay period after three years.

» Asaregularemployee working 20-24 hours perweek, you accrue vacation at a
prorated acerual rate of 50%, or 2.17 hours per pay period, for your first three
years and 3.0 hours per pay period after three years,

s  Ifyou have worked for Oracle as a regular employee three years orless, you
may accrue up to-a maximum of 120 hours 'of vacation; you may accrue up to-a
maximum of 184 hours if you have been employed longer than three years.
Maximum accruals for regular employees working 20-34 hours per week are also
prorated.

Please note: When you reach your maximum accrual, you stop accruing vacation time
until you reduce your balance by taking a vacation and reporting the hours taken. If your
vacation is submitted after a payroll cutoff date, you will begin accruing vacation time
again the next pay cycle after you have reported the vacation hours taken. Employees
are obligated to record and submit all vacation taken via Oracle Self Service Apps
(Payroll OTL Timecard). If you want to use vacation and do not have encugh time
accrued, yowmay in certain circumstances seek an advance on accrued vacation. Please
contact Benefits for further information.

If your employment at Oracle ends, your final paycheck includes compensation for any
unused vacation. You may not ctherwise receive pay in lieu of accrued vacation. If you
were advanced unaccrued vacation, the amount advanced may be deducted from your
final paycheck, subject to-applicable law. Accrued vacation cannot be used 1o extend
your termination date (i.e., your last day of Oracle employment cannot be a holiday or
vacation day).

SCHEDULING VACATION

You must get pre-approval from your manager before scheduling vacation time. While
employees will generally be encouraged to schedule and use their vacation time, certain
factors (e.g., fiscal calendar considerations, feam workload, etc) may resultin-a
scheduling request being denied. If you need to use your vacation benefits for an
unforeseen emergency, you must nolify your manager as soon as possible.

Please note: Oracle may, on oceasion and with advance notice of no less than 80 days,
require you to use your accrued vacation during a specified time period (e.g., a Winter
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Break). For Managers, please referto the Winter Break - Manager's Guide formore
information, .

REPORTING VACATION TAKEN

Employees have-an obligation to report all vacation taken promptly and accurately via
Oracle Self-Service Apps (Payroll OTL Timecard). Complete instructions for time entry
are located at hitp://my.oracle com/site/hi/RegionalSites/U.8./us comp/otlCNT1503684.

Was changed to:

At Oracle, we believe taking regulartime off is eéssential for the health and productivity of
our employees. Vacation time is an important benefit available to employees for a variety
of uses such as rest and relaxation, to take a trip and to take care of personal or family
matters.

As of December 1, 20186, Oracle will be offering two forms of vacation benefits: Flexible
Vacation for eligible employees with a career level of M4 (Director)-and above; and our
standard vacation policy, now referred to as Accrued Vacation, for all other employees
eligible for vacation benefits.

Details regarding these benefits are below.

Flexible Vacation Policy
Effective Date: December 1, 2016

Applies to:

Employees assigned to a career level of M4 (Director) and above that are scheduled to
work a minimum of 20 hours per week ("Flex Eligible™ positions). All other employees
eligible for vacation benefits remain covered by Oracle’s Acerued Vacation Policy.

Flexible Vacation gives employees in Flex Eligible positions the opportunity to take as
much time. off from work as they wish, as long as they get pre-approval from their
manager and continue to meet the requirements of their job and business needs.

Effective December 1, 2016, employees in Flex Eligible positions will no longer accrue
vacation. If you have unused accrued vacation on December 1, 2016 (or upon your
promotion into a Flex Eligible -position), you will continue 1o take and report your vacation
as discussed in the Accrued Vacation Policy until your vacation balance reaches zero.
Any unused Accrued Vacation will be paid out upen termination of your employment.
Once your Accrued Vacation has been exhausted, you will be eligible to take Flexible
Vacation. 'If you are hired into a Flexible Vacation Policy eligible position after December
1, 2016, you will be immediately eligible 1o take Flexible Vacation.

You must get pre-approval from your manager before scheduling vacation time. While
employees are encouraged to schedule and use Flexible Vacation, certain factors (such
as. fiscal calendar considerations, team workload, your work perfoermance, etc) may
result in a scheduling request being denied. If you need to:use your vacation benefits: for
an unforeseen emergency, you must notify your manager as soon as possible. It is also
important that you return at the end of your scheduled time off, so that management can
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effectively manage the team's workload and scheduling. Abuse of this policy may result
in limits on your usage of Flexible Vacation and, where necessary, disciplinary action.

Flexible Vacation will be paid at your then-existing base pay rate, which does not include
bonuses, commissions, or ‘other forms ‘of incentive compensation, unless otherwise
required by law. As Flexible Vacation does not accrue; vou will not-be paid out for any
Flexible Vacation upon termination of employment. As with Accrued Vacation, Flexible
Vacation cannot be used to extend your final date of employment.

Flexible Vacation may not be used for time off due to iliness and/or injury or other non-
vacation leaves of absence; including family, medical, disability, ‘parenting, military, jury
duty, personal, as well as other forms of leaves. Those absences will continue to be
handled separately under Qracle’'s Sick Leave and L eaves of Absence policies. Please
also refer to the Leave FAQ section for more information. Use of Flexible Vacation for
these types of -absences may subject you {o disciplinary &ction andfor require
reimbursement.

Please refer to the Flexible Vacation Policy FAQ for more details on this policy.
Accrued Vacation Policy

Applies to:

All U:8. employees assigned to a career tevel of M3 (Senior Manager) and below or an
iC career fevel, Note: Part time employees working less than 20 hours a week, interns
and temporary employees are not eligible for vacation benefits.

Oracle's US vacation policy provides accrued hours every pay period, based on your full-
time or part-time status and tenure with the company.

+ Employees working at least 35 hours per week accrue 13 days of vacation a year
(which calculates to approximately 4.33 hours per pay period) for your first three
years of employment, and 18 days a year (6 hours per pay period) after three
years.

« Asaregularemployee working 25-34 hours-per week, you accrue vacation ata
prorated accrual rate of 75% or 3:25 hours per pay period foryour first three
years of service and 4.5 hours per pay period after three years.

» Asaregular employee working 20-24 hours per week, you accrue vacation at a
prorated accrual rate of 50%, or 2.17 hours per pay period, for your first three
years and 3.0 hours per pay period after three years.

¢ If you have worked for Oracle as a regular employee three years or less, you
may accrue up to a maximum of 120 hours of vacation; you may accrue up to a
maximum of 184 hours if you have been employed longer than three years.
Maximum accruals for regular employees working 20-34 hours perweek are also
prorated.

Please note: When you reach your maximum accrual, you stop accruing vacation time
until you reduce your balance by taking a vacation and reporting the hours taken. If your
vacation is submitted-after a payroll cutoff date; you will begin-accruing vacation time
again the next pay cycle after you have reported the vacation hours taken. Employees
are obligated to record and submit all vacation taken via Oracle Self Service Apps
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(Payroll OTL Timecard). If you want to use vacation and do not have enough time
accrued, you may in certain circumstances seek an advance on accrued vacation. Please
contact Benefits for further information.

If your employment at Oracle ends, your final paycheck includes compensation for-any
unused vacation. You may not otherwise receive pay in lieu of acerued vacation. Ifyou
were advanced unaccrued vacation, the amount advanced may be deducted from your
final paycheck, subject to applicable law. Accrued vacation cannot be used to extend
your termination date and your last day of Oracle employment cannot be a holiday or
vacation day, .

Scheduling Vacation

You must get pre-approval from your manager before scheduling vacation time. While
employees will generally be encouraged 1o schedule and use their vacation time, certain
factors (e.g., fiscal calendar considerations, team workload, etc.) may result in a
scheduling request being denied. If you need to use your vacation benefits foran
unforeseen emergency, you must notify your manager as soon as possible,

Please note: Oracle may, on oceasion and with advance notice of no less than 90 days,
require you to use vour acerued vacation during a specified time period (e.g., a Winter
Break). For Managers, please refer to the Winter Break - Manader's Guide for more
information.

Reporting Vacation Taken
Employees have an-obligation to report all vacation taken promptly and accurately via
Cracle Self-Service Apps (Payroll OTL Timecard). Complete instructions for time entry

are located at http://my.oracle comysite/hr/RegionalSites/U.S./us comp/ot/CNT1503684.

Rights and Future Changes to Policy
Oracle also reserves the right 1o chiange this policy at any time, in any way, with
reasonable notice.

« Work Environment: Drug-Free Workplace Policy
The section reading:

Oracle prohibits reporting to wark, driving a vehicle on company business, or driving a company vehicle
at any time while under the influence of alcohol or while illegally using drugs. You should tell your
manager if you take a prescription of overthe-counter medication that tay impair your ability to werk
safely and efficiently. While the consumption of alcoholic beverages may occasionally be appropriate
when enterfaining customers or at other Oracle functions; you are expected fo exercise good judgment
and avoid excessive drinking.

Was changed to:

Oragle prohibits reporting to work, driving a vehicle on company business, or driving & company vehicle
at-any time while under the influence of alcohol (or marijuana, in jurisdictions where legalized) or
while illegally using drugs. You should tell your manager if you take a prescription or over-the-counter
medication that may impairyourability to work safely and efficiently. While the ‘consumption of alcoholic
beverages may occasionally be appropriate when entertaining customers or at other Oracle furictions,
youare expectedto exercise good judgment and avoid excessive drinking.
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Benefits: Holidays

The section reading:

Oracle offers eight paid holidays a year. They are:

New Year's Day

Martin Luther King, Jr. Day
Memorial Day
Independence Day

Labor Day

Thanksgiving {2 days)
Christmas

Fuil-time regular employees and part-time and temporary employees who are listed inthe HR
database as working at least 20 hours perweek are eligible for paid holidays. Employees listed in
the HR database as working less than 20 hours per week are ingligible for-paid holiday time.

Absences for religious observances (other than the ones provided for by this policy)
should be taken as vacation time,

Was changed to:

Oracle offers ten paid holidays a year. They are:

New Years Day

Martin Luther King, Jr. Day
Presidents’ Day (beginning in 2017)
Memaotial Day

Independence Day

Labor Day

Vetetans Day

Tharksgiving (2 days)

Christmas

For more information view the US Holiday Schedule.

Fulltime regular employees and part-time and temporary employees who are listed in the HR
database as scheduled to work at teast 20 hours perweek are eligible Tor paid holidays. Employees
listed in the HR database as scheduled to work less than 20 hours per week are ineligible for paid
holiday time.

Absences for religious observances (other than the ones provided for by this policy)
should be taken as vacation time.

Benefits: Vacation

The following was added:

For Managers, please refer to the Winter Break - Manager's Guide for more information.
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FY16 Q3/Q4 Employee Handbook Updates and Corrections
»  Benefits: Benefits Eligibility Chart

The following chart:

s & Y & ; ;
Berelt & & &5 &f &

HUMAN RESOURCES

CONFIDENTIAL

CONFIDENTIAL

Page 73

ORACLE _JEWETT 00000483

ORACLE_HQCA_0000399794



ORACLE

U.S. Employee Handbook

It eligibiiy roquirements are met andfor appropriate approvalsicentificates
are obiained

Was replaced with:
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+ Benefits: Oracleflex
The section reading:
Oracleflex benefit eligibility ends for you and your dependents:
= on the last day of your employment with Oracle;

= ypon your death ortotal disability;
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& after30 daysof an unpaid ieave of absence;

= afteryou are no longer on paid medical, paid pregnancy disability, or FMLA leave and
have not returned fo work.

Was changed to:
Oracleflex benefit eligibility ends for you and your dependents:

= onthe last day of your employment with Oracle;
» 30 calendar days following the date employee passes away (applies to dependents);

*  receipt of 90 calendar days of paid disability benefits and/or after 30 days of an Unpaid
leave of absence;

= orafteryouare no longer on FMLA leave and have not returned to work,

+« Work Environment: Substance Abuse
The section reading:

¢« Substance Abuse (Revised October 2006)

Oracle is concerned about situations where the ise of alcohol or drugs interferes

with your health or performance, adversely affects the health, safety, or
performance of others, or becomes detrimental to Oracle's business.

Oracle's health care plans and Employee Assistance Program (EAP), described in
the Benefits section, provide help in confronting and treating substance abuse.
Your request for assistance is kept strictly confidential.

Oracle prohibits reporting to-work, driving ‘a vehicle on company business, or
driving a company vehicle at any time while underthe influence of alcohol or while
ilegally using drugs.

You should tell your manager if you take a prescription or over-the-counter
medication that may impair your ability to work safely and efficiently.

While the consumption of alcoholic beverages may occasionally be appropriate when
entertaining customers or at other Oracle functions, you should exercise good judgment
and avoid excessive drinking,

Federal Requirements

Federal legislation requires Oracle to provide a drug-free workplace to qualify for
participation in federal government contracts. Oracle prohibits the manufacture, distribution,
dispensing, possession, or use of a controlled substance in the workplace. You may be
disciplined or terminated if you violate this restriction.

As g condition of employment; you must comply with the terms of the drug-free workplace
policy. If you are convicted of violating any criminal drug statute and the violation occurred
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in'the workplace, you must notify your Human Resources Manager no later than five days
after conviction.

Was replaced with:
Drug-Free Workplace Policy

Oracle is commilted to protecting employees’ safety, health and well beingin our
workplace, and is concerned about situations where the use of alcohol or drigs interferes
with an employee's health or performance, adversely affects the health, safety, or
performance of others, or becomes detrimental to Oracle's business.

Oracle prohibits reporting to work; driving a vehicle on-company business, or driving a
company vehicle at any time while under the influence of alcehol or while illegally using
drugs. You should tell your manager if you take a prescription or over-the-counter
medication that may impair your-ability to work safely and efficiently. While the
consumption of alcoholic beverages may occasionally be appropriate when entertaining
customers or at other Oracle functions, you are expected to exercise good judgment and
avoid excessive drinking.

Oracle prohibits the unlawful manufacturing, distribution, dispensing, possession, or use
of a controlled substance in the workplace. You may be disciplined or terminated if you
violate this restriction. If you are convicted of violating any criminal drug statute, you must
notify your Human Resources Manager no later than five days after conviction. Failure
to comply will result in disciplinary action up to and including termination.

Any individual who conducts business for Oracle, is applying for a position or is
conducting business-on Oracle’s property is covered by Oracle’s drug-free workplace
policy. As a condition of employment, you must comply with the terms of the drug-free
workplace policy.

Employees working with certain machinery and-equipment may be subject to drug testing
when they cause or coniribute to accidents that seriously damage an Oracle vehicle,
machinery, equipment or property or result.in an injury to themselves or another
employee requiring offsite medical attention. Employees providing services under certain
customer contracts may be subject to pre-assignment drug testing, where aliowable by
law.

Oracle's health care plans and Employee Assistance Program (EAP) provide help in
confronting and treating substance abuse. Your request forassistance is kept strictly

confidential.
For more information on this policy please contact your Human Resources Manager.

Drug Free Awareness Program

Oracle has a drug-free workplace program that balances ourrespect for individuals with
the need to maintain a drug-free work environment. We recognize that alcohol abuse and
drug use pose a significant threat to our goals. A safe and productive drug-free workplace
is achieved through cooperation and shared responsibility with both employees and
management having important roles-to play.

All employees are expected to adhere to Oracle’s Drug Free Workplace policy and be
familiar with its Drug Free Awareness Program to ensure compliance with government
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contracting reguirements.

Managers play a key role in maintaining a safe and productive workplace. Oracle’s
Manager's Resource Guide contains important: information on Oracle’s Drug Free
Awareness Program for Managers.

Oracle encourages its employees to seek help if they are concerned that they or their
family members may have a drug and/or alcohdl problem. Services offered through the
Employee Assistanice Program include counseling for alcohol and chemical dependency
issues. EAP is-available 24/7 at 1-866-728-8413, and enroliment in the program is
autornatic and free of charge 10 you and eligible members of your household.

Oracle also offers employees the LifeSolutions Program, a free employee benefit
designed to help you balance your work, family, and personal responsibilities. Content on
the program’s website (www liveandworkwell.com) can be accessed anonymously using
Oracle’s access code {228485), and includes comprehensive information on-alcohol
abuse and dependence, including videos, guides and referrals.

You may also contact orie of the many available help lines and hotlines for information. A
few national agencies and their contact information are listed below:

National Drug and Alcohol Treatment Referral Routing Service

1-800-662-HELP (4357) or visit the online treatinent locators

A confidential, free, 24-hour-a-day, 365-day-a-year, information service, in English and
Spanish, for individuals and family members facing mental health and/or substance use
disorders. This service, offered by the U.S, Department of Health and Human Services
(HHS) Substance Abuse and Mental Health Services Administration’s (SAMHSA),
provides referrals 1o local treatment facilities, support groups, and community-based
organizations.

National Council on Alcoholism & Drug Dependence

800-NCA-CALL {800-622-2255) or hitps://www.neadd org/get-help

Provides information-and referrals fo local services; including counseling and treatment
Alcoholics Anonymous

hitp:/fwww.aa.org

A support group that encourages recovery from alcoholism,

Narcotics Anonymous

hitp:iwww.na.org
An international, community-based association of recovering drug addicts.

FY16 Q1/02 Emplovee Handbook Updates and Corrections
« Employment Policies: Equal Employment Opportunity
The follo*&ing section was added:
Pay Transparency
Oracle will not discharge or in any 6ther manner discriminate against employees or

applicants because they have inquired about, discussed, or disclosed their own pay or
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the pay of another employee or applicant. However, employees who have access to the
compensation information-of other employees or applicanis as a pait of their essential job
functions cannot disclose the pay of other employees orapplicants to individuals who do
not otherwise have access to compensation information, unless the disclosure is (a) in
response to a formal complaint or charge, (b) in furtherance of an investigation,
proceeding, hearing, oraction, including an investigation-conducted by Oracle, or {c)
consistent with Oracle’s legal duty to furnish information. '

s Benefits: Employee Stock Purchase Plan
The section reading:

You may enroll in either offering period (beginning in October or Apnil) only during an
open enroliment period (Feb 15 = Mar 15 and Aug 15 — Sep 15). If you cancel/withdraw
before the 15th of the last month of the offering period, you will be refunded the entire
amount that was deducted during the pertiod. If you miss the deadline, the deducted
amount will go to purchase stock and your participation wilt terminate at the beginning of
the next offering period.

Was changed to:

You may enroll in either offering period (beginning in October or April) only during an
open enroliment period (Feb 15— Mar 31 and Aug 15 ~ Sep 30). If you cancel/withdraw
before the 15th of the last month of the offering period, you will be refunded the entire
amount that was deducted during the period. If you miss the deadline, the deducted
amount will go to purchase stock and your participation will terminate at the beginning of
the next offering period:

« Employment Policies: Personal Information
The section reading:

The "Work Number" is an automated service that provides you with the ability to quickly
provide proof of your employment or income. You benefit from having control of the
process, since you authorize access to your information. The Work Number provides
verification services to over 80 million employees. It is widely known to mortgage lenders,
banks, apartment complexes and others who may need proof of youremployment or
income, and it is easy for them to use.

The Work Number can be used anylime, anywhere — available 24 hours a day, 7 days a
week:

For information on The Work Number and detailed instructions on how to use The Work
Number click HERE.

Should you receive inquiries from potential employers regarding current or former
employees or requests for letters of reference regarding current or former employees,
you should refer such inquiries.to Human Resources Shared Services Center. You
should not respond to such inguiries yourself. Refer-formeremployeés to The Work
Number as explained above.

Was changed to:
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Our third party vendor, The WorkNumber, handles US employment verifications for
Oracle employees who may need to provide proof of their employment. Please review the
"How to Use: The Work Number" document for information on how to obtain:an
employment verification letter.

Oracle employees who need a detailed wage verification for auto financing, mortgage
lenders and other finance departments may use VerifyFast, Oracle’s third parly vendor
for automated verifications of income. Please referto the VerifyFast document for further
information. i

Please follow the instructions on the US Immigration > Employment Verification
Letters page if you need employment verification for the following US Immigration

reasons:
s Going overseas and applying for a visa at a US Constulate or Embassy
Sponsoring a spouse orchild fora Us visa
= Helping a relative come visit

Re-eniry to.the US

Should you receive inguiries from potential employers regarding current or former
employees or requests for letters of reference regarding current or former employees,
you should refer such inquiries to Global HR Services. You should not respond to such
inquiries yourself. Refer former employees to The Work Number as explained above.

¢ Benefiis: Vacation
The section reading:

Employees working at least 35 hours per week accrue 13 days of vacation g year {which
calculates to approximately 4.33 hours per pay period) for your first three years of
employment, and 18 days a year (6 houts per pay period) after three years.

As 4 regular-employee working 25-34 hours perweek, you-accrue vacation at & prorated
accrudlrate of 78% or 3.25 hours per pay period for your first three years of sérvice and
4.5 hours per pay period after three years.

As aregular employee working 20-24 hours per week, you accrue vacation at a prorated
accrual rate of 50%, or 2.17 hours per pay period, for your first three years and 3.0 hours
per pay period after three years.

If you have worked for Oracle as a regular employvee three years or less, you may accrue
a maximurm of 120 hours of vacation; you may accrue 184 hours if you have been
employed longerthan three years. Maximum-accruals forregular employees working 20~
34 hours per week are also prorated,

When you reach your maximum-accrual, you stop accruing vacation time until you reduce
your balance by taking a vacation and reporting the hours taken. If your vacation is
submitted after a payroll cutoff date, you will begin accruing vacation time again the next
pay cycle after you have reported the vacation hours taken. Employees are obligated to
record and submit all vacation taken via Oracle Self Service Apps [Payroll OTL
Timecard].
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You can use your paid vacation time for any reason or occasion —for rest.and relaxation,
to take a trip, to take care of personal or family matters, to {ake a friend or family member
to a medical appointment, and/orto supplement Sick Leave.

You may schedule use of your vacation at any time during the year, with your manager's
pre-approval. If you need to use your vacation benefits on a date and for a reason that
was not foreseeable, as in the case of an emergency situation, you must promptly inform
your manager of your absence and record use of your vacation time taken prior to the
time entry cutoff for the period during which you used your accrued vacation time (found

onthe payroll calendar).

If your employment at Oracle ends,; your final paycheck includes compensation for any
unused vacation. You may not otherwise receive pay in lieu of accrued vacation. If you
were advanced unaccrued vacation, the amount advanced is deducted from your final
paycheck. Accrued vacation cannot be used to extend your termination date; your last
day of Oracle employment cannot be a holiday orvacation day.

Was changed to:

Vacation time is-an important benefit avallable to employees for-a variety of uses such
as: rest and relaxation, to take a trip. to take care of personal or family matters, to take a
friend to a medical appointment, and/or to supplement Sick Leave.

VACATION ACCRUAL

Oracle's US vacation policy provides acerued hours every pay period, based on your full-
time or part-time status and tenure with the company. Part time employees working less
than 20 hours a week, interns and temporary employees are not eligible for vacation
benefits.

e« Employees working at least 35 hours per week accrue 13 days of vacation a year
{which calculates to approximately 4.33 hours per pay period) for your first three
years of employment, and 18 days a year (6 hours per pay period) after three
years.

o As gregular employee working 25-34 hours perweek, you accrue vacation ata
prorated accrual rate of 75% or 3.25 hours per pay period-for your first three
years of service and 4.5 hours per pay period after three years.

o Asaregular employee working 20-24 hours per week, you accrue vacation at a
prorated accrual rate of 50%, or 2.17 hours per pay period, for your first three
years and 3.0 hours per pay period after three years.

+ Ifyou have worked for Oracle as a regularemployee three years or less, you
may accrue up to-a maximum of 120 hours of vacation; you may-accrue upto a
maximum of 184 hours if you have been employed longerthan three years.
Maximum accruals for regular employees working 20-34 hours per week are also
prorated.

Please note: When you reach your maximum accrual, you stop accruing vacation time
until you-reduce your balance by taking-a vacation and reperting the hours taken. If your
vacation is submitted .aftér a payroll cutoff date, you will begin accruing vacation time
again the next pay cycle after you have reported the vacation hours taken. Employees
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are obligated to record and submit alt vacation taken via:Oracle Self Service Apps
(Payroll OTL Timecard). If you want to use vacation and do not have enough time
accrued, you may in certain circumstances seek an advance on accrued vacation. Please
contact Benefits for further information.

i your employment at Oracle ends, your final paycheck includes compensation for any
unused vacation. You may not otherwise receive pay in lieu of accrued vacation. If you
were - advanced unaccrued vacation; the amount advanced may be deducted from your
final paycheck, subject to applicable law. Accrued vacation cannot be used to extend
your termination date (i.e., your last day of Oracle employment cannot be a holiday or
vacation day).

SCHEDULING VACATION

You must get pre-approval from your manager before scheduling vacation time. While
employees will generally be encouraged to schedule and use their vacation time, certain
factors {(e.g., fiscal calendar considerations, team workload, etc.) may resultin a
scheduling request being denied. If you need to use your vacation benefits for an
unforeseen emergency, you must notify your manager as soon as possible.

Please note: Oracle may, on occasion and with advance notice of no less than 90 days,
reduire you to use your accrued vacation during a specified time period (e.g., a8 Winter
Break). .

REPORTING VACATION TAKEN

Employees have an obligation to report all vacation taken ‘promptly and accurately via
Oracle Self-Service Apps (Payroll OTL Timecard). Complete instructions for time entry
are located at http/imy.oracle. comisite/hi/RegionalSites/U.S./us comp/otVCNT1503684.

« Employment Policies: Reasonable Accommodations
The following section was added:

Religious Accommodations

Oracle provides reasonable accommodations for the sincerely-held religious beliefs and
practices of its applicants and employees, unless such accommodations create an undue
burden on Oracle's business. Applicants or employees seeking accommodation for
religious beliefs or practices that may conflict with their job or work schedule or impact
their dress and appearance and/or other aspects of their employment should contact
Diversity and Inclusion (diversity_us@oracle.com) for further information orio submit a
request.

« Employment Policies: Employment of Relatives
The section reading:

Should any exception to this policy be requested, written approval is required by:

= Your manager
» The S8VP of Human Resources
«» The Executive Vice President for your organization
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¢ The Executive Vice President for the Line of Business the relative would work
for (if applicable)
» The Regional Compliance and Ethics Officer

Was changed to:
Should any exception to this policy be requested, written approval is required by:

Your manager

The EVP of Human Resources

The Executive Vice President for your grganization

The Executive Vice President for the Line of Business the relative would work
for (if applicable) .

¢ - The Regional Compliance and Ethics Officer

® & B @

FY15 Q3/Q4 Employee Handbook Updates and Corrections
s Employment Policies: Reasonable Accommodations

The following section was added:
To Retjuest an Accommodation:

+ Formore information, please contact Oracle Benefits at

AccommodationRequest US@oracle.com or 650.506.9800 (press option #2)

Direct access to Certain Specific Types of Accommodation Requests:
Ergonomics (e.g. keyboard, ergenomic requests, etc.)
Workers’ Comp. (e.g. accommodations related to work related injuries, etc))

Diversity & Inclusion (e.¢. accessibility accommodations related to: hearing and
visual impairments, etc.)

» Employment Policies: Equal Employment Opportunity
The section reading:

Our Equal Employment Opportunity policy is founded on the philosophy that our
employees and applicants for employment must be treated equitably. We do not
discriminate based on-personal preference or physical characteristics; and our
experience confirms that supporting policies and practices with a strong commitment to
equal employment opportunity is a good busingss practice. Our commitment to this policy
applies to every phase of the employment relationship, and we make every effort to
comply with this policy. If, however, you feel you have not been treated fairly in some
way in your Oracle employment, you must, before taking any ‘other action, make a written
complaintto a:Director of the Human Resources Department and to allow individuals
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within the Department g reasonable period of time in which to investigate and informalty
attempt to resolve your-issues.

Was changed to:

Qur Equal Employment Opportunity policy is folinded on the philosophy that our
employees and applicants for employment must be tfreated equitably. We do not
discriminate based on personal preference or physical characteristics, and our
experience confirms that supporting policies and practices with a strong commitment o
equal employment opportunity is a good business practice. Qur commitment to-this policy
applies to every phase of the employment relationship, and we make every effort to
comply with this policy. If you feel you have not been treated fairly in some way, we
encourage you to contact your HR manager or to caif Oracle's Integrity Helpline (800-
679-7417) for assistance. The company takes such matters very seriously and reporting
your claims. internally allows us to.work with vou to investigate and try 1o resolve your
issues.

FY15 Q1/02 Employee Handbook Updates and - Corrections

s Use of Company Resources
The section reading:
The OAUP is found on the Privacy & Security page on the Oracle Legal Department Web
site; click here 1o downioad a copy: If you have questions about-the OAUP, please
contact Peter Lefkowitz, Chief Counsel, Privacy & Security, at

peter.lefkowitz@oracle.com, or privacy wwi@oracle.com.
Was changed to: '

The OAUP is found on the Orscle Legal Department Web site, click here to download a
copy: If you have questions about the OAUP, please contact privacy ww@oracle.com.

« Business Conduct: Ethics Standards

Added the foliowing under the Online Training section:
s Anti-Corruption & Foreign Corrupt Practice Act (all employees)

« Employment Policies: Employment of Relatives
The section reading:
Managers are responsible for promptly addressing any conflict of interest; in
circumstances where it is possible, a potential conflict should be addressed before it
arises. Forexample, a Senior Vice President cannot approve to hire-a relative that would
report directly or indirectly within his/her management chain or influence peers oulside
his/her Line of Business fo hire, transfer, or promote a relative, without prior written

approval. Managers and/or. employees who become aware of a potential conflict of
interest should contact Human Resources immediately.
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Was changedto:

Managers are responsible for promptly addressing any conflict of interest. In
circumstances where it is possible, a potential conflict should be addressed before it
arises.

Additionally, a Senior Vice President (S8VP) or above cannot approve to hire a relative
who would report directly or indirectly within his/her management chain or influence any
hiring manager outside hisfher line of business 1o hire, transfer, or promote-a relative
without securing prior written approval of all parties included in the exceptions to policy
section outlined below. )

Managers and/or employees who become aware of any potential or perceived conflict of
interest should contact Human Resources immediately.

« Compensation: Employee Referral Program
The section reading:
Payment of Referral Bonuses

You must be both-an “active” employee atthe time the referral is made and when the
referral bonus is paid following the new hire’s official start date.

The bonus will appear in your paycheck at the first applicable payroll run and after the
new hire start date, subject to the payroll cutoff schedule. All referral bonuses are paid in
local currency and are subject to local taxes.

Referral Bonus Verification

The hiring manager notifies Human Resources that an employee referred a candidate by
putting the employee's name, userid, and employee id number in the Candidate Source
section of the HR Offer Letter Request or the Web Offer Letter Generator.

Was changed to:
Payment of Referral Bonuses

You must be both an “active” employee at the time the referral is made and when the
referral-bonus is paid following the new hire’s official start date.

The bonus willappear in your paycheck at the first applicable payroll run and after the
new hire start date, subject to the local payroll cutoff schedules, internal validations and
confirmation by the responsible Recruiter or Hiring Manager prior to payout. All referral
bonuses are paid in local currency and are subject to local taxes.

Referral Bonus Verification

All referrals must be-submitted into the system of record at the beginning of the recruiting
process in order for the referral to be valid. Referrals not submitted via the Employee
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Referral Application or submitted aﬁer the start of the recruiting process are not eligible
for a referral bonus.

+ Career Development: Transfers
The-following sections:

The global minimum time in position is 12 calendar months unless specifically addressed
by executive management of the LOB. This is policy for all regions and all businesses
uniess otherwise specified.

Itis the hiring manager’s responsibility to discuss the following areas with the releasing
manager before submitting the "Internal Transfer™ form in the Oracle Self Service
iRecruitment application:

+ Employee performance
¢+ Effective Date of Transfer
« Transfer Process Details

Transferring employees may not begin work in their new positions until the transfers have
been fully approved. The current manager is to release the employee generally within 30
days (generally no later than 60 calendar-days in extreme circumstances) afterthe
initiation of the "Transfer" process. Employee transfers are effective on the date the last
approval is obtained or a future date as noted on the Internal Transfer form. If a transfer
is approved prior to the requested effective date, the requested effective date will be
honored as noted onthe Internal Transfer form in iRecruitment. ‘Oracle is an at-will
employer and the Minimum Time in Position Guidelines do not represent a promise by
the Company to maintain an employee in employment throughout the guideline period.

Provided you have been in a position fora reasonable period of time, we encourage you
to explore opportunities for change and advancement. The global definition for time in
position is typically 12 calendar months. Occasionally, the initial training investment or
project schedule may warrant a longer commitment before transfer to anew position-can
be considered. In such cases it is expected that management will make all affected
employees aware of this exception. Thus, unless otherwise specified by executive
management of the LOB, all employees are welcome to consider a transfer after they
have completed 12 calendar months in their current role.

Both you and Oracle benefit when you are allowed to learn and expand your capabilities
by working in different jobs within the company. A good source for internal job
opportunities is the job postings in the Employee iRecruitment application found in Self
Service Apps, then click iRecruitment Employee. Also, see the section on Job Postings.

Were changed to:
The global minimum time in position is 12 calendar months unless specifically addressed
by executive management of the LOB. This is the policy for all regions and all

busiriesses unless otherwise specified.

It is the hiring manager’s respcnsibility to discuss the following areas with the releasing
manager before submitting an offer in Oracle Recruiting via Self-Service Applications:
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» Employee performance
s Effective Date of Transfer
s Transfer Process Details

Transferring employeées may not begin work in their new positions until the transfers have
been fully approved. The current manager is to release the employee generally within 30
days (generally no laterthan 60 calendar days in extreme circumstances) after the
initiation of the "Transfer" process. Employee transfers are effective on the *hire date” as
noted on the offer. If a transfer is approved prior to the requested effective date, the
requested effective date will be honored as noted on the offer. Oracle is an at-will
employer and the Minimum Time in Position Guidelines do not represent a promise by
the Company to maintain an employee in employment throughout the guideline period.

Provided you have been in a position for a reasonable period of time, we encourage you
to-explore opportunities for change and advancement. The global definition for time in
position is typically 12 calendar months. Qccasionally; theinitial training investment or
project schedule may warrant a longer commitment before transferto a new position.can
be considered. In such cases it is expected that management will make all affected
employees aware of this exception. Thus, unless otherwise specified by executive
management of the LOB, all employees are welcome to iconsider a transfer afterthey
have completed 12 calendar months in their-current role.

Both you and Oracle benefit when you are allowed 1o learn and expand your capabilities
by working in different jobs within the company. A good source for internal job

opportunities is the job postings in the Oracle Recruiting Cloud found in Self Service Apps,
click Employee Self-Service > Taleo Learn. AlSo, see the section on Job Postings.

+ Career Development: Job Postings

The section reading:

You can find appi‘ovedr open positions on Employee iRecruitment, accessible through
Self Service Apps, click iRecruitment Employee.

Was changed to:
You can find approved, open positions in the Oracle Recruiting Cloud, accessible through
Self Service Apps, click Employee Self Service > Taleo Home.

« Compensation: Overtime
The section reading:
If you ére waorking in an hourly position, you are eligible for overtime pay. Your manager
must authorize overtime work in-advance. If you are uncertain of your compensation
status, you should ask your manager.
Generally, Oracle pays non-California employees overtime at the rate of 1.5 times their
regular rate of pay for hours worked in excess 40 hours in a work week, and pays

California employees 1.5 times their regular rate of pay for hours worked in excess of
either 8 inone.day or 40 in one work week, oras otherwise required by law. In addition;,
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where provided by state law, Oracle also pays additional overime as may be required,
including time and a half for the first 8 hours 'worked on the seventh consecutive day of
work in a workweek and double time for hours worked in excess of 12 perday and for
hours worked in excess of either hours on the seventh consecutive day of work in.a
workweek. For specific state overlime rules see http:/imy.oracle comicontentineb/entB80351.

Time off for holidays, sick. days and vacation days is not considered hours worked for
purposes of calculating weekly hours, even when an employee is paid for such time.
Hours worked on holidays and weekends will be counted as hours worked. In addition;
employees will receive holiday pay. Only hours worked at straight fime apply toward the
40-hour workweek total (applicable in states that have daily overime).

Was: changed 1o:
If you are working in-an hourly position, you are eligible for overtime pay.

In general, Oracle will pay overtime eligible employees 1.5 times their regular hourly rate
of pay for all hours worked in excess of 40 hours in a work week. Where federal, state or
local law set standards that differ from Qracle’s policy, Oracle will observe them. For
example, for employees working in California, overtime is paid for hours worked that
exceed 8 hours in a work day and/or 40 hours in a work week and double time is paid for
hours worked that exceed 12 hours in a work day and/or hours worked that exceed 8
hours on the 7th consecutive workday. For specific state overtime rules, ¢lick here.

Time off for holidays, sick days and vacation days is not considered hours worked for
purposes of calculating weekly hours, even when an employee is paid for such time.
Hotirs worked on holidays and weekends wiil be counted as hours worked, Empioyees
working on paid holidays will receive holiday pay; however, only hours worked at straight
time apply when calculating overtime for the workweek (and/or workday for states that
have daily overtime).

Hourly emplioyees are generally required to get pre-approval before working overtime. In
certain genuinely urgent circumstances, you may need to work overtime without approval
and seek subsequent approval from management. Except in those limited circumstances,
you should not work overtime without advance approval or you may be subject to
disciplinary action.

You should ensure that your timesheet accurately reflects all hours you have worked. It is
against Oracle policy for anyene to instruct or encourage you not to record all of your
time worked, and any violation of this policy should immediately be reported to Human
Resources. Employees will be compensated for all overtime worked, regardless of
whether appropriate approvals have been obtained.

1fyou have any questions or you are uncertain about your status with respect to eligibility

for overtime, please do not hesitate to contact your manager or your Oracle Human
Resources representative.

FY14 Q3104 Emploves Handbook Updates and Corrections
s« Business Conduct: Extending, Receiving Business Courtesies
The section reading:
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Oracle recognizes that accepted business practice and common courtesy sometimes
require you to extend entertainment, favors, and small gifts to prospects and customers.

Furnishing meals, refreshments, and entertainment in conjunction with business
discussions with non-government personnel is a commonly accepted practice, but these
courtesies should not violate the standards of conduct of the recipient's organization or of
any contractual agreement with ‘a customer. You are responsible for familiarizing yourself
with any such standards imposed by the customer and for complying with them. In any
case, Oracle prohibits giving gifts, commissions, gratuities or other payments-openly or
secretly-to any individual, firm, or entity as a means of improperly inducing business.

Neither you nor-members of your family may accept gifis, payments, favors, special
considerations, discounts, or entertainment from customers, prospects, or suppliers
beyond the common courtesies of accepted business practices. It is your responsibility to
ensure that if you occasionally accept such gifts, it cannot reasonably be construed as an
attempt by the offering party to secure favorable freatment.

Laws and rules regarding federal, state, local, and foreign government officials are far
more stringent, and employees interacting with these individuals should familiarize
themselves with the accepted standards. For example, Oracle's policy states that you
may not give U.8. federal government personnel anything of value. Under appropriate
circumstances, however, you may give a federal employee a single item with the Oracle
logo, valued at less than $20, or provide simple beverages at a business meeting hosted
by Oracle. You.may also obtain an explanation of laws and government regulations from
the Legal Department. (See the Qracle Code of Ethics and Business Conduct for more
information)

Was changed to:

Oracle recognizes that it is customary in most cultures to extend courtesies, including
meals, refreshments and entertainment as well as modest gifts, to-customers or partners
in-order to foster the relationships that suppert successful business. Today, however;
what was ornice a matter of simple business etiguette is now fraught with risk. In
particular, where the circumstances under which a business courtesy is offered orwhere
the nature, value or frequency of courtesies offered would lead a reasonable observerto
conclude that the courtesy was intended to influence orreward an action or decision of
the recipient or to gain an improper advantage, then the business courtesy may no longer
be viewed as a polite gesture but as a criminal bribe.. Accordingly, Oracle Employees
who offer, promise, make, facilitate or authorize expenditures for business courtesies of
any sort are responsible for ensuring that every such courtesy, whether extended to an
employee of a private-sector company or fo a government official, meets the guidelines
set forth in Oracle's Anti-Corruption Policy and Business Courtesy Guidelines as follows:
a. the business courtesy is justified by a clear and legitimate Oracle business
purpose, such as the promotion, demonstration or explanation of Oracle products or
services or the execution-or performance of a contract;

b. the business courtesy is not offered to influence or reward an action or decision of
the recipient or to obtain any improper advantage;

¢. the nature and value of the business courtesy is reasonable and appropriate to the
recipient’s position and to the occasion, and is not likely fo be reasonably understood
by the recipient or viewed by a reasonable observer as a bribe;
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d. when taken together with business courtesies previously given fo the recipient, the
proposed business courtesy will not, -in nature, value orfrequency, give rise to-an
appearance of impropriety;

- ¢, the-business courtesy will not impose a sense of obligation on the recipient, noris
there any expectation that Oracle or anyone else will receive anything in return; and

f. the business courlesy is allowable under applicable law and the recipient is not on
the Oracle No Gift List.’

It Is permissible to furnish meals, refreshments ‘and entertainment and to make modest
gifts to employees of private-seclor companies so long as in compliance with the
mandatory requirements listed above and with Oracle’s Global Travel and Expense
Policy. Before extending such courtesies to employees of private-sector companies,
please refer 1o the Global Anti-Coruption Policy and Business Courtesy Guidelines for
further specifics on private-sector spending and frequency limits.

Activities that may be acceptable when dealing with private-sector company employees
often are inappropriate or illegal when dealing with government officials. All Employees
who do business with-any government entity, including an international public
organization such as the World Bank or a regional development bank, are responsible for
learning and complying with the rules that apply to government contracting, to funding of
government projects, and to interactions with government officials. Typically, these rules
severely imit and in some cases affogether prohibit offering, promising or providing
business courtesies to government officials. In addition, government officials themselves
are generally prohibited from soliciting, agreeing to accept or réceiving business
courtesies. :

To ensure compliance with these rules, any Employee who offers, promises, provides or
authorizes a business courtesy to a government official must satisfy the mandatory
requirements set forth above. To-avoid even the appearance ofimpropriety, no business
courtesy whatsoever may be offered, promised or provided to any government official
involved in a recent orimminent decision concerning Oracle; its business or properties,
unless the business courtesy is first approved in writing by & member of the Compliance
and Ethics Organization (complianceprogram-appr ww@eracle.com) in your region, or,
for the U.S. and Canada, by the Director of Political Compliance, Inaddition, gifts to
government officials may not include cash, cash equivalents or gift cards. Further, where
a business courtésy, such as an offer of an unpaid internship or a recommendation letter
to the admissions office of your alma mater, has no established value, you must first
obtain the approval of a. member of the Compliance and Ethics Organization, or, for the
.8, and Canada, of the Director of Political Compliance, before offering or promising
such a courtesy. In addition to the mandatory requirements set forth above, there are
further restrictions and public-sector thresholds outlined by region and country in the
appendices of the Global Anti-Corruption Policy and Business Courtesy Guidelines.

With regard to business courtesies you may receive, it's permissible to accept meals,
refreshments, entertainment and gifts from privale-seclor companies with which Oracle
does business, provided each such business courtesy (a) is unsolicited, (b) is justified by
a clear and legitimate business purpose, such as the promotion, demonstration or
explanation of the business partner's products orservices or the execution or
performance of a contract; (¢ Is not offered to influence or reward an action or decision
of the Employee or to obtain any improper advantage, (d) is reasonable in nature and
amount, appropriate to the occasion, and not likely to be viewed by reasonable observers
as a bribe, {e)-when taken togetherwith-business courtesies previously provided 1o the
Employee by the same business paitner, in nature, value or frequency, will not give rise
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to an appearance of impropriety, (fy does not impose a sense of obligation on the
Employee, nor give rise to.an expectation that anyone will receive anything in return; and
(g) is consistent with local laws.’

Additional spending and frequency limits apply to all business courtesies, whetherio an
employee of a private-sector company orto a government official, and approvals are
required for-any courtesies which fall beyond these thresholds. Please refer to Oracle’s
Anti-Corruption. Policy and Business Courtesy Guidelines for more information and
become familiar with the thresholds and required approvals when extending or receiving
business courtesies.

" Contact the Oracle Legal Department or a member of the Compliance and Ethics
Organization for information concerning the laws of the country in which you do business.
Many countries impose limitations on gifts that may be exchanged, even among
employees of private-sector comipanies. For example, in Hong Kong it is unlawful for an
employee of a private-sector company to accept a gift without the prior written approvalof
his of her employer.. The employer must not.grant approval if the gift is intended to
improperly influence or reward an action or decision of the employee.

» Employment Policies: Equal Employment Opportunity
The section reading:

We believe in treating each employee and applicant for employment fairly and with
dignity. We base our employment decisions on merit, experience, and: potential;, without
regard to race, color, national origin, sex, marital status, sexual orientation, gender
identity, age, religion, disability, veteran status, or any other characteristic prohibited by
federal; state or local law.

Was changed to:

We believe in treating each employee and applicant for employment fairly and with
dignity. We base our employment decisions on merit, experience, and potential, without
regard to race, color, national origin, sex, marital status, sexual orientation, gender
identity, age, religion, disability, protected veteran status, or any other characteristic
prohibited by federal, state or'local law.

»  Employment Policies: Diversity

The following section was added:

For information on QOracle’s policy regarding individuals with disabilities, Vietnam kra
veterans and other protected veterans, please visit the Individuals with Disabilities,
Veterans of the Vietnam Era and Other Protected Velerans Policy,

+« Employment Policies: Reasonable Accommodations

Thesection reading:

Oracle provides equitable treatment and reasonable accommodations for employees with
disabilities in accordance with- individual needs, business realities, -and federal and state
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laws. A reasonable accommodation is a modification or adjustmeni to a job, an
employment practice, orthe work environment that makes it possible for a qualified
individual with a disability to-enjoy an equal employment opportunity.  Examples of such
accommodations include job retraining, an adjusted work schedule, special equipment or
transportation, medical leave or job modification to optimize your performance. Please
contact Benefits for more information or to request an accommodation,

Was changed to:

Oracle provides reasonable accommodations for applicants and employees with disabilities
in accordance with individual needs, business realities, and applicable laws and
regulations,

Reasonable accommodations are efforts to remove workplace barriers that prevent or limit
employment opportunities of qualified persons with disabilities and generally involve
modifications or adjustments to 4 job, an employment practice, orthe work environment.
Such accommodations may take many forms based on the type of disability and the needs
of the individual. Examples include job retraining; an adjusted work schedule, special
equipment or transportation, medical leave or job modification to optimize your
performance. Oracle is committed to providing qualified applicants and employees with
reasonable accommodations in accordance with applicable laws and regulations where
such accommodations do not impose an undue hardship on Oracle’s business. Please
contact Oracle Benefits for more information or to request an accommodation.

+« Employment Policies: Anti-Harassment

The section reading:

Oracle is committed to providing a work environment that is free of discrimination. Oracle
does not tolerate harassment of any Kind, including harassmient based on sex, gender,
race, color, religion; age, mental orphysical disability, national origin, marital status,
veteran status, sexual orientation, gender identity, or any other characteristic protected
under federal or state law or local ordinance.

Was changed to;

Oracle is committed to providing a work environment that is free of discrimination. Oracle
does not tolerate harassment of any kind, including harassment based on sex, gender,
race, color, religion, age, mental or physical disability, national origin, marital status,
protected veteran status, sexual orientation, gender identity, or any other characteristic
protected under federal or state law or local ordinance.

¢  Work Environment: No Smoking
The section reading:

The use of tobacco products in the workplace is prohibited in all U.S. facilities. Smoking is
permitted in designated outdoor areas only.

Was changed io;
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The use of tobacco products in-the workplace is prohibited in-all U.S. facilities: Smoking is
permitted in designated outdoor areas only. This restriction includes the use of electronic
cigarettes.

» Employment Policies: Anti-Harassment
The following paragraph was added:

Workplace Bullying is also prohibited. Workplace bullying is defined as repeated
inappropriate behavior that involves acts and/or omissions that a reasonable person would
find threatening, intimidating or humiliating. This behavior may take many forms, including,
but not limited 1o, physical; verbal or non-verbal conductof an-intimidating or degrading
nature, intentional sabotage of an employee's work performance and/or attempts to exploit
an employee's known psychological or physical vulnerability. A single act will normally not
meet this standard; however, an especially severe and/or egregious act may gualify as
bullying. It should be noted that Oracle does not intend for this policy to establish a
standard of unusual workplace civility. ‘In addition, respectful and fair actions taken to set
high standards, demand superior performance, or discipline an employee for poor
performance or illegal and/or unethical conduct are not considered bullying.

Employment Policies: Personal Relationships in the Workplace
The section reading:

We strongly advise against personal relationships where individuals share a direct, indirect
or perceived reporting relationship (either as a supervisor or a subordinate) or where one
individual could influence the terms or conditions of the other's employment (e.g.
performance reviews, career advancement, etc.}. If you are having such a relationship, you
are required to disclose the relationship1o Human Resources immediately. Oracle may
take any actlion it deems reasonable 1o eliminate potential conflict.

Was changed to:

We strongly advise against personal relationships where individuals share a direct, indirect
or perceived reporting relationship (either as a supervisor or a subordinate) or where one
individual could influence the terms or conditions of the other’s employment (e.g.
performance reviews; career advancement, et¢.). If you are having such a relationship, you
are required to disclose the relationship to Human Resources immediately. Oracle may
take any aclion it deems reasonable to eliminate potential conflict.

Although both employees involved in-a consensual relationship are individually responsible
for disclosure, a supervisor's failure to report such a relationship will be regarded as a
serious lapse in his or her management of the workplace and grounds for appropriate
disciplinary action,

e ]

Employment Policies: Reasonable Accommodations
The section reading:
Oracle provides equitable treatment and reasonable accommodations for employees with
disabilities in accordance with individual needs, business realities, and federal and state
laws. These accommodations may include job retraining, an adjusted work schedule,
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special equipment or transportation, medical leave or job modification to optimize your
performance.

Was changed to:

Oracle provides equitable treatment and reasonable accommodations for employees with
disabilities in accordance with individual needs, business realities, and federal and state
laws. A reasonable accommodation is a modification or adjustment o a job, an
employment practice, or the work environment that makes it possible for a qualified
individual with a disability to enjoy an equal employment opporiunity. Examples of such
accommodations include jobretraining, an adjusted work schedule; special equipment or
transportation, medical leave or job modification to oplimize your performance. Please
contact Benefits for more information or o request an accommodation.

«  Work Environment: Telecommuting

The section reading:

Oracle supports telecommuting, on a part- or full-lime basis, with your manager's
approval. Your ability to telecommute depends on the nature of your job and
whether telecommuting promotes departmental goals as determined by your
manager.

Was changed to:

Oracle supports telecommuting, on a part- or full-time.basis, with your manager's
approval. Your-ability to telecommute depends on the nature of your job; your work
performance; your work location, and whether telecommuting promotes
departmental goals as determined by your manager.

« Business Conduct: Protecting Confidential Information
The section reading:

An employee's obligation to protect company confidential information continues even after
the end of his or her employment with Oracle. Moreover, just as Oracle expects its
employees {o abide by their obligations not-to disclose Oracle confidential information after
they leave Oracle, we expect employees to abide by théir obligations to protect the
confidential information of their former employers. No confidential information obtained
during an employee's work at a former employer should be brought on Oracle premises or
used in any form in the employee's work at Oracle.

Was changed to:

All Oracle employees are also required 1o sign a Proprietary information Agreement upon
their hire which, among other things, identifies an employee’s obligation to protect company
confidential information. This obligation continues even after the end of his or her
employment with Oracle, Moreover, just as Oracle expects its employees to abide by their
obligations not to disclose Oracle confidentialinformation after they leave Oracle, we
expect employees to abide by their obligations to protect the confidential information of
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their former employers. No confidential information obtained during an employee's work at
a former employer should be brought-on Oracle premises orused in any form inthe
employee's work at Oracle.

s Compensation: Meal and Rest Periods
The section reading:

To the extent required by law, Oracle provides rest and meal periods to eligible employees.
For specific state meal-and rest period information click here. In California, hourly
employees who work more than five hours in-a workday are entitled to-a 30 minute unpaid
meal period during which they are not permitted to work. You must take your meal period
each workday in which you are entitled to such a break and must do so no later than the
end of the fifth hour of the workday. You also must record the starting and ending work time
and each meal period-on yourtimeshests.

In addition, California hourly employees are entitled to a ten-minute rest break during each
four-hour period of work; in most cases, a morning break and an afternoon break. You
should take these breaks as near the middle of each four-hour work period as possible. In
the event that you encounter some difficulty in taking a meal period or rest break, as
described, Oracle encourages you to immediately notify your manager and Human
Resources so that Oracle can take necessary steps to address any problems.

Was changed to:

Tothe extent required by law, Oracle provides rest and meal periods to eligible employees.
For specific state meal and rest period information click here. In California, Oracle provides
1o its-hourly employees who work more than five hours in a workday a 30 minute unpaid
meal period during which they will be relieved of all duty. Hourly employees who work more
than ten hours in a workday will be provided an additional 30 minute unpaid meal period.
You must take your meal period each workday in which you are entitled to such a break
and must do so no later than the end-of the fifth hour of the workday. You also must record
the starting and ending work time: and each meal period on your timesheets.

In addition, California hourly employees are entitled 1o a ten-minute rest break during each
four-hour period of work or major fraction thereof;, in most cases, a morning break and an
afternoon break. You should take these breaks as near the middle of each four-hour work
period-as possible.

Inthe event that you encounter some difficulty in taking a meal period or rest break, as
described, you must immediately notify your manager and/or Human Resources so that
Oracle can take necessary steps to address any issues,

Business Conduct: Social Media Participation

The following section was added:
Use of social media, including Facebook®, LinkedIn®, Twitter®, Instagram®, blogging,
wikis and other online social tools, is integrated into the everyday lives of Oracle's

employees. As these online activities can impact Oracle’s:business interests as'well as
your ability to do your jobs, it is extremely important that you adhere to the company's
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Social Media Participation Policy, which is may be found on the Trademark & Copyright
Legal internal homepage.

FY13 Q3/Q4Employee Handbook Updates and Corrections
= Business Conduct: Exteniding and Receiving Business Courtesies
The section reading:

Laws and rules regarding federal, state, local, and foreign government officials are far more
stringent, and employees interacting with these individuals should familiarize themselves
with-the accepted standards. For example, Oracle's policy states that you may not give
U.8. federal government personnel anything of value. Under appropriate circumstances,
however, you may give a federal employee a single item with the Oracle logo, valued at
less than $20, or provide simple beverages at a business meeting hosted by Oracle. You
may also obtain an explanation of laws and government regulations from the-Legal
Department. (See the Oracle Code of Ethics and Business Conduct for more information).

Was changed to:

Laws and rules regarding federal, state, local, and foreign government officials are far more
stringent, and employees interacting with these individuals should familiarize themselves
with the accepted standards. For example, Oracle's policy states that you may not give
U.8. federal government personnel anything of value. In limited circumstances extending
business courtesies to a government official may be permissible, but it is'generally required
that you receive prior approval in writing from the Director of Political Compliance.

Please referto the Global Anti-Corruption Policy and Business Couttesy Guidelines for
more information and guidelines relating to the extension and receipt of business
courtesies in both the public and private sector,

FY13 Q1/Q2Employee Handbook Updates and Corrections

+ Employment Policies: Living and Working in Payroll Country
The following policy was addéd:
Living and Working in Payroll Country
Inorder to ensure Oracle and our employees are in compliance with immigration, tax,
and employment laws, Oracle requires all employees 1o live and work in the country
where they are paid. Click here fo view the Living and Working in Payroll Country policy.
« Employment Policies: Employment Eligibility
The seclion reading:
Employment Eligibility

HUMAN RESOURCES
Page 96

CONFIDENTIAL ORACLE JEWETT 00000508

CONFIDENTIAL ORACLE_HQCA_0000399817



ORACLE

U.S. Employee Handbook

Federal law requires Oracle to hire U.8. citizens or non-citizens authorized to work in the
United States: By law, - we must verify the identity and employment eligibility of new
employees and file a federal government Form |-9 for each. one:

New employees must submit a completed, verified Form -9 within three working days of
their starting date, orthey cannot continue to work. Any Oracle Manager or Human
Resources employee may review an employee’s identity and work eligibility decuments
and sign the form. New employees should submit the documentation .to 500 Building, M/S
50PS. For more information contact INS US@oracle.com or visit US Immigration at
htto/fmv.oracte.comfsite/hr/us immigration/index him. ’

Was changed to:
Employment Eligibility

Federal law requires Oracle-to hire U.S. citizens or-non-citizens authorized to work inthe
United States. By law, we must verify the identity and employmient eligibility of new
employees and file a federal government Form 1-9 for each one. Oracle is a participant in
the government's E-Verify program and complies with all requirements of the program for
verifying employment eligibility of Cracle employees. E-Verify is the web-based
equivalent-of the Form 1-9 that electronically verifies an individual's identity and
employment authorization, based on certain acceptable documentation provided by an
individual.

New employees must submit a completed, electronic Form 1-9 within three working days
of their most recent start date at Oracle, or they cannot continue to work. Any Oracle
Manager with direct reports or Human Resources employees may verify an employee’s
identity and work eligibility documents and electronically sign the form. For more
information about this process, please visit our Qracle I-8 Central website or contact us
at: everity us@oracie.com or the America's HR Shared Services Center at: 1-888-404-
2494, Option3, then Option 6.

+«  Employment Policies: Immigration
The section reading:
Immigration

Foreign nationals who do not have permanent resident status must obtain permission
from the Immigration and Naturalization Service (INS) before beginning work. As a
foreign national, you must have a valid visa, specific to Oracle, which allows you 1o begin
work immediately.

Although your manager can assist you in obtaining a work visa, it is your responsibility to
initiate and manage your visa process. Oracle generally pays the routine and necessary
legal fees for your work visa application.

After a reasonable period of time, you may apply for permanent residency. This period of
time varies by organization, but generally ranges from three months at a minimum up to

four years in some organizations. Your manager needs to approve your reguest and
contact Human Resources to implement the process.
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Was ¢hanged fo:
Immigration

Foreigh nationals must have valid work authorization to be employed by Oracle and such
work authorization must be maintained during the entire course of employment with
Oracle. When Oracle is required to sponsor-an individual for employment-based work
authorization, the employee's manager is responsible for initiating the work authorization
case with Oracle's designated US immigration legal supplier. After case is initiated with the
law firm, manager and employee work directly with law firm staff on the work authorization
case,

Employees are eligible to begin permanent residence process after three months of
employment, though managers can waive the three month wait period. Information on how
to initiate all US immigration filings can be found at Oracle's US Immigration website
attpimy.oracle comisite/hr/us immigrationfindex htm. - Oracle covers most normal legal
fees and costs for employees' US immigration filings, with the exception of visa stamp
applications submitted to US embassies and US consulates outside the U8, and certain
support documents required for the final stage of permanent residency processing.

FY12 Q3/4Employee Handbook Updates and Corrections

« Career Development: External Programs
The section reading:
Spending Limits (Revised July 07, 2009)
The annual spending cap for tuition reimbursement is $5,250.00 per calendar

year (January 1 - December 31). Any additional education expenses incurred
beyond this amount must be approved by the SVP of your division.

Please check with your Benefits Representative for the current calendar year
submission deadline.

Was changed to:
Spending Limits (Revised April 2012)
The annual spending cap for tuition reimbursement is $5,250.00 per calendar
year (January 1 - December 31). Any additional education expenses incurred
beyond this amount must be approved by the EVP of your division.
Please: check with your Benefits Representative for the current calendar year
submission deadline.

« Benefits: Workers Compensation

The section reading:
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Questions regarding Workers' Compensation insurance should be directed to Risk Management.at

Was changed to:

Questions regarding Workers’ Compensation insurance should be directed to Risk Management at
{650) 607-0169. For-additional information, refer to hitp://my.oracle comicontent/web/CNTE58196.

F¥12 (11/2 Employee Handbook Updates and Corrections
+ Employment Policies: Non-Oracle Employment
The section reading;

And, before accepting non-Oracle empleyment, inform your manager and obtain his or
her approval-as well as that of a Regional Compliance and Ethics Officer as named in-the

Oracle Code of Ethics and Business Conduct gAttachment B).

You should avoid situations that may lead to absenteeism, tardiness,; poor job
performance, or prevent you from working overtime as needed. We advise you to decline
employment that may result in a conflict of interest, such as working for one of Oracle’s
customers, sub-contractors, or vendors. Remember, you must discuss such activities
with your manager and obtain written approval from your manager, as well as the written
approvals-ofthe Executive Vice President and Regional Compliance and Ethics Officer
for your organization.

Was changed {o;

And, before accepting non-Oracle employment, inform your manager and obtain his or
her approval as well as that of your Executive Vice President (or next level up if there is
not an EVP in your reporting structure) and Regional Compliance and Ethics Officer as
named in'the Oracle Code of Ethics and Business Conduct (Attachment B).

You should avoid situations that may lead to absenteeism, tardiness, poor job
performance, or prevent you from working overtime as needed. We advise you to decline
employment that may result in-a conflict of interest, such as working forone-of Oracle’s
customers, sub-contractors, or vendors. Remember, you must discuss such activities
with your manager and obtain written approval from your manager, as well as the written
approvals of the Executive Vice President (ornext level up if there is not.an-EVP in your
reporting structure) and Regional Compliance and Ethics Officer for your organization.

= Business Conduct: Conflict of Interest
The section reading:
Sometimes conflicts of interest, or the appearance of a conflict, can arise accidentally or
unexpéectedly. If at any time you feel that an actual or potential conflict situation exists,
report all pertinent details in writing to your manager and obtain his/her written approval
as well as the written approvals of the Executive Vice President and Regional
Compliance and Ethics Officer for your organization.

Was changed to:
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Sometimes confiicis of interest, or the appearance of a conflict, can arise dccidentally or
unexpectedly. If at any time you feel that an actual or potential conflict situation exists,
report all pertinent details in writing o your manager and obtain histher written approval
aswell as the written approvals of the Executive Vice President (or next level up if there
is not an EVP in your reporting structure) and Regional Compliance and Ethics Officer for
your organization.

» Career Development: Transfers

The section reading:

It is the hiring manager's responsibility to discuss the following areas with the releasing
manager before-completing the "Transfer/Internal Job Offer" form in Oracle Self Service
HR:

« Employee performance
¢« Effective Date of Transfer
» Transfer Process Details

Transferring employees may not begin work in their new positions until the transfers have
been fully approved. The current manager is to release the employee generally within 30
days {generally no later than 60 calendar days in extreme circumstances) after the
initiation of the "Transfer" process. Employee transfers are effective on the date the last
approval is obtained or a future date as noted on the Transfer/Internal Job Offer form. If
a transferis approved prior o-1he requested sffective dale, the requested effective date
will be honored as noted on the Transfer/Internal Job Offer form. Oracle is an at-will
emplover and the Minimum Time in Position Guidelines do not represent a promise by
the Company to maintain an employee in employment throughout the guideline period.

Was changed to:

tis the hiring manager's responsibility to discuss the following areas with the releasing
manager before submitting the "Internal Transfer” form in the Oracle Self Service
iRecruitment application:

¢ Employee performance
« Effective Date of Transfer
+« Transfer Process Details

Transferring employees may not begin work in their new positions until the transfers have
been fully approved. The current manager is 10 release the employee generally within 30
days (generally no later than 80 calendar days in extreme circumstances) after the
initiation of the "Transfer" process. Employee transfers are effective on the date the last
approval is obtained or a future date as noted on the Internal Transfer form. If a transfer
is approved priorto the requested effective date, the requested effective date will be
honored as noted on the Intérnal Transfer form in iRecruitment.. Oracle is an at-will
employer and the Minfmum Time in Position Guidelines do not represent a promise by
the Companyto maintain an employee in employment throughout the guideline period.

HUMAN RESOURCES
Page 100

CONFIDENTIAL ORACLE _JEWETT 00000510

CONFIDENTIAL ORACLE_HQCA_0000399821



ORACLE

U.S. Employee Handbook

¢ Employment Policies: Relocation
The section reading:

Oracle pays for certain relocation expenses if they are included as part of your written
employment offer. Relocation benefits are generally specified in the offer letter or transfer
approval. All relocation reimbursement is subject to current IRS eligibility guidelines. You
should consult your tax advisor about the potential tax implications of your move.

Oracle's Relocation Program is offered through Lexicon Relocation. Oracle's Relocation
Program does not generally cover 100% of relocation costs, the reimbursement of which
is at the discretion of your manager. Before any relocation reimbursement is received,
you are required to have signed a Repayment Agreement.

You should not take any steps to-initiate your relocation, including listing a home for sale
or engaging a real estate agent, without talking to Oracle’s relocation provider (Lexicon
Relocation). Your manager will initiate your relocation with Lexicon and you will be
contacted if there is any additional information they need from you. You may also contact
Lexicon at (800) 387-8242.

For additional information about Oracle's relocation policy, please contact Oracle’s Global

Mobility group at relocation us@oracle.com. You should ensure you are-familiar with ¢
Oracle’s relocation policy and processes before you initiate your move and/or incur any

relocation expenses.

Was changed to:

Oracle supports some relocation benefits/provisions when they are included as part of
your offer letter or transfer approval from Oracle. All relocation reimbursements are
subject to current IRS efigibility and taxation guidelines. it is recommended that you

. consult your tax advisor about the potential tax implications of your move.

Oracle's U.S. Relocation Program is offered through Lexicon Relocation and is designed
to provide a contribution toward relocation expenses. The program may not cover all
potential costs related to moving, the reimbursement of which is at the discretion of your
manager. Before any relocation provisions or reimbursements are made, you are
required fo sign a Repayment Agreement. The Repayment Agreement will be provided
and collected by Lexicon.

You should not take any steps 1o initiate your relocation, including listing a home for sale or
engaging a real estate agent, without talking to Oracle's relocation provider (Lexicon Relocation).
Your manager will authorize your relocation with Lexicon and you will be contacted if there Is any
additional information they need from you. If you are not contacted by Lexicon; please get in touch
with your manzger to inquire about the status of your refocation authorization.

For additional information about Oracle's U.S. Relocation Policy, please contact Oracle's Global
Wobility:group-at relocation us@oracle:com. You should ensure you:are familiarwith Oracle’s

relocation policy and processes before you begin planning foryour move and/or incur any
relocation expeénses.

FY11 Q34 Employee Handbook Updates and Corrections
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+ Benefits: ORACLEFiex

The sections reading:

QOracleffex

Oracle offers a comprehensive benefits plan, called Oracleflex, which enables eligible employees
to choose the benefits and coverage levels that best meet their neads and those of their eligible
dependents.

Your options include:

= anexiensive selection of medical plans and options with no pre=existing condition
limitations {although not all plans are avallable inall geographic areas);

= preventive and comprehensive dental coverage;

= comprehensive vision care coverage;

= ernployee and dependent life insurance;

= Accidental Death and Dismemberment (AD&D) Insurarnice;

s Long-Term Disabilify (LTD) insurance;

= pre-tax Health Care and Dependent Care Reimbursement Accounts;

= other aftertax options, including group legal services and personal insurance
{aute, homeowner, rental, umbrella).

How Oracleflex is Different (Revised July 1, 2001)

Oracleflex is a "cafeleria-style™ benefits planthat gives you more choices and greater
flexibility than traditional health and insurance benefits plans. It allows you to design a
custom benefits package for your unique situation; You are awarded flex credits that you
can use to purchase benefits, so you can conirol the amount you spend-on each benefit
option. Depending on your needs, you can use all of your flex credits to-purchase a
complete benefits portfolio, or decline some benefits and retain a portion of the credits as
taxable income or direct them to your 401(k) savings plan,

(See the Oracleflex Enrollment Guide for a detafled description of the program and enroliment
procedures.)

Eligibility (Revised January 1999}
You and your eligible dependents may participate in the Oracleflex program if you are:

= - Aregular full-time employee orithe U. 8. payroll working 30 ormore hours per week, or
= Aregular part-time employee on the U.S. payroll working at least'an average of 20 hours
aweek,
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Part-time employees receive a reduced amount-of credits depending on the number of
hours they are regularly scheduled to work perweek. If you are a part-time employee
working an average of 20 hours per week, you receive 50% of the amount of Oracleflex
credits forwhich you would be eligible as a full-tirme employee,

Eligible dependents may include:

= your legal spouse or gualified same-sex domestic partner, although-some
choices are hot available for domestic pariners;

= ynmarried children to age 189, or to age 23 if they are full-time students
dependent on you for support,

= stepchildren whom you support and who live with you in-a parent-child
relationship;

= adopted childten;

= .otherchildren you support as legal guardian and who live with you in a parent-
child relationship, ‘as long as you can provide court documentation verifying your
legal guardianship.

Oracleflex benefit eligibility ends for you and your dependents:
= onthe last day.of your employment with Oracle;
= Upon yourdeath ortotal disability;
s giter 30 days of an unpaid leave of absence;

= gfter you are no longer on paid medical, paid pregnancy disability, or FMLA leave
and have not returned to work,

Making Changes (Revised July:1; 2001)

in addition to the open enroliment period or at the start of your employment, you can
make certain types of changes to your elections when you have a gqualifying change in
family status as defined by the IRS. Qualifying events include:

® . your-marriage or divorce;

®- - birth or-adoption of a child;

= death of @ dependent;

= start end, or change of your spouse's employment andfor insurance coverage;

= @ change from full-time to part-time employment {or vice versa) for you.or your spouse;

= your unpald leave of absence.
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Youmust notify Benefits within 62 (31 days for Kaiser Southemn California and Matthew Thornton}
days of the effective date of the event, and your changes in benefits must be consistent with the
family status change you have experienced. The effective date for all benefits status changes will
be the day you submit the status change, instead of the date the event actually oceurred. The only
exception is when-adding a newborm or adopted child, which is effective onthe date of birth or
placement for adoption. For more information go to;
http/imy.oracle.comysite/hr/RegionalSites/UJ. S fusbenefits/fscfindex htm.

Were changedto:
Oracleflex (Revised May 31, 2011)

Oracle offers a comprehensive benefits plan, called Oracleflex, which enables eligible employees
to choose the benefits and coverage levels that best meet their needs and those of their eligible
dependents.

Your options include:

= anextensive selection of medical plans and options with no pre~existing condition
limitations {although not all plans are available in all geographic areas);

#  preventive and comprehensive dental coverage;

= comprehensive vision care coverage;

#«  emplovee and dependent [ife Insurance;

»  Accidental Death and Dismemberment (AD&D) insurance;

= Long-Term Disability (LTD) insurance;

= pre-tax Health Care and Dependent Care Reimbursement Accounts;
* g Health Savings Account for certain eligible individuals

»  otheraftertax options, including group legal services and personal insurance
{auto, homeowner, rental, ete)

How Oracleflex is Different (Revised May 31, 2011)

QOracleflex is a "cafeteria-style" benefils plan that gives you more choices and greater
flexibility than traditional health and insurance benefits plans. it allows you to designa
custom benefits package for your unique situation. You are awarded flex credits that you
can use to purchase benefits, so you can conirol the amount you spend on each benefit
option. Depending on yourneeds, you can use all of your flex credits to purchase a
complete benefits portfolio, or decline some benegfits and retain a portion of the credits as
taxable income.

{See the Cracleflex Enroliment Guide for a detailed description of the program and enroflment
procedires.)

Eligibility (Revised May 31, 2011)
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You-and your eligible dependents may patticipate in the Oracleflex program if you are:

s Aregular full-ime employee on the U.8. payroll working 30 or mere hours per week, or
= Aregular part-time employee on the U:8. payroll working at least-an average of 20 hours
a'week.

Part<time employees receive a reduced amount of credits depending on the rumber of
hours they are regularly scheduled to work perweek. If youare a part-time employee
waorking an-average of 20 hours per week, you receive 50% of the amount of Oracleflex
credits forwhich you would be eligible as a fulltime employee.

Eligible dependents may include:
= yourlegal spouse or qualified domestic partner;
= ghildren to age 26;

= stepchildren whom'you support and who live with you in a parent-child
relationship;

=  adopted children;

= other children you support as legal guardian and who live with you it 2 parent-
child relationship; as long as.you can provide court documentation verifying your
legal guardianship.

Oracleflex benefit eligibility ends for you and your dependents:

= onthe last day of your-employment with Oracle;
® - upon your death ortotal disability;
= after 30 days of an unpaid leave of absence;

= after you are no longer on paid medical, paid pregnancy disability, or FMLA leave
and have hot returned to work.

Making Changes (Revised May 31, 2011)

In addition to the open enroliment period or at the start of your employment, you can
make certain types of changes to your elections when: you have a qualifying change:in
family status as defined by the IRS. Qualifying events include:

= yourmarriage or divorce;

= birth or adoption of a child;

= death of adependent;

= start, end, or change of your spouse's employment and/or insurance coverage,

= your unpaid-leave ofabsence.
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You must notify Benefits within 62 {31 days for certain HMOs) days of the effective date of the
event, and yourichanges in benefits must be consistent with the family status change you have
experienced. The effective date of coverage for benefits status changes depends on the event you
are experiencing. Once logged in to process your evernt, the Web application will show you what
will be the effective date. Note, however; when adding & newborn or adopted child, the change will
be effective on the date of birth or placement for.adoption. For more information go to:

hitps:/loraclebenefits. com.

« Compensation: Patent Awards
The section reading:

Oracle maintains an active Patent Award Program. Employees should report potentially
paténtable developments to Patent Operations in the Legal Department for-evaluation as
soon as practical. Information on patents and the patent program can be found at

hitoimy oracle.comiponalipage/myo/1ACCEB780E78E 190E040018AEAA34828.

In-appreciation-of its employee-inventors, Oracle grants the following discretionary
recognition awards:

= $1,000 to each Oracle employee-inventor named in the initial filing of a U.S. patent
application on an Oracle invention;

= $1,000 {o each Oracle employse-inventor named in a U8, patent issued from an initial
filing of & U.8. patent application;

= gommemorative plaques 1o inventors upon issuance of each U.8. patent;

» periodic Special Recognition Awards to be shared equally among the Oracle employee-
inventor(s) named on a U.8. patent chosen by Oracle management as having made a
special contribution to Oracle’s Patent Program.

Was changed to:
For information about the Patent Award Program, go to:

http/fmy.oracle. com/portal/page/myo/legal website/Legal®%20-%20Patents%20-
%20Standards.

FY11 G11/2 Employee Handbook Updates and Corrections

s Employment Policies: Employment Categories
The-section reading:

An Oracle temporary employee is hired by Oracle (not an agency temp) fora planned,
limited length of employment and may be either full or parnt time. Temporary employees
are usually hired to complete a specific project, supplement the regular staff during peak
activities, or fill in temporarily for employees on leave. Student interns who work less than
20 hours per week also fit into this category. Cracle temporaries working at least 20 hours
a week are eligible for same benefits.

Was changed to:

An Oracle temporary empioyee is hired by Oracle (not anragency temp) for a planned,
limited length of emiployment and may be eithier full or part time. Temporary employees
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are usually hired to complete a specific project, supplement the regular staff during peak
activities, or fill in temporarnily for employees on leave. Student interns also fit into this
category. Oracle temporaries working at least 20 hours @ week are gligible for some
benefits.

FY10 Q3/4 Employees Handbook Updates and Corrections

« Employment Policies: Employment Categories
The section reading:

An Oracle temporary employee s hired by Oracle (not an agency temp) for a planned,
limited length of employment and may be either full or part time. Temporary employees
are usually hired to complete a specific project, supplement the regular staff during peak
activities, or fill in temporarily for employees on leave. Summer hires and student interns
also fit into this category. Oracle temporaries working at least 20 hours a week are eligible
for some benefits.

Was changed to:

An Oracle temporary employee is hired by Oracle (not an agency temp) for a planned,
limited length of employment and may be either full or part time. Temporary employees
are usually hired to complete a specific project, supplement the regular staff during peak
activities, or fill in‘temporarily foremployees on leave. Student interns who work less than
20 hours per week also fit into this category. Oracle temporaries workmg atleast 20 hours
a week are eligible for some benefits.

« Employment Policies: Equal Employment Opportunity

The following text was added to the end of the second paragraph:

Qur commitment to this policy applies to every phase of the employment relationship, and
we make every effort to comply with this policy. If, however, you feel you have not been
treated fairly in some way in your Oracle employment, you must, before taking any other
action, make a written complaint to a Director of the Human Resources Department and
to allow individuals within the Department a reasonable period of time in which to
investigate and informally attempt to resolve your issues.

«» Employment Policies: Personal Relationships in the Workplace > Employment of

Relatives
The section reading:

Managers are responsible atthe time of hiring, promoting, or transferring employees for
addressing a potential conflict of interest.

Was changed to:
Managers are responsible for promptly addressing any conflict of interest; in
circumstances where il is possible, a potential conflict should be addressed before it

arises.

And, the section reading:
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Shoud any exception to this policy be requested, your managers written approval and
approval by Human Resources, as well as the written approvals of the Executive Vice

President for your organization and the Regional Compliance and Ethics Officer are
required.

Was changed to:
Should any exception to this policy be requested, written approval is required by:

Your manager

The SVF-of Human Resources

The Exscutive Vice President for your organization

The Executive Vice President forthe Line of Business the relative would work
for (if applicable)

« The Regional Compliance and Ethics Officer

e & o e

FY10Q1/2 Employee Handbook Updates and Corrections

« Career Development: External Programs
The section reading:
Speinding Limits (Revised December 30, 2004}
The annual spending cap fortuition reimbursement is-$5,250.00 per calendar
year. Any additional education expenses incurred beyond this amount must be
approved by the 8VP of your division. The $5,250.00 limit is recorded by
calendar year (January 1.~ December 31).

Reimbursements must be submitted to Accounts Payable no later than Dec. 27
to count against that calendar year.

Was changed to:
Spending Limits (Revised July 07, 2009)
The annual spending cap for tuition reimbursement is $5,250.00 per calendar

year (January 1 - December 31). Any additional education expenses incurred
beyond this amount must be approved by the SVP of your division.

Please check with your Benefits Representative for the current calendar year
submission deadline.

¢ Employment Policies: International Travel

Removed the section reading;

Employee International Work Reguest
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Anemployee intemational work request is a request from an-employee to physically work
from a country other than the country in which he/she is payrolled for.a period not to
exceed ninety (90) days. All international work requests require review by the Global
Mobility Group as well as the appropriate approval from seniormanagement.

To be eligible, employees must be employed by Oracle for.a minimum period of six (6)
months. This may be reviewed and waived for exceptional conditions or circumstances.

For more information about-employee international work requests, please go to

hitp//my.oracle.com/portal/page/myo/562EA4BAAIFAEBTEED4D0018AEEA3LTT4.

FY09 434 Emplovee Handbook Updates and Corrections
+ Benefits: Sick Leave
Removed the section reading:

Sick leave is provided for short periods of absence up to seven calendar days whenever
you cannot work due to illness, injury or personal health emergency experienced by you
or by a member of your immediate family, if you are a full-time régular employee or a
part-time regular employee working at-least 20 hours-perweek. “Immediate family”
means child, parent, sibling, spouse, domestic partner {registered under any state or
local law), grandparent or grandchild, whether such family member is related to you
biolegically or through: adoption, marriage or foster care. “Child™ also includes a child of
your spouse or domestic partner as well.as a child with whom you stand in Joco parentis.
When using sick leave, you are required to notify your manager each day you are unable
to report to work, If you are absent for three consecutive days without notifying your
manager, it may be considered a voluntary resignation. In addition, the frequency with
which you request sick leave must be reasonable and the company may deny the use of
sick leave at its discretion. You must record and submit your sick leave taken (via Oracle
Self Service Apps [Payrolt OTL Time Entry]), priorto the time entry cutoff (found on the

payroll calendarat hitp:/fhrweb.us oracle com/globalhr/payrocal.htm).
And changed it to:

For information about Sick Leave. visit the Benefits Web site at

http:/fhrweb us. oracle com/benefits/loapol. him#sick

¢ Business Conduct: Ethical Standards

Under the Online Training section, the section reading: Data Privacy Awareness
Training (all employees) was replaced with: Information Protection Awareness Training
(all employees).

» Career Development: internal Training and Development

Under the Online Training section, the section reading; Data Privacy Awareness
Training (all employees) was replaced with: Information Protection Awareness Training
(all employees).

FYU8 G172 Employes Handbook Updates and Corrections

HUMAN RESOURCES
Page 109

CONFIDENTIAL : ORACLE_JEWETT_00000519

CONFIDENTIAL

ORACLE_HQCA_0000399830



ORACLE

U.S. Employee Handbook

» Employment Policies: International Travel
A new paragraph was added to the International Assignments section:

For mote information about the international assignment policy, please go to
http://my.oracle.com/portal/page/myo/ROOTCORNER/PRACTICESORGANIZATIONS/COR
PORATE ORGS/HR IW/Admin%200TD/hr site files/global hr web/immigration/Oracle
%20IA%20Pclicy.doc.

The last sentence of the International Transfers section was changed 1o:

For more information, go to the Working Worldwide website at
http://my.oracle.com/portal/page/myo/global/Global®%2CHR /immigration/international tt
ansfers.

And the following section was added:

Employee International Work Reguest

An employee intemational work request is a request from an employee to physically work
from-a country other than the country in-which they are payrolled fora period notto
exceed ninety (90) days. All international work requests require review by the Global
Mobility Group as well as the appropriate approval from senior management.

To be siigible, ﬂms*eyess must be employed by Oracle for a minimum period of six (8}
months.. This may be reviewed and waived for exceptional conditions or circumstances.

For more information about employee international work requests, please go to

hito//my.oracle. com/portal/page/myo/562EA4BAASFABS7EED40018AEEASST74.

= Employment Policies: Personal Relationships in the Workplace > Employment of
Relatives

The section reading:

Yourrelatives are ¢ligible for employment with Oracle. For purposes of this policy,
"relative” may include any of the following:

spouse
domestic partner

parent, step-parent, or grandparent

child, including natural, adopted, foster, or siep
sibling, including natural or step relationship
aunt, uncle, cousin, niece, or nephew

in-laws within the above categories

[CREC RGN ¢ 8 ¢ Iy OB 0}

Oracle generally discourages managers from directly supervising a relative because of
the vulnerability to accusations of favoritism. If you recommend or select a relative for
Oracle employment, ‘or'a transfer is proposed that would result in a relative being
assigned within your workgroup, you should disclose the relationship in the approval
process and to your manager. Obtain your manager’s written approval as well as the
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written approvals of the Executive Vice President and Regional Compliance and Ethics
Officer for your-organization:

if you marry or form a domestic partnership with an Oracle colleague whom you
supervise, report the change to your manager. Oracle may take any action it deems
reasonable to eliminate potential conflict.

Was changed to:

Your relatives are generally eligible for employment with Oracle. For purposes of this
policy, "relative” may include any of the following:

spouse
domestic partner

parent, step-parent, or grandparent

child, including natural, adopted, foster, or step
sibling, including natural or step relationship
aunt, uncle, cousin, niece, or nephew

in-laws within the above calegories

& ® & & @ € @

Because of the wilnerability to accusations of favoritism.ora potential conflict of
interest, Oracle generally prohibits managers from directly or indirectly supervising
a relative. Indirect supervision includes reporting within a management chain, as
well as the supervision of work outside of an established management chain, e.g.,
within project teams.

Managers are responsible at the time of hiring, promoting, or transferring employees for
addressing-a potential conflict of interest. For example, a SeniorVice President cannot
approve to hire a relative that would report directly or indirectly within his/her management
chain-or influence peers outside his/her Line of Business to hire, transfer, or promote a
relative, without prior written approval, Managers and/or employees who become aware of
a potential conflict of interest should contact Human Resources immediately.

Employees who become relatives, orform a domestic parinership with an Oracle
colleague, whom they directly or indirectly supervise, must communicate their new
relationship immediately to their manager and Human Resources. Oracle may take any
action it deems reasonable to eliminate a potential conflict of inferest.

Management must also consider the potential for a conflict of interest when hiring a
contractor, either directly or through an agency. Relatives generally should not supervise,
directly or indirectly, a relative, without prior written approval.
Should any exception t6 this policy be requested, your manager’s written approval and
approval by Human Resources, as well as the written approvals of the Executive Vice
President for your organization and the Regional Compliance and Ethics Officer are
required.

e Compensation: Erhployee Referral Program

The section reading:
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Oracle's Referral Bonus program pays the following amounts to those who refer people whoare
hired forwork at Oracle:

‘Salary Amount for newhire JAmountof Referral Bonus
1$0-839,999 ""'" $500 )
[B40000andup s100

The referral bonus amount may be different if the new hire's division is running a special referral
bonus program. Please contact the sponsoring division for more information. Or, to check on a
specific emplovee referral contact referrakhelpdesk us@oracle.com.

Payment of Referral Bonuses: (Revised July 1, 2001)
You must be an "active” employee when the referral is made and when the referral bonus
is'paid. The referral bonus is paid as soon as administratively possible following the new
hire's start date.

The subrmigsion and payment of referral bonuses is grranged in accordancs with the
payroll calendar.

Referral Bonus Verification:
The hiring manager notifies Human Resources that an employee referred a
candidate by putling the employee's name, userid, and employee id number in
the Candidate Source section of the HR Offer Letter Request or the Web Offer
Letter Generator.

For more information on Payment of Referral Bonuses,; Referral Bonus Eligibility
Guidgsiines, and Verilying a Referral Bonus, please see the Empioyee Referral
section of the Human Resources Hiring page at
hitpeiimyv.oracle.comfportalipage/myvo/tACCEBTS 180E040018AE 4028,

Was changed to:

Oracle’s Employee Referral Program pays referral bonuses to US employees who successfully
refer individuals who are hired for work at Oracle in North America.

The referral bonus amount may be different if the new hire's division is running-a special Enhanced
Referral Program. Please contact the sponsoring division for more information, Or, 1o check ona

_specific employee referral, contact referral-helpdesk us@oracle.com.
Payment of Referral Bonuses:

You must be both-an "active” employee at the time the referral is made and when the referral
bonus is paid following the new hire’s official start date.

The bonus will appear in your paycheck at the first applicable payroli run and after the new hire
start date, subject to the payroll cutoff schedule. All referral bonuses are paid inlocal currency and
are subject fo local taxes.

Referral Bonus Verification:
The hiring manager notifies Human Resources that an employee referred a candidate by putting
the employee's harme, userid, and employee id number in the Carididate Source section of the HR

Offer Letter Request or the Web Offer Letter Generator,

For mere information on Payment of Referral Bonuses, Referral Bonus Eligibility Guidelines,
Verifying a Referral Bonus, or to submit a referral, please see the Global Employee Referral
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Program page at
nttp//my.oracie.comiportalipage/myo/globaliGlobal%20HR/IGIcbal%20Emplovee%20Referral %20F

rogram.

+ Compensation: Focal Salary Review
The section reading:

The Focal Salary Review process for all other employees, if approved, typicallyis
effective September 1st. An employee on a leave of absence receives, if approved, their
salary increase when they return to work.

Was changed to;

The Focal Salary Review process for all other employees, if approved, typically is
effective December 1st. An employee on a leave of absence receives, if approved, their
salary increase when they return to work.

¢ Benefits: Vacation
The section reading:

When you reach your maximum acerual, you stop accruing vacation time until you reduce your
balance by taking a vacation and reporting the hours taken. You must record and submit your
véacation taken (via Oracle Self Service Apps [Payroll OTL Time Entry]), prior to the time entry
cutoff. (found on the payroll calendar at hitp://hrweb us.oracle.com/globalhr/payrocal.htm).

Youwill not begin accruing vacation at the start of the new payroll calendar if you are at the
maximum acerual amount. If your vacation is submitted after the payroll cutoff date, you will begin
accruing vacation time again the next pay cycle after you have reported the vacation hours taken.

Was changed to:

When you reach yourmaximuim acerual, you stop accruing vacation time until you reduce your
balance by taking a vacation and reporting the hours taken. If your vacation is submitted after a
payroll cutoff date, you will begin accruing vacation time again the next pay cycle afteryou have
reported the vacation hours taken. Employees are obligated to record and submit ali vacation
taken via Oracle Self Service Apps [Payroll OTL Time Entry].

FY08 Q34 Employes Handbook Updates and Corrections
¢ Benefits: Employee Stock Purchase Plan > Enrollment, Changes and Cancellation

The section reading:

Employee Stock Purchase Plan Enrollment Forms can be obtained from Stock Plan
Administration. You may enroll in either offering period (beginning in October or Aptily any
year, provided you submit your enroliment form'to Stock Plan Administration by the
deadline specified on the enrollment form:

Use the same formto cancel your participation at-any time. If Stock Plan Administration
receives the form before the 15th day of the last month ef the offering period, you are
refunded the entire amount that was deducted during the period. If you miss the deadline,
the deducted amount goesto purchase stock, and your participation terminates at the
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beginning of the next offering period.

You may increase or decrease the amount withheld at any fime during the six-meonth
offering period,

Ifyou leave the company oni or before the 15th day of the last month of an offering period
{in Beptember or March), you are withdrawn automatically as of your termination date; and
any money you contributed during the current offering peried is refunded without interest.
If you leave the company on-or after September or March 16th, you may leave your
period-to-date contributions in the planto purchase stock on the exercise date.

Unless you direct a change, you are notwithdrawn from the plan during an approved
leave of absence. If you are on paid Jeave, you may continue to contribute. If you areon
unpaid leave, your contributions stop untityou réturn to work, and then resume
automatically.

Was changed to:

You can enroll,-change your percentage of contribution and/or cancel vour participation (withdraw)
by logging into your account at vaww netbenefits, fidelity. com.

You may enrollin either offering period (beginning in October or April) only during an apen
enroliment period (Feb 15~ Mar 15.and Aug 15~ Sep 15). If you canceliwithdraw before the 15th
of the last month of the offering petiod, you will be refunded the entire amount that was deducted
during the period. 1f you miss the deadline, the deducted amount will go to purchase stock and your
participation will terminate-at the beginning of the next offering period.

You may increase ordecrease the amount withheld at any time during a six-menth offering period.
Ifyou leave the Company on or before the 15th day of the last month of an offering period (in
September or March), you will be withdrawn automatically as of your termination date and any
money you contributed during the current offering period will be refunded fo you, without interest. If
you leave the Company on orafter September 16th or March 16th, you may leave your period-to-
date contributions in the Plan to purchase stock oh the exercise date.

Unless you make a change, you are not withdrawn from the Plan during an approved feave of
absence. If you-are on paid leave, you may continue to contribute. If you are on unpaid-leave, your
contributions will stop until you return to work and then they will resume automatically.

Please call Fidelity Investments direct at 800-544-9354 if you need gssistance with your Employee
Stock Purchase Plan enroliment, changes and/or withdrawal.
FY08 2112 Emplovee Handbook Updates and Corrections
¢ Career Development: Transfers
The below section was added;
The globat minimum time in position is 12 calendar months unless specifically addressed

by executive management of the LOB. This is policy for all regions and all businesses
unless otherwise specified.

it is the hiring manager’s responsibility to discuss the following areas with the releasing
manager before completing the "Transfer/Internal Job Offer” form in Oracle Self Service
HR:
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¢« Employee performance
o  Effective Date of Transfer
e Transfer Process Details

Transferring employees may not begin work in their new positions until the transfers have
been fully approved. The current manager is to release the employee generally within 30
days {generally no laterthan 80 calendar days in ‘extreme circumstances) after the
initiation of the "Transfer” process. Employee transfers are effective on the date the last
approval is obtained or a future date as noted on the Transfer/Internal Job Offer form. If
a transfer is approved prior to the requested effective date, the requested effective date
will be honored as noted on the Transferfinternal Job Offer form. Oracle is an at-will -
employer and the Minimum Time in Position Guidelines do not represent a promise by
the Companyto maintain an-employee in employment throughout the guideline period.

And the section reading:

Provided you have been in.a position for a reasonable period of time, we encourage you
to explore opportunities for change and advancement. What is considered to be a
reasonable period varies by organization and job, but generally ranges from six months
to'a maximum of 24 months in some positions. Occasionally, the initial training
investment or project schedule may warrant a longer commitment before transferto a
new position can be considered.

Both you and Oracle benefit when you are allowed to learn and expand your capabilities
by working in different jobs within the company. A good source for internal job
opportunities is the job postings in the Employee iRecruitment application found in Self
Service Apps, then click iRecruitment Employee. Also, see the section below on Job
Postings.

Was changed to:

Provided vou-have been in'a position for a reasonable period of time, we encourage you
to explore opportunities for change and advancement. The global definition for time in
position is typically 12 calendar months. Occasionally, the initial training investment or
project schedule may warrant a longer commitment before transfer to a new position can
be considered. In such cases it is- expected that management will make all affected
employees aware of this exception. Thus, unless otherwise specified by executlive
management of the LOB, all employees are welcome to consider a transfer after they
have completed 12 calendar months in their current role.

Both you and Oracle benefit when you are allowed to learn and expand your capabilities
by working in different jobs within the company. A good source for internal job
opportunities is the job postings in the Employee iRecruitment application found in Seif
Service Apps, then click iRecruitment Employee. Also, see the section.on Job Postings.

And the section reading:

Compensation
Because a transfer is defined as a change in jobs within a career level, there is
generally no increase in salary or other compensation unless your current salary
places you below the minimum range:for the new job. As with a promotion, any
salary orother compensation adjustment associated with a transfer must be
approved by the appropriate levels of management. Transfers between countries
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require special approvais, particularly when they involve expatriate compensation
arrangements. (See the Internationsl Assigniments and Transfers section formore
information.)

Was changed to:

Compensation
Because a transfer Is sometimes defined as a change in jobs within a career
level, a transfer can gceur with no increase in salary or other compensation
unless your current salary places you below the minimum range for the new job.
However, -on occasion a transfer may occur which will require a change in career
level and salary.- In such cases, compensation and career level-will be reviewed
and considered by the new management team. Appropriate levels of
management must approve any compensation adjustment associated with a
transfer. Transfers between countries require special approvals, particularly
when they involve expatiiate compensation arrangements. (See the Intermational
Assignments and Transfers section for more-information.)

« Employment Policies: Relocation (Domestic)

The relocation company was changed from Paragon Relocation Resources to Lexicon
Relocation.

The sections reading:

Oracle's Relocation Program'is offered through Paragon Relocation Resources. Oracle's
Relocation Program does not generally cover 100% of relocation cosis, the
reimbursement of which is at the discretion of your manager. Before any relocation
reimbursement is received, you are required to-have signed a Repayment Agreement.
Your manager will initiate your relocation online through Paragon. And shortly after that,
you will be emailed a URL where you will be instructed to complete an assessment,
which staris the relocation process. You can contact the Oracle Paragon Team at (877)

502-5759 or oracle@paragonrti.com.

For additional information about Oracle's relocation policy or Paragon's services please
refer 1o hitps /fextw3c pdr comiorbitt. You should review this Web site before you initiate
your move and/or incur any relocation expenses.

Were changed to:

Oracle's Relocation Program is offered through Lexicon Relocation. Oracle's Relocation
Program-does not.generally cover 100% of relocation-costs, the reimbursement of which
is at the discretion of your manager. Before any relocation reimbursement is received,
you are required to have signed a Repayment Agreement.

You should not take any steps to initiate your relocation, including listing a home for sale
or-engaging a real estate agent, without-talking to-Oracle's relocation provider (Lexicon
Relocation). Your manager will initiate your relocation with Lexicon and you will be
contacted if there is any additional information they need from you. You may also contact
Lexicon at (800) 387-8242,

For additional information about Oracle's relocation policy, please contact Oracle’s Global
Mobility group at relocation us@oracle com. You should ensure you-are familiar with
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Oracle’s relocation policy and processes before you initiate your move and/or incur any
relocation expenses.
FYO07 Q34 Employee Handbook Updates and Corrections
s Benefits: OracleFlex > Making Changes
Remove this criteria for making changes:

» A change from full-time to part-time employment (or vice versa) for you or your
spouse;

« Employment Policies: Personal Relationships in the Workplace > Employment of
Relatives

The following sentence was added:

Obtain your manager's written approval as well as the wiitten approvals of the Executive
Vice President and Regional: Compliance and Ethics Officer for your organization:

« Employment Policies: Non-Oracle Employment
The section reading:

Remember, you must discuss and receive approval for such activities with your manager
and a business conduct officer.

Was changed to:

Remember, you must discuss such activities with your manager and obtain written
approval from your manager; as well as the written approvals of the Executive Vice
President and Regional Compliance and Ethics Officer for your organization.

+ Business Conduct: Conflict of Interest
The section reading:

If at any time you feel that an actual or potential conflict situation exists, report the details
to your manager in writing. Your manager will determine if a conflict exists and what
actions, if any, should be taken to eliminate the conflict or appeararice of a conflict. If
appropriate, your manager may refer the matterto a business conduct officer as defined
in the Cracle Code of Ethics and Business Conduct. ‘

Was -changed to:
If at any time you feel that an actual or potential conflict situation exists, report all
pertinent details in-writing to-your manager and obtain his/her written approval as well as

the written approvails of the Executive Vice President and Regional Compliance and
Ethics Officer for your organization.

¢« Career Development: Internal Training and Development Programs
Revised this section by adding the following mandatory compliance education-training information:
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in-addition, you are required to complete the foliowing mandatory compliance training
courses:

Online Training

® Ethics and Business Conduct Training (all employses)
° Sexual Harassment Awareness Training (all employees)
® Data Privacy Awareness Training {all employees)

Additional Training

® AllUS Managers are required to complete a two hour Sexual
Harassment Awareness Training for Managers course in
accordance with both California Assembly Bill 1825 and Oracle
policy.

It is your responsibility to check the Compliance Training page for more information
regarding these courses and others you may be required to take,
» Business Conduct: Ethical Standards

Revised this section by adding the following mandatory compliance education training information:

In-addition, you are required to complete the following mandatory compliance training
courses:

Online Training

® Ethics and Business Conduct Training {all employees)
® Sexual Harassment Awareness Training {all employees)
L] Data Privacy Awareness Training (all emiployees)

Additional Training

s AlLUS Managers are required to complete a two hour Sexual
Harassment Awareness Training for Managers course in
accordance with both California Assembly Bill 1825 and Oracle
policy.

Itis your resporisibility to check the Compliance Training page for more information

regarding these courses and others you may be required to take:

= Benefits : Vacation
http:fimv.oracle comyportal/page/myolglobal/Global%20HRUIS % 20Employee%20Handb
ook/Benefits/vacation
The section reading:

When you reach your maximum accrual, you stop accruing vacation time until you reduce
your balance by taking a vacation and reporting the hours taken. You must submit your
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vacation taken priorto the time entry cutoff (found on the payroll calendarat
http:/fhrweb.us.oracle.com/globalhr/payrocal.htm).

Was changed to:

When you reach your maximum accrual, you stop accruing vacation time until you reduce
your balance by taking a vacation and reporting the hours taken. You must record-and
submit your vacation taken (via Oracle Self Service Apps [Payroll OTL Time Entry]), prior
tothe time entry cutoff (found on the payroll calendar at
hitp//hrweb.us.oracle.com/globalhr/payrocal.htm).

This section was added:

You can use your paid vacation time for any reason or occasion — for rest and relaxation,
to take a trip, to take care of personal or family matlers, to take a friend or family member
to a medical appointment, and/or to supplement Sick Leave.

The section reading:

You may schedule your vacation at any time during the year, with your manager's
approval.

If your employment at Oracle ends, your final paycheck includes compensation for any
unused vacation. You may not otherwise receive pay in lieu of accrued vacation. If you
were advanced unaccrued vacation, the amount advanced is deducted from your final
paycheck. Accrued vacation cannot be used fo extend yourtermination date; yourlast
day of Oracle employment cannot be a holiday or vacation day.

Was changed to:

You may schedule use of yourvacation at any time during the year, with your manager's
pre-approval. If you need to use your vacation benefits on a date and for a reason that
was not foreseeable, as in the case of an emergency situation, you must promptly inform
your manager of your absence and record use of your vacation time taken prior to the
time entry cutoff for the period during which you used your accrued vacation time (found
on the payroll calendar at http://hirweb.us oracle.comvglobalthi/payrocal htm). If your
employment at Oracle ends; yourfinal paycheck includes compensation for any unused
vacation. You may not otherwise receive pay in lieu of accrued vacation. If you were
advanced unaccrued vacation, the amount advanced is deducted from your final
paycheck. Accrued vacation cannot be used to extend your termination date; your last
day of Oracle employment cannot be a holiday or vacation day.

And the Sick Leave section was added.

+ Employment Policies: Harassment :
hitp://fimy.oracle.com/portal/page/myo/ilobal/Global% 20HR/US% 20Emploves%20Handb
ook/Employment%20Policies/harrassment
Revised this section by adding gender identity.

This section reading:

Oracle is committed to providing a work environment that is free.of discrimination. Oracle
does not tolerate harassment of any kind, including harassment based on sex, gender,
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race, color, religion, ‘age, mentalor physical disability, national origin, mantal status,
veteran status, sexual orientation, or-any other characteristic protected under federal or
state law or local ordinance.

Was changed to:

Oracle is committed to providing 4 work environment that is free of discrimination. Oracle
does not tolerate harassment of any kind, including harassment based on sex, gender,
race; color, religion, age, mental or physical disability, national origin, marital status,
veteran status, sexual orientation, gender identity, or any other characteristic protected
under federal or state law or local ordinance.

FY07 Q1/2 Employee Handbook Updates and Corrections (SENDMAIL sent December
2006}
+ Use of Company Resources:

hitpfmy.oracle.comfportallpage? pageid=38,660708698& dad=mvyo& schema=PHP

This entire section was re-written, This:section is now briefly summarized and employees
aredirected to read Oracle's Acceptable Use Policy found on the Legal Web site,

* Employment Policies: Equal Employment Opportunity:
http/fmy oracle comfpotial/page? pageid=38 67205788 dad=myo& schema=PHP
Revised this section by adding gender identity.

This section reading:

We belleve in treating éach employee and applicant for employment fairly and with
dignity. We base ouremployment decisions on merit, experience, and polential, without
regard to race, color, national origin, sex, gender, marital status, age, religion, disability,
or sexual orientation.

Was changed to:

We believe in treating each employee and applicant for employment fairly and
with dignity. We base our employment decisions on merit, experience, and
potential, without regard to-race, color, national origin, sex, marital slatus, sexual
orientation, gender identity, age, religion, disability, veteran status, of any other
characteristic prohibited by federal, state or local law.

= Employment Policies: Documentatlon

Rewsed first bullet by addi mg & Muiual Agreement to Arbltrate Emptoyment Agreement
& Mutual Agreement to Arbitrate.

This section reading:

Regardiess of youremployment classification, you must sign-and submitthe
following documentation as a condition of your employment:

= Employment Agreement
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Proprietary Information Agreement

Employment Eligibility Verification (Form [-9)

Employee's Withholding Allowance Certificate (Form W-4)
Personal Information Sheet

Federal Procurement Integrity Act (Oracle Government Employees)

Was changed to:
Regardless of your employment classification, you must sign and submit the
following documentation as a condition of your employment:

Employment Agreement & Mutual Agreement to Arbitrate
Proprietary Information Agreement

Employment Eligibility Verification (Form:[-9)

Self ID'Form )

Signed Privacy Policy Form

Employee’s Withholding Allowarnce Certificate (Form W-4)
& Personal Information Form

Federal Procurement Integrity Act (Oracle Government Employees)

¥ OQ O 0D 00

= Employment Policies: Reasonable Accommuodations
http:/fimy.oracle. com/portal/page? pageid=38.6720578& dad=myo& schemea=PHP

Revise 2nd paragraph by adding "medical leave”: These accommodations may include
job retraining, an adjusted work schedule, special equipment or transportation, medical
leave or job modification to optimize your performance.

This section reading:

Oracle provides equitable treatment and reasonable accommodations for
employees with disabilities in accordance with individual needs, business
realities, and federal and state laws. These accommodations may include job
retraining, an adjusted work schedule, special equipment or transportation, or job
modification to-optimize your performance.

Was changed to:

Oracle provides equitable treatment and reasonable accommodations for employees with
disabilities in accordance with individual needs, business realities, and federal and state
laws. These accommodations may include job retraining, an adjusted work schedule,
special equipment or transportation, medical leave or job modification to optimize your
performance. : g

Employment Policies: Employment of Relatives:

http/fimy.oracle com/portal/page? pageid=38 67205908 dad=myo& schema=PHP
This section was revised to include policy regarding transfer of employees.

This section reading:

Oracle generally discourages managers from directly supervising a relative
because of the vulnerability to accusations of favoritism. If you recommend or
select a relative for Oracle employment; you should disclose the relationshipin
the approval process.
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Was changed 1o;

Oracle generally discourages managers from directly supervising a relative because of
the vulnerability to accusations of favoritism. If you recommend or select a relative for
Oracle employment, or a transfer is proposed that would result in a relative being
assigned within your workgroup, you should disclose the relationship inthe approval
process and to your manager.

« Employment Policies: Personal Information
hitpifmy oracle comfportalipage? pageid=38.67206398 dad=myo& schema=PHP
The paragraph was rewritten.
This section-reading:

Your personnel file contains personal and job-related information about you. We use this
information for internal purposes only. We will not release it, except as required by law, to
any external person or agency without yourwritten permission,

Was changed to read:

Oracle is committed 1o protecting the privacy and security of your personal information,
Personal information is the information you provide and we use for the purpose of
maintaining your employment with Oracle that either identifies you or permits you to be
identified. The Oracle Internal Privaty Policy sets forth Oracle’s practices for treatment of
your personal information and the requirements for the privacy protection of personal
information to which you may be provided access. The Oracle Internal Privacy Policy is
also available on the Global Legal portal.

= Employment Policies: International Assignments and Transfers

http:/fmy.oracle.comipotial/page? pegeid=38 67200848 dad=myo& schema=PHP
Rernamed this section to International Travel and added US Outbound Immigration

paragraph, Deleted third paragraph in International Assignments,

This section reading:

s International Assignments and Transfers (Revised August 2000)
bltp:/imy.oracle.com/pottalipage/myo/1ACCHFB76CECOE180E0400 18AEAA34998

international Transfers

If at the end of an international assignment an employee decides to take
a position in the host country and make the host country his/her home
country, the same process applies.

Was renamed and changed to:
International Travel (Revised Oclober 2008}
US Qutbound Immigration

If you travel andfor work abroad you may be required to obtain a business visa
and/or work permit. For more information about US Qutbound Immigration, at

hitp/imy.oracle. com/portal/page/myo/1ACCFBT4B656E 190804001 8AEAAS4928
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If you have any questions, please contact the Global Mobility Group at
intlhr “us ww@oracle.com.

= Work Environment: Substance Abuse:
http:/fmy.oracie.com/portalipage? pageld=38,6746911& -dad=myo& schema=PHP

This section reading

While the consumption of alcoholic beverages may occasionally be appropriate
when éentertaining customers, you should exercise good judgment and avoid
excessive drinking.

Was changed to;

While the consumption of alcoholic beverages may occasionally be appropriate when
entertaining customers or at other Oracle functions; you should exercise good judgment
and avoid excessive drinking. )

= Business Conduct: Expense Reports

http/imy.oracle.comfportal/page? pageid=38.6765560& dad=myo& schema=PHP
This paragraph was added:

The use of your AMEX card for business expenses and the Credit Card Integration (CCl)
process for payment/remittance is mandated per corporate:policy. For general questions
on the CCl process, please contact Global Expense to Pay at global-e2p ww.

= Business Conduct: Use of Company Resources
This entire section was removed:

You may not sell, loan, give away, or dispose of company property without proper authorization,
and all Oracle assets must be used for proper purposes atall times. Improper use includes
ynauthorized personal use-of company property, including computer equipment, software, and
data. Furthermiore, you miust not, without appropriate approval, obligate the companyto any
expense.

We expect you to use the highest standard of care 16 protect Oracle property fromtheft or loss,
taking into particular account the vulnerability of laptop computers. The company may require
reimbursement for the replacement cost of company property if it results from gross negligence or
misconduct on the part of the employee.

¢ Business Conduct: Protecting Confidential Information
hitp:fimy oracle.comiportalipage? pageid=38,6765837& dad=myod_schema=PHP
This entire section was re-written. This section is briefly summarized and employees-are
directed to read Oracle Information Protection Policy found on the Legal Web site.

= Benefits: Holidays:

hitp:/fmy.oracle.com/portal/page? . pageid=38 67873918 dad=myvo& schema=PHP
This section was updated to reflect a new holiday making eight total holidays. Martin
Luther King, Jr. Day was the holiday added. And policy regarding absences for religious
observances was added.

This section reading:
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Except for houily employees, absences of a full day or more for religious observances
{other than the ones provided for by this policy) should be taken as vacation time.
Absences of less than a full day for religious observances will generally be
accommodated under the flex-time policy.

Was changed io:

Full-time regular employees and pari-time and temporary employees who are listed in the
HR database as working at least 20 hours perweek are eligible for paid holidays.
Employees listed in the HR database as working less than 20 hours per week are
ineligible for paid holiday fime. ’

Absences for religious observarices (other than the ones provided for by this policy)
should be taken as vacation time.

« Benefits: GoalPlanner;
Removed entire section on GoalPlanner, Fidelity Employee Investment Services (EIS),
since this benefit is no longer offered.

#  Compensation:

httoo/fmy oracle.comfportalipage? pageld=38.66978158 dad=tvod schema=PHP
The first paragraph of this section was changed to reflect total compensation.

This section reading:

Oracle compensates and rewards you based on your contributions to Oracle ‘and in-accordance
with Orgcle's business performance and success inthe marketplace. Your total compensationis a
combination of vour base salany and performance-ralated bonuses or commissions and other
incentives. To determine your salary and total compensation package, we take into account market
research, your career fevel, and yourindividual performance. Market research assists usin
assessing what competitive companies pay for comparable jobs. Oracle's goal is to attract, retain,
and motivate the very best.employees: Central to Oracle’s compensation philosophy are:

Was changed to;

You are compensated and rewarded based on your contributions to Oracle and in
accordance with Oracle's business performance and success in'the marketplace. Your
total cash compensation is comprised of your base salary and performance related
bonuses or commissions and other incentives. To determine your salary and total cash
compensation package, we take into account market research, your career level, and
your individual performance. Market research assisis us in assessing what competitive
companies pay for comparable jobs. Oracle's goal is to altract, retain, and motivate high
caliber; high performing employees. Central to Oracle's compensation philosophy are:

« Compensation: Timesheets
http Wy oracle.comfportalfpage? pageid=386787581& dad=myol schema=PHP
References to non-exempt were changed to hourly throughout this section. Deleted 4th,
6th and 7th paragraphs below. Also, changed “normal” workweek to Monday through
Sunday for most employees and Saturday through Friday for those employees who use
OTL for Projects.

This section reading:
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To enter time; goto the MyOracle page > Self Bervice Apps » Oracle Employee Self Service >
Time Entry.

Part time employees should use the same path'as above and fill out total worked-and non-worked
hours each week. Part time employees are required to fill out timesheets each week even if they
did not work.

Salaried non-exempt employees are paid for regular hours in each paycheck forthe pay period just
ending. Salaried nonexempt employees should log onto Employee Self (follow the path-above) and
fill out total exception time and overtime worked each week, Salaried nonexempt employees are
required to fill out timesheets each week even'if they did notwork.

Was changed to:

All hourly employees must submit timesheets each week in orderto be properly
compensated. Hourly employees are required to record all hours; including starting and
ending work time and meal periods. They also must report all exception time including,
overtime (if any), vacation taken, jury duty pay, military pay,-and shift premiums each
week. Salaried employees eligible Tor shift pay should also fill out weekly timesheets
indicating all shift premiums.

Oracle's workweek is Monday through Sunday. All timesheets must be submitted to
Payroll before the cutoff deadline, The payroll schedule can be found at
http:fhrweb.us.oracle.comiglobalhr/payrocalhim

To enter time, go to MyOracle > Self Service Apps > Oracle Employee Self Service >
Time Entry at _https:/global-
ehusiness. oraclecorp. com/OA HTMLIOA jsp?0AFunc=0AHOMEPAGE&akRegionApplic

ationld=0&navRespld=1004386&navRespAppld=178&navSecGrpld=08iransactionid=15
4026406&0ape=2 and use your Self Service Username and Password.

Part time employees should use the same path as above and fill out total worked and
non-worked hours each week. Part time employees are required to fill out timesheets
each week even if they did not work.

All timesheets must be submitted 1o Payroll before the cutoff deadline.

= Compensation: Overtime
hitoi/fmy oracle. comfpotial/page? pageid=38 87976408 dad=myo& schema=PHP

The first paragraph in this section was changed.
This section reading:

If an employee works in a nonexempt position; he or she is eligible for overtime
pay. The employee's manager must authorize overtime work in advance.
Employees that are uncertain whether their status is nonexempt or exempt,
should ask their manager.

Was changed to:
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If you are working in an hourly position, you are eligible for overtime pay. Your manager
must authorize overtime work in advance. If you are uncertain of your compensation
status, you should ask your manager. :

= Compensation: Global Performance Bonus Plan (GPBP)
httpimy.oracle comfportalipage? paqeid=38.67876209& dad=rmivo& schema=PHP
This section was revised due to change in the annual bonus plan. The first and
second paragraphs in this section were changed.

This section reading;

For FY08, in December and June, Oracle management reviews all eligible employees’
performance for possible cash bonus rewards. Bonuses are not conSIdered entittements
and are distributed at the sole discretion of the company.

You may be considered for a bonus if your employment status is™

active,

regular;

on the Global Performance Bonus Plan,

waorking 20 or more hours a week,

employed forat least two months during the bonus period,

eligible for at least 30 days of the bonus period; and

employed by Oracle without a pending termination date on the day the bonuses
are paid unless spegcific country labor laws require otherwise,

Was changed to:

Oracle management reviews all eligible employees' performance for possible ¢ash bonus
rewards, Beginning in FY07, the Global Performance Bonus Plan is funded and bonuses
distributed once annually after the close of the fiscal year if performance measures are
achieved. Bonuses are not entitlements; bonuses are discretionary and are distributed,
at the sole discretion of the company, only fo employees who meet the eligibility
requirements set forth below.

You may be considered for a bonus if your employment status is*:

active,

regular,

on the Global Performance Bonus Plan,

working 20 or more hours a week,

employed with Oracle on or before March 31st of the current bonus year,
eligible for at least 30 days of the bonus period, and

employed by-Oracle without a pending termination-date on the day the bonuses
are paid unless specific country labor laws require otherwise.
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s Career Development: External Programs: Educational Reimbursement:
Grandfather Clause:
This section ' was removed:

Those employees who have signed up forclasses and received approval before January
1, 1997 for a degree program through the *Degree Program Option” are still eligible for
full reimbursement for the approved degree program amount even if the amount exceeds
the $5,250.00 annual limit.

» ‘Career Development: Performance Management
hitp!/fmy oracle comfbortal/page? pageid=38 6794877& dad=myo& schemea=pPHP

Removed reference fo Human Resources providing evaluation forms and added
paragraph about Oracle’s online performance appraisal tool.

This section reading:

Human Resources provides managers the option to use evaluation forms, and several
company divisions supply other customized performance evaluation tools.

'Was changed to:

Human Resources provides an online performance appraisal tool that can be used to
document goals/objectives and provide performance feedback. The tool, and related
forms and training, is found at;

http://hirweb. us.oracle com/otd/toolkits/perfmagmt/index.html.

+ Career Development: Job Postings
hitp:/my.oracle. com/portalipade/myo/IACCFR76CFSCE190E040018AEAAZ4928
Removed reference in the third paragraph to CEO approval for all domestic and
international transfers between Finance and Administration, World Wide Operations, and
between and within Development.

The third paragraph now reads:

Ifthere is mutual interest, the hiring manager notifies your manager and together they arrangea
mutually acceptable date for yourtransfer. The hiring manager must obtain approval from both the
current and hiring organizations up-to the appropriate level of seniormanagement. The hiring
manager must obtain approval for an internal transfer from the releasing. manager and/or approvers
up through hisfher own LOB. Ifthe transfer is an international transfer, the approvals required are
the same as for a new hire. The current manager should provide a reference on an employee’s
perfortance in his or her group before the transfer is approved. All approvals must be secured
before the effective date ofthe transfer.

s Career Development: External Programs: Eligibility

ntto/imv.oracle comiportalipage? pageid=38.67950428 dad=rmyo& schema=PHP
Changed grade requirement from “outstanding” to “acceptable” to qualify for

reimbursement.

Revised section reads:

Courses dcceptable for reimbursement must bé job related and must have management
approval in advance of enrolling in the course. In order for a course to be job related it
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must maintain or improve the skills required by you in your employment and/or make you
more productive in your current responsibilities. Job related courses may include courses
offered by a College or University, or courses that are taken outside Oracle's Internal
‘Education Department. It is management's decision whether a course is related to your
job.

= Career Development: External Programs: Job Related Courses
hitpiimy.oracle comfportalipage? pageid=38.67950428 dad=myo& schema=PHP

Added management approval is required prior to enrolling in a course.
Revised section reads:

Courses acceptable for reimbursement must be job related and must have management
approval in advance of enrolling in the course.

EY02 @1 Employee Handbook Updates and Corrections (SENDMAIL sent October 2001)
« Compensation: Pay- Schedule:

This section was updated to reflect the change from Employee Connexto Oracle Employee Self
Service.
« Compensation: Timesheets:

This section was updated to reflect the change from Employee Connex to Oracle Employee Self
Service.
+ Compensation: Overlime:

"Consecutive” was added 1o seventh day of work in a work week.
« Compensation: Annual Salary Review:

All references to "Annual Salary Review" were changed to "Focal Salary Review."
s Compensation: Performance Bonus Program:

The eligibility requirements to be considered for a discretionary bonus was updated 1o state the
following: :

aclive,

exempt,

regular,

on the USA payroll,

on the Corporate Performance Bonus Program,

working 20 or more hours a week,

employed forat least two months during the bonus period,
eligible for at least 30-days of the bonus period,

and employed by Oracle on the day bonuses are paid.
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The remainder of the section was changed to:

Furthermore, bonuses may be prorated to reflect time not worked in-a bonus period (dueto leave
of absence, transfer, new hire, part-time, or change of status from hourly to exempt).
Consideration for this discretionary bonus payout may be based on;

Company performance,

Your group's performance;

Your individual performance;
Your-current job level and
Management discretion and approval.

In general, hourly employees or employees on any other bonus plan, including sales or consulting
compensation, are not eligible for the Performance Bonus Program.
s ‘Compensation: Patent Awards:

The policy was updated to reflect the existing policy and a link to the Legal Web site was added.
o Compensation; Referral Bonuses: Payment of Referral Bonuses:

The section reading:
The referring employee is awarded a referral bonus after the referred employee
completes two weeks of regular full-time Oracle work, provided the referring employee
has remained an Oracle employee for the same period. The bonus will be paid as soon
as administratively possible following the completion of this two week period,

Was changed to:
The referring employee must be an "active™ employee when the referral is made and
when the referral bonus is paid. The referral bonus is paid as soon as administratively
possible following the new hire's start date.

« Employment Policies: Employment Eligibility:

A section for Social Security Requirements was added.
. Employmenivpolicies: Employment Categories:

A regular full time employee was changed from at least 30 hours per week to 40 hours perweek
or employees working 3x12 schedules. Regular part time employees were changed from working
fewer than 30 hours perweek to working fewer than 40-hours per week.
o Employment Policies: Personal Information; Employment Verification:

This section was updated to reflect the change from Employee Connexto Oracle Employee Self
Service. To obtain an employment verification, fill out the Employment Verification Web Template.
o Employment Policies: Personal Information: Internal Listings:

This section was updated to reflect the change from Employee Connex to Oracle Employee Self
Service.
« Benefits: Oracleflex; How Oracleflex is different:

"Health care reimbursement, ordependent care reimbursement” were removed from the end of
the paragraph to reflect the benefits correcily.
» ‘Benefits; Open Enrollment;

The following sentence was added: The effective date for all benefit status changes will be the
day you submit the status change, instead of the date the event actually occurred. The only
exception is when adding a newborn or adopted child -~ which is effective on the date of birth or
placement for adoption.”
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» Benefits: Oracie 401(k): Eligibility, enroliment, and changes:

The phone number for Fidelity was corrected to 800-835-5098.
» Benefits: Employee Assistance Plan:

The vendor name was corrected to "Cigna Behavioral Care.”
« Benefits: Worker's Compensation:

The phone number was updated to 775-689-3429.
s Benefils: Vacation:;

"As a full-time regular employee, you™was changed to "Emplovees working at least 35 hours per
week" and the process for reporting vacation 'was updated to reflect the change from Employee
Connexto Oracle Employee Self Service.

o Leaves of Absence

Information about not receiving paid draw payments while on leave was removed; the sentence
*Carallowance is also suspended while on leave” was added.

Information on how to reéquest a leave of absence was updated to reflect the change from
Employee Connex to Oracle Employee Self Service in the following sections:

Leaves of Absence
Requesting a Leave
Military Leave
Beteavement Leave
Jury Duty
Requesting Leave

» Leaves of Absence: Medical Leave;

The sentence "You are eligible for extended medical leave only if the leave follows your paid
medical leave” was removed.
o Leaves of Absence: Medical Leave and Pregnancy Disability Leave: Effects on Benefits:

The sentence "Vacation accrual is suspended during leave and any car allowance and draw
payments are not made" was changed to "Vacation accrual is suspended during medical leave
and any car allowance is not paid. Car allowance will resume in the pay period you return to
active employment.”

+ Leaves of Absence: Military Leave:

The sentence "For drilling reservists, time beyond two weeks is unpaid" was gdded.

FY01 3/4 Emploves Handbook Updates and Corrections {SENDMAIL sent June 2001)
¢ Work Environment: Workplace Safety/Ergonomic Work Area

(effective February 2001): The two sections were combined under "Workplace Safety” and
updated with current information.

« Benefits: Vacation
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(effective January 2001): "Project Accounting” was changed to reflect the new application name
"US Timecards and US Expense Reporting” due to the R11i upgrade in January.

e Leaves of Absence: Personal Leaves
hitp://hrweb.us.oracle.com/handbook/leaves.him#personal

(effective May 2001): The policy regarding stock option vesting was clarified: "tolled" was
replaced with "suspended."

= Leaves of Absence: Personal Leave

(effective January 2001): The policy'was ¢larified to alleviale confusion.

Instead of:
"When you have notified us that you are ready to return, we will make an effort to help
you in finding a position similar to that in which you were working before your unpaid
leave"

It now states:
"If you intend to return to work you should begin your search for a new position at this
time. Once you have obtained a position and have a start date, you may make
arrangements with your-managerto retum towork.”

©FY01 . Q1i/2 Employee Handbook Updates and Corrections (SENDMAIL sent January 2001)

« Section 2-3: Employment Policies: Harassment (effective September 2000)
A Spanish version of the brochure "Commitment to a Harassment Free Workplace" has been
gdded.

». Section 2-6; Employment Policies: Personal Inforimation: Employment Verification (effective
November 2000)
Instead of contacting Human Resources for employment verifications, please follow the

instructions-at http://hrweb.us.oracle. comvinfolempyverit.htm.

s Section 2-6: Employment Policies: International Assignments & Transfers (effective September
2000)
The Policy was clarified to alleviate confusion.

« Section 2-7: Employment Policies: Relocation (effective March 2000)
The Relocation policy was updated to reflect our current vendorand processes.

s Section 5-3; Benefits: Oracle 401(k) (updated July 2000)
Alink to the Prospectus and Summary Plan Description was added.

s Section 5-3: Benefits: Oracle 401(k): Company Matching Contributions (updated July 2000)
The vesting schedule was updated as follows:

Effective - January 1, 1999, the company's matching contributions vest according to the following
schedule (if you complete an hour of service after January 1, 1999): '

iYears of Service Amount Vested After
Completed Completion
iOne Year 25%
Two Years 50%
Three Years 75%
Four Years 100% 7
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= Section 5-10: Benefits: Vacation (effective August 2000)

The policy regarding maximum accrual was clarified with the following:

"When you reach your maximum accrual, you stop accruing vacation time until you reduce your
balance by taking a vacation and reporting the hours taken. You will begin accruing vacation time
again in the first full pay cycle after you have reported the vacation hours taken.

You are responsible for reporting any vacation taken on your-first day back to work. Employees
should report vacation by logging into the Employee Connex Web site, clicking on the Time
Management icon and entering vacation in the "Non-Work Time Entry” area. Employees using
Project Accounting should use that application to submit their-vacation time.

» Section 6-14: Leaves of Absence: Military Leave (effective August 2000)
Drilling reservists who receive a check from the government for military duty during the two week
paid portion of their leave are no longer reqguired to remit any funds to Oracle,

i

FY00 Q3 Employee Handbook Updates and Corrections {SENDMAIL sent April 2000)

* Section 4-3: Business Conduct: Insider Trading: "No Trading" periods
The "no trading" period policy was clarified.

s Section 4-6: Business Conduct: Protecting Confidential Information: Talking to the Press
Chariged the heading from "Talking o the Press" to "Communications with the Press and
Analysts." The section was changed to reflect the official "Policy Regarding Communications with
the Press and Analysts" which is available in full on the Legal Web site

http:/legal.us .oracle. com/legalops/presscomm.html).

¢ Section 5-8: Goalplanner: Investment & Tax Advice
Changed "Goalplanner Enroliment Guide™ to "Goalplanner Information” on the Benefits Web site,

s Section 7-2: Compensation: Overtime (effective Jan. 1, 2000)
The policy was updated to reflect the new California state overtime laws,

FY00-Q1/2 Emplovee Handbook Updates and Corrections (SENDMAIL sent December
1808}

¢ Section 2-6; Employment Policies: Foreign Assignment & International Transfers (effective Oct.

1899)
The definitions of foreign assignments and international transfers has been clarified.

» Section 3-1: Work Environment: Workplace Safety (effective Nov, 1999)
The policy has been updated to include new contacts and information about the Emergency
Response Team«(ERT).

& ‘Section 3-2: Work Environment: Ergonomic Work Area (effective Nov. 1999)
Information regarding how to obtain ergonomic equipment has been updated;
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s Section 5:3; Benefits: Oracleflex - Making Changes (effective Jan, 1999)

The number of days an employee has to make a benefits status change (changed from 31 days
for all plans to 31 days for Kaiser Southem California & Matthew Thornton Health Plan; 62 days
for-all other plans) has been updated 1o reflect each heaith plan's policy changes.

+ Section 5-3; Benefits: Oracle 401(k) (effective Sept. 1999)
Information on NetBenefits access has been added. The deadline for contribution changes is 4
p.m. (P8T) onthe last day of each month. A link to specific rolloverinstructions has been added.

s ‘Séction 5-8: GoalPlantier (effective Sept. 1999)
Employees can enrollin-GoalPlanner at any time. Turn around for direct deposit is 30 days.

« Section 5-8; Benefits: Employee Assistance Plan (effective Sept. 1999)
Services are provided by CIGNA Behavioral Health. The new name will not change the services
orthe way in which you accessthe plan,

« ‘Section 5-9; Benefits: LifeWorks Family Resource and Referral Program (effective Sept. 1999)
The service is now provided by Ceridian, who acquired the previous vendor, Work Family
Directions.

« Section 5-10: Benefits: Worker's. Compensation (effective Nov. 1999)
More detailed information about Worker's Compensation has been added 1o the policy.

» Section 6-5/6-9; Leaves of Absence: Pregnancy and Family Care & Medical Leave - Effects on
Benefits (effective Sept. 1998}

Employees with outstanding 401(k) loans that are taking a leave of absence should now notify
their Benefits Administrator instead of the 401(k) administrator. Updated the number of days an
emplovee hasto make a benefits status change to reflect each health plans’ policy changes (see
Section 5-3).

« Section 6-9; Leaves of Absence; Family Care & Medical Leave - Permissible Uses of effective
Nov. 1999) ]

The policy has been clarified that for leave for the birth, adoption or placement of a foster child,
the leave must be completed within one year of the birth, adeoption, or placemerit.

& Section 8-16: Leaves of Absence: Jury Duty (effective Sept. 1999)
Employees are no longer required to sign over jury duty checks to Oracle,

« Section 7-5: Compensation: Employee Referral Program (effective Sept. 1999)
The referred employee must be on the payroll for two weeks, instead of 90 days, before the
bonus will be paid to the referring employee.

e Section 8-3: Career Development: Internal ngranﬁs (effective Nov. 1999)
The information-on internal training has been updated to reflect the changes resulting from the
Oracle University's new Web site: hitp//ouweb.oracle.com.

FYS9 Q34 Employee Handbook Updates and Comections (SENDMAIL sent June 2, 1999)

= Section 4-7: Travel and Entertainment

The Travel and Entertainment section has been linked to the "Travel and Entertainment policy” in
the Oracle Travel Web site for consistency.
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» Section 4-7: Expense Reporting and Proper Accounting
The location of the expense report form has been added.

= -Section 5-1: Oracleflex eligibility
The Oracleflex eligibility has been corrected to reflect the Oracleflex plan documents and is as
follows:

You and your eligible dependents may participate in the Oracleflex program if you are:

= Aregular full-time employee on the U.S. payroll working 30 or more hours perweek, or
= Aregular part-time employee on the U.S. payroll working at least an average of 20 hours
a week.

Part-time employees receive a reduced amount of credits depending on the number of hours they
are regularly scheduled to work per week. If you are a part-time employee working an average of
20 hours per week, you receive 50% of the amount of Cracleflex credits for which you would be
eligible as a full-time employee.

» Section 6-1: Leaves of Absence
A link to each type of leave form has been added.

¢ Section 8-3: Job Posting
The Job Posting section has been updated to reflect the new job post system, Oracle
Opportunities.

s Seclion 8-4: External Programs

ety O LAUT G T oy ey

Under ”Rexmbursement," the grade eamed in order io receive reimbursement by Oracle was
_changed from a "B" to a "B-" effective 01-May-1999. Any additional education expenses incurred
beyond $6,000 per calendar year must be approved by the SVP of your division. Additionally, the
section "Non-Traditional Training/Continuing Education” has been added to section 8-4.

FY98 1/2 Employee Handbook Updates and Corrections {SENDMAIL sent December 23,
1958}

s Section 1-1; Electronic Mail (email)

The Electronic Mail policy has been updated to reflect Jeff Henley's July 1, 1998 SENDMAIL titled
"Email and Internet Policy Revisions' regarding no Auto-Forwarding email outside Oracle ‘and
outside access topublic email-accounts.

. e Section 3-4: Oracle In the Community
The section has been expanded to include the contact information for Corporate Giving, Oracle
Volunteers, and Oracle's Promise.
» Section 5-8: GoalPlanner
The GoalPlanner program has been reinstated. The new enroliment procedures have been
added.
« Section 6-16: Jury Duty
The procedure to turn overjury duty checks has been added.
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= Section 7-5: Referral Bonus Program
Qracle has clarified its Referral Bonus Policy by adding "Oracle does not pay referral bonuses for
persons hired outside the US.” '

FY88 Q4 Emplovee Handbook Updates and Corrections (SENDMAIL sent June 23, 1988)

+ -Section 3-1-Workplace Security

Oracle has clarified its Workplace Security policy by adding the following section to the

Handbook:
"Violence:-in-the workplace
Oracle is committed to preserving the health and safety of its employees. Threats oracts
of vinlence against Oracle employees, temporary employees, independent contractors,
customers, clients, vendors or other persons and / or property will not be tolerated.
Report any potential threats or acts of violence 1o your manager, Human Resources or
Oracle Security immediately.”

= Section 5-10 Vacation:

Oracle has added vacation accrual language to reflect the accrual for part-time regular
employees as shown in the chart below. Please see the employee handbook for complete details
and for the applicable maximum accruals.

Hrs Worked ‘Hrs Accrued per pay period for Hours Accrued per pay period
Afirst 3 yrs employment after 3 yrs employment per

% : week . )

;35+ 14.33 hours (13 days/yr) 6 hours (18 daysiyn)

2534 13.25 hours (9.75 days/yr) 4.5 hours (13.5 daysiyr)

i20-247 §2.1 7 hours (65? days/yr) " 30hours (9 daysly)

The vacation reporting procedures have also been updated to reflect Fidelity taking over Oracle’s
Payroll services.

+ Section 5-11 Holidays:

Oracle has updated its holiday eligibility to reflect the following:
"Full-time regular employees and part-time and temporary employees who are listed in
the HR database as working at least 20 hours perweek are eligible for paid holidays.
Employees listed inthe HR database -as working less than 20 hours per week are
ingligible for paid holiday time.”

e Section 8-16 Jury Duty;
The sentence “You or your manager may contact Human Resources for gssistance in seeking a

postponement or release” has been removed because typically, it is the employee's responsibility
if s/he wishes to seek a postponement orrelease.

¢ Section 7-1 Pay Schedule:;
The Direct Deposit Enroliment/Change procedure and has been updated 10 reflect Fidelity taking
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over Oracle's Payroll & Human Resources services.

= Section 7-2 Timesheets:
The time reporting procedures have been updated to reflect Fidelity taking over Oracle’s Payroll &
Human Resources services,

FY98 Q2 Employee Handbook Updates and Corrections {SENDMAIL sent February 27,
14498)

¢ Section 3-2 No Smoking: effective December 1, 1997
Oracle has expanded its "No Smoking" policy to include all tobacco products.

¢ Section 7-2 Oveitime; effective January 1, 1998
Oracle has revised-its overtime policy to reflect the change in California law regarding eliminating
daily overtime pay.

« Section 5-1 Oracleflex Eligibility:
Oracle has clarified its Oracleflex eligibility statement by adding "except that it ends immediately
for unpaid personal leave taken to pursue educational opportunities.”

» Section 6-15 Personal Leave:

Oracle has clarified its personal leave section by adding the following statement to its personal

leave policy regarding Oracleflex benefits:
"Under most circumstances, your Oracleflex health benefits continue for the first 30 days
of your unpaid leave except that benefits eligibility ends immediately for unpaid personal
leave taken to pursue educational opportunities.”

« Section 8-4 Extemnal Programs:

Oracle has clarified its Education Reimbursement policy by adding it is management's decision
whether a course is related to the employee's job, and that all reimbursements must be submitted
to Accounts Payable.

F¥ 28 Q1 Employes Handbook Updates and Corrections (SENDMAIL sent September 10,
1887)

« Section 2-6 Personal Information:
Human Resources will not accept facsimiles for employment verification. This is noted in the
second paragraph under the heading "Employment verification."

+ Section 4-7 Expense Reporling and Proper Accounting:

The following paragraph has been-added under the heading "Use of company resources:

We expect you to use the highest standard of care to protect Oracle property from theft or loss,
taking into particular account the vulnerability of laptop computers. The company may require
reimbursement for the replacement cost of company property if it results from gross negligence or
misconduct on.the part of the employee.
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+ Section 6-1 Leaves of Absence (3rd paragraph):

Forms to request Medical, Pregnancy Disability and Family Care and Medical Leave are now
available through your Benefits Administrator, or can be downloaded from the Benefits Web site.
Contact your HR Manager for all other leave request forms.

e Section 8-15 Requesting Personal Leaves:
A personal leave request must be submitted in writing to your manager via the new public email
template-entitied HR LEAVE REQUEST as soon as possible before you wish 1o begin your leave.

Employee Referral Program (Section 7-5):

The following describes Oracle’s Employee Referral program and policy. Any variance to this
program must be approved by the Director of Human Resources.

« Overview of Program

The most effective way to match an employee’s referral to an open position is to check the
internal job postings on the Corporate Repository. Present candidate resumes to hiring
managers. To ensure that proper credit is received for the referral, write the referring employee's
name, date and contact information on the resume. We encourage employees to refer candidates
who will increase the cultural.and ethnic diversity of our workplace.

If a specific opening is not determined, the referring employee should send the candidate’s
resume to-a member of Human Resources with a cover note describing where the candidate
might fit within Oracle. The employee’s name, date and contact information must be included on
the resume.

+ Verifying a Referral

The hiring manager notifies Human Resources that an employee referred a candidate by putting
the employee’s on the employee referral line of the email template HR OFFER LETTER
REQUEST. Employees should contact userid <HROFFERS> if they have a questicn about the
status-of a referral.

« Payment of Referral Bonuses

The employee is awarded the bonus after the referred employee has completed 90 days-of full
time regular work, provided the referring employee has remained on the Oracle payroll for the
entire 90-day period. Oracle does not pay referral bonuses for the hiring of part-time or temporary
employees,

In the case of a temporary or contractor conversion, the referral bonus is paid only if the
conversion is to the same position the person held as a temporary or contract worker. The
referring employee is awarded the bonus after the referred employee has worked 90-days
following the conversion to regular full time employment. We will not pay a referral fee if this
person was originally referred to Oracle by a third party, temporary agernicy, or contracting: vendor.,

Oracle paysreferral bonuses for persons Hired who previously worked TorOracle orany Oracle
subsidiary, provided their separation from Oracle has been more than one year.

Oracle will not pay a referral bonus if there is an obligation to pay a search firm fee. Managers do
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fiot earm referral bonuses for anyone hired into their direct line of reporting. Vice Presidents,
Directors of Human Resources, Human Resources Recruiting staff, Oracle temporary employees;
and Oracle Resources Services: Recruiting staff are not eligible for employee referral bonuses.
Other Human Resources staff are eligible for referral bonuses provided the referral is not into
their client group.

Employees may receive a bonus even if they are a part of the hiring process but not the direct
manager.

« Referral Bonus Amounts

Oracle pays employee referral bonuses for employee referrals of either $500 or $1,000 based on
the referred employee’s starting base salary.

[Starting Salary [Bonus Amount
[Up to $39,999 1$500
$40,000 or more B 1$1,000

Oracle does nof pay a referral bonus for a recent university graduate when:

= the candidate graduated from one of the colleges or-universities targeted by Oracle’s
university recruiting efforts, or
= the candidate is hired as a result of participation-in Oracle’s summer internship program.

FY98 Employee Handbook Updates and Corrections (SENDMAIL sént June 9, 1997)

« Section 5-4 401(k) Eligibility, enroliment, and changes

Effective October 1, 1996, 401(k) enroliments and contribution percentage changes are now done
by-calling Fidelity at (800) 835-5088. Benefits will no longer accept the email template HR 401K
ENROLLMENT FORM or 401(k) CHANGE FORM.

= Section 5-4 Company Matching Contributions
Effective October 1, 1996, the vesting schedule for 401 (k) matching contributions changed as
follows:

If you were hired before October 1, 1996 and your hire date fell between January 1 and
September 30 (of any year), your vesting date is-January 1 of the year you were hired.

If you were hired before October 1, 1996 and your hire date fell between October 1 and
December 31 (of any year), your vesting date is January 1 of the following year.

If you were hired anytime after October 1, 1996, your vesting date is the same as your hire date.

« Section 6-6 Shont Term Disability Coverage:
The list of states with a state disability plan is incorrect. llinois should not be included as a state
that provides disability pay at a percentage of your salary.

« Section 6-2 through 6-5 Pregnancy Disability Leave, and Médical Leave
Prior Oracle employment does not count toward the six-months' continuous employment eligibility
requirement for paid leave.
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e Section 7-2 Timesheets

Hourly exermpt, hourly, and salaried hourly employees should fill out the web time sheet found at
http://payroll.us.oracle.com. The templates TIMESHEET HOURLY FORM, TIMESHEET SAL

HOURLY FORM and TIMESHEET SHIFT DIFF. FORM are no longer used by payroll for these

employees,

« Section 7-3 Annual Salary Review
For most organizations, salary increases are effective September 1, rather than July 1.
Employees are eligible for increases according to the following table:
= Employees on Sales Compensation Plans June 1
= Employees on unpaid Leaves of Absence When they return from
leaves
= All-other employees September1

= Section 8-3 Jobposting
Jobs posted on JOBPOST will remain posted until they are filled or for a maximurm of six
months, rather than three months.
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APPENDIX

Attachment A, Oracle Acceptable Use Policy for Company Resources

Oracle Acceptable Use Policy for Company Resources

Attachment B, Code of Ethics and Business Conduct

Oracle Code of Ethics ang Business Conduct

Attachment C, Oracle Information Protection Policy

Oracle Information Protection Policy

HUMAN RESOURCES

CONFIDENTIAL

CONFIDENTIAL

Page 140

ORACLE JEWETT_ 00000550

ORACLE_HQCA_0000399861



ORACLE

Global Compensation Training

Americas Region Module

CONFIDENTIAL ' A [T A

CONFIDENTIAL ORACLE_HQCA_0000399862



. Compensation Training Overview

« The Oracle Compensation Training for managers includes the
following modules:
-~ Introduction
— Job Classification and Global Job Table
- Salary Ranges
- Managing Pay
— Compensation Processes
— Region specific modules
= Americas
*« Asia Pacific
« Europe, Middle East and Africa
« Latin America

=AUl e
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. Topics

« Compensation information specific to the Americas Region
- Canada Overtime Pay
— Ontario “Excess Hours” |
-- Canadian Equitable Compensation Legislation
- Fair Labor Standards Act & State Wage and Hour Legislation — US ONLY
- Notifications — US ONLY

— Job code selection for temporary employees — US ONLY
-- Geographical Differentials — US ONLY

Al B e
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. Canada: Overtime Pay

» QOvertime eligible employees in Canada are all salaried — not hourly as
some QT-eligible employees in the US
» Local legislation in each province determines overtime eligibility
« You can verify eligibility for each job code in Canada by going to the
Employee Handbook — Overtime:
- Which jobs are eligible by province
-- Required minimum hours in a day or week
« Cvertime paid at 1.5 times an employee’s base salary hourly rate
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We will start this training by fosusing on Oragle Canada

In Canada: overfime Is handled differently than it is In'the U8 Just as an example, all overtime eligible employees in Canada are salaried, ag
opposed to some being hourly as they arein the U.S. i

What's more, there I$ ot a single set of rules governing the eligibiity of overime. instead, sach individual province passes its owe Jegislation for
emplovees who are emplayed in thelf own pravinde, This legistation addresses issijse such as Which types of jubs are overfime eligible and the
minimum number of hours that an enployee mustworkin a day, orweek, In order to require overtme pay, As a result. a jobrihat (S overtime
eligible in one provinbe may not be in The next, and vice versa, Dueid the somiplexdty in the legislative environment, we have developed a
search tool inthe Canada Emploves Handbook that llustrates which jobs are eligible by provines, and the minimun number of hours in a day,
or weel that an employes must work in order to reteve overtime pay. Even though ?/om employee may wark al over the country, and even
around the globe, the brovince where the emplovee's Qradie office is located determines the averime éligibility.

It Is imperative that employess are asslgied the correct fob code. If the job code is inaccurate; the employee may be ingligible tolgg overtime in
QTL, or be eligble when they should nat be.

After vou have consuited the leok—uptool, and you have learned if tha jab s ovetime eix;%ibfa inthe province where vour emplovee works, and
the mihimum himber of houts that must be workec for evertime 1o apply, the mate of svariime pay s the same in all provinces: 1.5 times the
employee's base salary hourly rate. ’

Whienwe say ‘base salary hourly rate” we maan taking theemploves’s \cfefeeiﬁi?r salary anc dividing it oy 87 .5 hours, which Is the standard work
week at Oracle Cahada Al hours Werked above the provinelal threshold would be paid gt 1.5 times/this base salary houtly rate.
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Ontario: “Excess Hours”

« Qvertime eligible employees in the province of Ontario must sign an
unaltered "Excess Hours Agreement Form™:

- To work more than 48 hours a week
- To work more than 8 hours a day
+ Signing is voluntary:
- If employees do not sign they cannot work more than 48 hours a week or
8 hours a day
+ Agreement Form available on Canada Payroll page on myoracle.com

i § Copydante 2017 Oiole shllor s amiates. Al nants % Confidantia~ Oranle inlenal
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After you have dentified -any overtime sligible employees i the provinee of Ontario on the look-up function en the Canada HR Overime page;
there is an-additional step that must be completed. Employvess who are sligible for overlime in the provines of Ontario must be presentad with
the "Excess Hours Agreement Form’. Again, this enly epplies to overfime eligible employess in Ontaris,

I Gntarip, an overtime eligible employes starts saming overtime after 44 hoursn a week, Inorder to work ABOVE 48 hours, however, the

em pl&‘ges mist sign an linaltered “Excess Hours Agreerment Foim' Signing this form is volintary. [Fihe amployee dosa sign the Agreement he
ot shie s not obligated to wotk any hiours above 48 hours per week. However, if an employee does notsign, he orshe is not permitted to work
morethan 48 houts perweek Canada Pavoll malntaing the signed Excess Hsuga Agredmesit Formfor sl overime eligible employess and
fronitors overlime hours {o ensure the legisiation. s enforced. Prior to scheduling an overiime eligible employes for overtime Hours, managers
mUstensiire that the emploves has siared the "Excess Helrs Agreament Form'.

Caneda Payrol s fesponsible far administeting the Excess Hours Agrpemment Fom. The Torm expires every three yeats and Canada Payroll wil
ressolicit overtime eligible emplovees In Oritaiie by sending the form fo the LOB heads, whe forward it te the managers. Upon receipt of the
form, the managers request that the employees sign the form for ancthsr three: wear term. Ongs an employee has signed, heorshe may rescind
his or her consent st any e, Conversely, it an-employes mitla iy deslined tosign the form, e of'skig can sign at any time.

Wanagers Who hife overime sigize emp%wees In Ontarlo should review the formiwith thelr nelw emiployees. The form cari be accessed on the
Canada Payrol website,
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. Canada: Equitable Compensation Practices Legislation
« Pay Equity:
-~ Equal pay for work of equal value
— Targets gender gaps in total earnings
« Employment Standards:
-- Equal pay for equal work
« Human Rights:
- Eliminate discriminatory practices

e e
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Canada has three separate sets of legislafion thet alinfo sliminate ‘any discriminatory: practices regarding compensation decislons.

Pay Equity legislation wasntroduced to close'the edimings: gap between jobs inthe labour market that are predammanﬁy male and those that
are predominantly female, Pay Eqifty focuses dnediial pay forwotk of equal valle,

The best example to Hlustrate the ineauities: the legislation is designed to sddress would be taken from'a hospital sefting, comparing a nurse (a
predominanly feriale jobiio & lab Yechniclan (a predeminantly male fob). I we were to evaluate both Jobs using the same job evaluation
system, wewould probablvfind that the twoe jobs have the same value. However, in reahty in. many cases it was proven that the average
compensation was lower for the predominantly fernale job (the nursg).

Another pisce of Canadian legislation, Employment Staridards. has a broader target than just gender, by focusing on equal pay for equal work,
The Intent of fhis Tegislation s to ensiure that compensation dedisions for employess doing thesame workare free of any discriminatory
practices.

Canadian Human Rights legistation defines m&?ﬂbﬁad grounds of diserimination that apply netonly fo compensation provesses butto a broad
range of human resouress poliass and relafionships in the work place.
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- Canada: Equitable Compensation Practices Legislation (cont.)

* Translated into work practices: ,
— Jobs have different salary grades compared to other countries
— Employees must be paid at least the minimum of the range
— Employees can not exceed the maximum of the range (exception:
employees from acquisitions)
— All employees in the same job code must be on the same sales plan

ORACLE
T § CopyriapiE 209 1 Oele andion s artilistes Al nghis [ Cipnhtential = Qo hiemal
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To reiterate, the common denominater of the three pleces of Ganadian legislation we reviewed fn the previaus slide 5 to ergure that no.
diseriminatory factors influence an employes's. earmings potential. To reniain isgally somplant with this legisiation, several practices have besn
implemented at Oracle: Canada,

First In Cana«da 2 ok evaluation systam s applied: 9l jobs are svaliated wsing the same setof Tactors. One vutbome of this process is thata
jol eoide in Gmada will be in & different salary grads than it in the US or other countries.

Next. all employess must be pajd within the mnos: o emploves’s base salary can fall belowthe minimum of the rance, nofean bexcesd the
maximun of the range. When emplovess join Qracle Canada through an acquisiion, we typically do not reduce their salary to bnng them within
the maximury of the range In this case. however, the emplayee watld Bot receive an increase fo base salary untll ;ear ouer year rahge
mevement has brought the smployee within the range, o the employee thanges jobs o oneiin & higher grade and sa.afy renge:

If salary tahge movement results in on emploges’s salaby fallng below the minlmum of the rEhge becatise the T rangas Rave incrensed, wa
generally walt untll the fiext salary review cycis 1o nerease the -employes's salary 6 the 1e o Lring the sal

process, emplovess who are below the minimuim of the range must be brotghtto e minimim of the range before ;a,ny other pay increases can
be awarden fo other employees,

Foremployees in sales roles, all employses In the same jabsode must be on'the same sales plan, wWhich includes pay mix, anf:% recdive the
same monthly car alowante,
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US ONLY - Complying with Wage Hour Law - Fair Labor Standards
Act of 1938 (FLSA) and Similar State Laws

« Purpese/Coverage « Things to be aware of:
~ Sets minimum wage, overtime eligibility =~ — Proper classification of employees
and recordkeeping requirements. = Hire in the right job family
. Exempt/Nonexempt | « Hire at the right level
— Job duties must meet regulatory — Payment for overtime hours worked

standards to be exempt from overtime. ~ — Meal & rest periods
— On-call time

— Training time
— Travel time

« The Manager Toolkit, which is posted on
the Manager Resource Guide website, is a
excellent information

« Presumption is that employees are
overtime-eligible

H=al L &
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Now, we are movingon to compensation fopics relevant o US employees

FLEA applies 1o ol 50 states as well as the Distict of Coluimbla and Puerte Rico: Mary stafiss also have thelr own wage and hour laws, Some
states, ke Calfarnia,. have laws that are more stict than the FLSA. Therefore, you should always b working with your comp analyst and HR
rdnagar 16 anstine compliance With wads ant Ror laws,

The primasy objective of the FLSA of 1858 Was iorkers rohte. Ivépetifies 8 minimum wage, retuires suertme pay, and restricts ehild labot.

The FLBA and stafe laws. genatally set ol 11 Who recelves-overting, 2) Howts account and pay forthis overtime, and 3 what fecordkesping
is required by the emplover to dacumentihis overtime: ‘

Those covered include your emplovess, vour temporary employees, and confragtors:

The legal tests for propet classificaion are complex and can be considersd “as clearas mud’, There are many giey areas. Soasan Oracle
manager i is very importart to efistire that You are working with your corporate comipensation analyst and HR on classification issues.

ftis important to be sureyou-are hiring and tarsfering into the appropriate joblevel that matehes your employed’s experience, knowledge, and
skill set. When in doubt, ask for assistance and glidance fromyour HR Business Parnist orCompensation Analyst
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FLSA and/or State Laws Provide for the Following Exemptions:

« Executive - Mgmt of enterprise or department, regularly supervises at least 2 FTE
employees, authority to hire/fire, exercises discretion, spends more the 50% time
doing exempt work

= Professional - Medicine, Dentistry, Optomietry, Architecture, Engineering, Teaching,
Accounting — California requires certification or license.

+ Computer Professional ~ Primarily engaged in work that is intellectual and creative,
requires discretion and independent judgment, high-level work such as systems
analysis, systems design

+ Administrative — Employee must customarily and regularly exercise discretion and
independent judgment. More than 50% of work time engage in exempt work. Does
not engage in production work.

+ QOutside Sales — primary duty is making sales or obtaining orders or contracts for
service. The employee spends his time primarily away from the office

+ Inside Sales — Requires that at least half of the employee’s compensation be from
commissions and work in retail or service establishment

ORACLE
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US ONLY - Working Overtime

|

Employees are required to accurately record their time

Overtime rate varies by state

Manager approval required for overtime

Oracle pays for all hours worked, even if no approval

Provide opportunity for meal and rest periods in accordance with state law

L

E 3

2
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Emplayess whoare overtime eligible are required to record the howrs they workin Oracle Time and Laber (OTL). Employees must record when
they begin work, snd wark, take a meal break, of take & vacation or siciktay. 1tis important that managers ghcourage thelr employess to
accurately record the hours they are working, se'they get paid propstly.

The rate of ovedime varies by state. I'many states, emmployess are pafd at a rate of 1.8 times their tegilar rate of pay after woiking 40 hoursin
& work wesle. [nsome states like Calfomia, employess fecelve overtime alter Working 8 hours in g davor 4070 a week, Oragle reqlires
employees foicblain manager approval before'working overtime. If an employes works overtime wathout approval, Oracle s still reguired to pay
the emplayee for the Hots e Or she:warked. As @ manager yol should counsel your emplovess on the importance of oblaining appropriate
approvals phor to working overlime. "Work with your HR manager wheriever you have guestions orconeems reégarding employee overfime.

available tothese emplayees. Work with your HR manager f you have quesfions regarding thevariance of state laws onthisissus,
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Choosing the Correct Job Code

« ltis critical that employees be in the correct job code throughout their
employment with Oracle, in order to avoid potentially costly lawsuits.

= The job code selected determines the employee’s eligibility for overtime
pay. ‘ |

= [f the job code is determined to be incorrect, the employee may not be
classified and/or paid correctly.

11 f Cobyient @201 Cricle andol te Blidtes. A Homie Confidendial ~ Orachs Siieihat
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. US ONLY - Workflow Notifications

« Corporate Compensation is in the approval chain for workflow notifications
with the following characteristics:
- Internal transfers from overtime eligible to non-overtime eligible roles
» Requires completion of Job Classification Review form
— All M4 and above promotions in all functions
-~ New hire offers 100K and below that are not overtime eligible

12 | ‘copyroht & 801 1, Oracle andioriis affiates, Al AGHY i Coshashtiale O e
rsaseil

GCONFIDENTIAL ORACLE JEWETT 00000572

CONFIDENTIAL ORACLE_HQCA_0000399883



Corporate compensation is part of the approvel hierarchy for some interpal transfers and promofians in the US,

When an employes Job change involves a change in classification stalus from overtime eligible to non-overtine sligible, the managerwill receive
atemall fiom Corp/ Comp reuesting that he of she complete a )m tlassitication review form forthe Rew rols, ‘This complated fored helgs Carp
Comp validate that the correct job.oode and level were chosen for the new position, and It confirms whether s sppropriate to remove the
enmploves fiom the avatime a&g ible pay schedus Please be sute 1o helude the percant of fime spent of sach duty and complels the farm for
the specific Individual, not justthe genaral position descriplion. 1t s essertial that hese forms contaln accurate Information.

Int addiion to thesverdime eligible role changes, Corp Comip will alss have to approve all M4 and above promotions in all Ringlions. This audit
step went into effect in the Fall of 2008, When corporate comp recelves & nofification for this level of promoetion, & compensation analyst will
contact the mianager 1o a8k some guestions abaut the new role. These guestichs may indude How has the emploves's rols changed? How
many direct & indirect reports will he orshie have? Wil hever she be resgonsible for'a single business unit, or mulliple units? How is he orshe
involved in the strategic idirectian of the team? st

12
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US ONLY - Job code selection for Temporary Employees

L

In the majority of cases a temporary employee should be assigned job code
50100 Student/Intern (overtime eligible).
Job code 50200 Professional Student (not overtime eligible) is appropriate

for those individuals who fall under the Learned Professional exemption; ie:
Attorneys

*»

£

Please refrain from classifying tempaorary employees in Oracle’s regular
employee job codes.
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US ONLY - Geographical Differentials

« Used to better align pay with local competitive market pay rates
— Should an employee in SFBA be paid as much as an employee in
Kansas City?

= Two separate pay structures
HQ

« Differential @f- applies to Non-HQ locations

1| aamrg?mw 1, Qe andioc s affilates, Al Rghts | ‘Confidsntial-- gl e
issened

CONFIDENTIAL / ORACLE JEWETT 60000576

CONFIDENTIAL ORACLE_HQCA_0000399887



imohus snlary tangek ane bavsn oa sotiof labor fr the leb e ol eosr of Bdne: T HT seiary e 8 haded o Bl Soal Bay drea simpetiys mariet. e Nur i tebny mm.
18 bpetanit 10, FRGOIIAE B pRARIAE Jatiar BiAKST SUTerantal BeoiEGR Uis DA asd T Rt HEING ompRni Rl I B Franviess By Ao TR0 pRAnet e b A aonal indinig

Sloasmman Wk isation fs aosiiarsd HO when using e sl sasged.

F’mm i o Py AR B O e BN . R 1eRs I e i et Ty e R b 0 N e 1 O i PR A e e e Bl S e DRt e e .
pltasre ° R

14

CONFIDENTIAL ORACLE _JEWETT 00000577

CONFIDENTIAL ORACLE_HQCA_0000399888



. Tools and Resources

» Your manager
* The local Compensation/HR department
- the HR Global Website lists compensation contacts & you will find your HR Rep &
Manager by checking ycur ARIA page

+ Internal Websites
« MEE

« DBI

« CWB - used for bonus, stock & salary increase processes

« IWB — shows salary information and history for all employees within your
organization

* HR Global Website, global HR policies
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In a seif service organization ke Cradle, thers are many resourses avallable to educate you on making compensation decisions:

Your manager should be your number 1 resoures for compensation-related discussions. He orshe can give you dirsstion about compensation
decisions mace at the inesofbusiness level. Forexample, during the salary increase, bonts end sfock processes, some LOBS may implement
specific strategies on how they want to aliocate thelr budgst pools,

Aneihier impottant resgurce for yolils the local Compensation manager ot HR managet for the cotintry In which the employes works:  He or sha
will be able to provide experfise on local practioss, progesses and requirements for that country. In addition to providing advice on day-to-day
comp gecisions, the compensalion team and HR feam can aleg provide advice Tor some of the moredifficult compensation-related challenges
that you may fage. You can find your HR Contagt and HR Manager by checking your ARA page  Theappropriate coimpensation contactcan
e fourid on the HR Glabal website, ‘ = o ‘ ‘ ‘

In addition 1o personat resouices, Oracle has plenty of online fesources avaiiable 10 you. There s & wealth of information avaliable theough the
global HR website and through HRMS applications fike Manager Self Sewvice (often teferred to a8 MEE), Compensefion Workbench -ar CWB-
and nformation Workbenoh (offen reforred {0 as IWEB)

Crithe HR Global Website vou will fing the country HR sites, global sompensation information, employes handbooks and global polinies such as
code of ethics and Business Condiet. '

Compensation Workbench is used for comp processes such as the Global Corporate Bonus and the Salary Increase Review and on WEB veu
Will find job and salary information and History for 2l emplovess within your organization,

15

CONFIDENTIAL ORACLE JEWETT Coooosre

CONFIDENTIAL ORACLE_HQCA_0000399890



. Information Workbench (IWB)

« Main View options:

-~ Salary

-~ Job Information

- Sales Salary

-- Total Compensation (summarized - Rolling 12 months)

- US hours worked - great tool to track overtime hours
« Filters:

-~ All employees

- Direct employees

- By team .

- Per country

= There is also a training video available under: Information and Links / Trainings.
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. Compensation Training Overview

« The Oracle Compensation Training for managers includes the
following modules:

— Introduction
- Job Classification and Global Job Table
-~ Salary Ranges.
- Managing Pay
- Compensation Processes
— Region specific modules
* Americas
» Asia Pacific
» Europe, Middle East and Africa
 Latin America
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l Compensation Workbench (CWB) Processes

+ Salary Increase Process (Sales & Non-Sales)
« Global Corporate Bonus Process
« Stock Process

*This training is not intended to be a “how to” session on Compensation Workbench and using the system for our
annual processes. For specific training on using CWB, please go to the ‘Information and Links’ section of your
CWB home page and click on the Training fink.
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. Managing the Annual Salary Increase Process & Budget

» Budgets are set at the very top exec level & each LOB head has his/her own method
of allocating.

« Each LOB will have its own timeline for the salary increase process.

« The Allocation Wizard is available fo assist in pushing down budgets based on
specific criteria.

» In EMEA & LAD there are some countries with mandatory increases.

« When budget is lean, extra care and attention must be given to awarding the top
performers with low compa-ratios.

ORACLE

4| Cpyrnt © 2013, Ot andio s aNRies. Al fgnts | Copmasna e it
remeniml.

CONFIDENTIAL ORACLE JEWETT 00000588

CONFIDENTIAL ORACLE_HQCA_0000399899



As mnost of You dre probably Bwars, &h ahnilal salary inoieEse Procsss s st adUsianies. Each yead, The globial climpentation teant sonducls imaifial dng sitermal
regearchi to Cetermine how much of & salaly inciease budgel we need 10 Fetain compstitive Winlle senfor management takes our fecommendations Tt
gonsideration, the budget decisions and whether we have asalary increase progess atall lsibased entirely on the business alimate.
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eample, some orgarizations doh't push the budgets any furtlier than the M4 fovel. Byen Ha bdget is tat pushed all the way doi 1o you It CWB, yaul roay still
Alnesta money to vour employses. Your Dudget summary shown in CWB will just be negative, bt yaur managenient Rierarchy will be abile to ses vour
recommendations, This isn't to say that vour recommeridations wonltBe changad by someone Turther Up In yaur Rerarchy, but it ls = way to inform yaur manager of
how you would liketo allocate increases Yo your'team,

Corporate tompensation will establish the key déadiihes necessany to Bit varinlis payrell dates, atd the LOB Reads genaially work within those dulidelines: Hevwsver,
thie exact timeline {hat s set for you will depend on your LOB head and fhie prosess that be or she lays out for the lingof business.

The Allogation Wizard will help you fo allocate based on speoific.criteria, suchias career lavel, quartile, countty, perforniance rating, ete, CVVE allows you fo madsl
varlous scenarios and save each model sothat you are dble to:compare how each distributes the budgsl. 1t s & wenderfld tool when used correetly, and It s very
Useful, pariculary for Iarger ergmlzanms

There are some countries with mandatory ingreases that sre prasessed outside of CWR. Wi these Thoreases arenttechnically pard of the salary increase process;
fhie money spent for these increases will be taken aut ofths qveral] bisdost for the spnipriate LOB,

&g nipted on the slide, be sure to pay special atlention 1o vour fop performens With ol seipa-tatiog: . Volmost ety will fiof be able 16 addrése I phallem areas in
your orgarization, so youlll have to prioritize,

DO NOT COMMUNICATE enything regarding salary increases until we have fimal LIE approval. YYour LOB head will be nofified wher we have epproval arid the word
will spread guichkdy when it's okay 't cammunicate:.
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Managing Your Salary Increase Worksheet in CWB

* You are responsible for the accuracy of the information in your worksheet.

« Part-time employees will appear with the full-time equivalent base salary.
Allocate the salary increase based on the FTE and the amount will be pro-
rated at the time of processing.

« Eligibility guidelines & FAQs are posted in CWB

« |f you are missing an employee, or if there is inaccurate information, please
contact your HR Rep.

« International transfers may appear as new hires.

B ! Cogyionit @ Fo1Y Oradie and/or 18 SmEas, Al nghts | Confidentir Orast e
FEgeniad.
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The salary increase gata is eut around the same iime hat budgets are approved. s¢ the dalals as updaled as we canget it witheut fetting too
much time lapse between budgef approval and prodess roll olit. The:database & statie, su shy changes fo your employee populstion wil have
10 be made manually.

If you are miissing an empioyes from your worksheet, please checkithe elighblity auidelines first to be sure that the missing employee should be
ehgibie, -t }s very rare thaf the scfipt calises Us 10 iss emiployees complately. They are Usually Ineligible Yor a valid reasn, o they appear on
another worksheet due fo & recent manager change:

International transfers movs tothe new country With & new hire date and empleyes number, We try to catch thess and fix their aligibiity, butwe
dan't shways cateh all of them. fyou have an internationdl transfer with incorrest sligibility, please contactyour HR Rep.

Salary Increase budgets dre typically set as a percentage of fotal eligible salaries, so your budgetwil change asemplovees are added and
removed from your worksheet. Please be sure that Your workshaet ie accraie before You begin Working on alocafions. becalise any changeto
the popllation will throw aff your nurdbers. If an smipldyee has recently rahsfeited oul of your group, but still apoedrs on your workshest,
please be hanest and assign the smplovee to the neve manager. 1t i extremely unfalr tothe eimployee o Kedp hint o her ool Worksheet
justto hold on fo the budgetwith no intention of giving Wimor heran increase; or giving a very low increase; because he orshe s no longeron
yourteam. Please do the tight thing and let the new manager take cafe of the employee.
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. Managing the Global Corporate Bonus Process

+ Budgets are generally approved and allocated after the June earnings
announcement. Each LOB head has their own methad/strategy for

allocation.

* Managers should look for specific LOB communication, which will include
timelines.

» Eligibility for recent Mergers & Acquisitions are evaluated on a case by case
basis.

& | Coppight @201, Drace andior it amites. At fahts | mongEnar - DR ISRl
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. Managing Your Bonus Worksheet in CWB

L

CWB worksheet is populated with eligible employees and eligible salaries.
Eligibility guidelines and FAQs posted in CWB.

It is your responsibility to check the accuracy of the data.

Closely review international transfers.

- Do not communicate bonus awards until final approval has been received.

&

®

&

E
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Marragers are responsible Tor ensuring that all of their eligible: employess are acsounted for with the correct eligible salary. Notall job codes or
dll countries are eligible Tor the Global Corporate Bontis Plan. Some smiployess are niot eligible dueto contractial agresmeants, Other
employess may be not be fully eligible depending upen dafe of hire, being in an ineligible job code for part of the vear, working in an ineligible
country. ot '

CWEB werksheet Has been pré-populated with eligible employses and dligible salaies bused upon the sligibility guidslines pasted In CWE. it
your responsibiity to checkthe data for accuracy,

1f you are missing any smployess who you believe should be eligible; please first review the ellgibility requirements posted onthie hume page of
CWE. i you determine that the employee meets the eligibiity requirements, please soniastyour HR Representative o HR Mahaget fo assist
vou. ¥ & detachange s required. HR will ask that you submitthe changevia Manager Self Service in order to correct the HR database. Onece
the change has been committed it the HR systom, we san then maks the change within the tisduie.

Alternatively, If you have an emiployes o your Workshest whio no longer works Tot your srganization; please fove this smployes Using ‘resssigh
an employee”. . i anemployee ks reassigned and he orshe Is a manager, all the direct reports will be reassigned as'wall. To prevent this from
happening vou'l need fo resssign all the:direct repors to the appropriats manager prior o reassigning the manager fo another organization.

A ntermational fransfer s termed in brig tounty and hited Tn anotiier. Bssuch, the eniployes’s sligible salany misy belncsrest becatse the
sysfem treats the employee as a new hire In the new county, not knowing the employse s actually an international transfer.. Whenthis cecurs
you must contact Corporate Compiensation o sorrectthe CWVB employes tseord,

Boniuses shodid not be communicated untl LJE spproval has besn received. Yol can trask the approval status in CWE
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. Managing Your Bonus Budget

&

Allocation Wizard can assist you in distributing your budget - in USD or

local currency.

« Focus on your key contributors; reward the completion of a critical project or
initiative.

« When deciding on the bonus recommendation, review the employee's total

cash compensation

* Employees should understand the link between the reward and the
performance.

B | Copyiant@ 011, Orsis and/or s afiates. Al nghts | Clonfiusntial -~ Ordicle tnteri
tesevad.
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Lets face it the bonus poel is never big engught, So, jt ks important to spend wisely.  Thealiosation wizard Is-a tool that allows you to model
different ways of distributing your budget by location, caresr level. quartie, eto. Yau ean then publish your budget based on these restlts:

Sore managers slect not to distnbute a budgetto thelr direbts. Bidgets lypically sre distibited al the higher levels of management The [tk
of & budget does not pravent you from entering your bonus tecommendations in the workshest, If you chouse to gliocate benuses toyour team,
butiyou werer't formally given & budget in CWEB, your budget summarny shown in CWVE will be negative. However your managerment hierarchy
will be able 1o ses yourtecommendations, As mentioned in the fooal sesiion, This sn't 1o say that vewr recommendationsswon't be changed by
sameons flrther upih your hierarchyy but i 1s @ way 1o inform your manager of how you would ke 1o allocats bonusesto vaur toam.

Whenwarking Withiny your warkeheer pleass rememberto SAVE often. You may alse download your workshest and work offing. Be surgéts
follow the system instruclions carefully,

Bonuses are discretienary and designed to reward key epnlifbulors for assisting the company in mesting strﬁtagic goals and objectives:
Allocate rewards n prapottion to the emoloyes’s role and actial contribution to the business and his or her Individual performanca, Snsure that

emplayess understand howthey are being measured. This can be accamplished by sefiing strefch abjectives priat o the beginning of the
perforntanics period. And, evaluating perfarmancs agalnset these objectives perlodically throughoutthe year.
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. Managing the Stock Option Process

« Once budget is approved by Comp Committee, email communication is sent to each
LOB head and HR.

» Stock budgets are a fixed amount and will not vary if you add or delete employees
from your stock worksheet.

« From year to year stock eligibility can change. Important for you to review stock
guidelines posted within CWB.

CRAL L&
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. Managing the Stock Option Process (2)

» Review CWB stock history for key members of your organization.
+ Consider stock options as part of the Total Compensation package.
« Align grant size with the local market practice.

+ The number of shares recommended should be based on total pool available and
individual performance.

« Focus on high performing employees who you most want to retain.

10 | com;wwﬁ,ammrwmw& Al rdnts | Contsnna - ousle el
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. Managing the Stock Options Process (3)

« Stock grants are approved by the Compensation Committee.
« Stock services is informed of the approval on the same day.

+ Some employees must receive special written communication from Stock Services as their first
communication per legal requirements.

* There may be country-specific differences - please refer to regional modules.
« Managers should review approved amounts in CWB prior to communicating to employees.

ORACLE
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. Summary For All Processes

« Each LOB will have its own timeline for each process.

= Be sure to clean up your worksheet promptly!

« Do not communicate anything until final LUE approval is obtained.

+ Always check CWB before you communicate to ensure that amounts haven't changed.

12 | Dopjignt@ 2011, Otdsle andior its affifates. Al ights | Configential - Otagle intefral
feseniad.
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Corporate Gom;aansatson Kicks off each process by sending a note o the LOB heads, but after that. the specific timelines are deterntined by the
LOB hisad and iine HR. Corp Comp wil mmwc{a the key deadlines to hit vatious payrotl dates and genseally the | OB heads work within those
giidelines, Howsver, It la not unusual for incresses to ba effective and bonuses to hit pay checks on different dates across LOBs. Thestock
process is the only axcepﬁcra o this, as grant date s determihed by counlry and all employees Inthe country will have the same grant date,
regardless of LOB.

With sach LOB on its swn fimeline, there 12 limited window of fme where we can make changes fo employes manager assignmerts wittin the
CWB modiles: Forexample, 1f you discover that vou are missing an smployee 3 weeks itflo the process, butthe smpioyee is of the worksheet
of a manager whose recommendations have already bean appmfed you have completely lost the opportunity fo reward that employee. We
cannot move employees ance an LOB has submifted, so it i Imperative that you cateh these sifuations earfy in the brocess.

The resommendationg entered into CWE may be changed at any tme priorto LLJE approvel. We have had cases'where an EVP has approved
dngd submitted his enfive iy, bUt then serasthing changes and Corp Comp s asked to change & recommisndation. We tan do this, as long as
we haven't stbmitted for LJE approval

Glveri that the time betwesn a managers recommendation and LJE approval could be many weeks thera is a lot of oppartunity for the amounts
tochatige. It is very important that you check CWBafter you gt word of firial approval to gnsure that you communicate the comect amounts to
yailr employess
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. Tools and Resources

« Your manager
» The local Compensation/HR department
- the HR Global Website lists compensation contacts & you will find your HR Rep &
Manager by checking your ARIA page
« Internal Websites
* MEE
« DBI

« CWB — used for bonus, stock & salary increase processes

« [WB - shows salary information and history for all employees within your
organization

* HR Global Website, global HR policies

olemiile
| Coyen @201, Okl dndior s amltes. 48 fans | Confidential < Oshs htsimt
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In & self sgrvive organizetion ke Qracle, there are many resources available fo educate you on maeking compensation decisions,

Your manager should be your number' resource for compensation-related discussians. He drshe can give you direction about compensation
declsions made atithe Ine-ofbusiness levll For granple dUing the salary inotesse biohlis and stosk Brocesses, soirle LOBs may impleiment
spscific strategies on how they want to allocate thelr budgetpools.

Another impottant resobires for vou & the local Compensation manager or HR manager for the counfry In which the smployed works. Heor she
will be able to provide expertise on local practices, processes and requirements for that sountry. In addifion to providing advice on day-to-day
comp decisiohs, the compensalion team and HR team can also provide aduice for some of the more giffisult compshsationrelated chiallehiges
that vou may face. You canfind your MR Contact and HR Manager by cheeking your ARIA page: The appropiiate sompensation contactcan
ba found on'the HR Global website

In addition to pefsonal fesotitoss, Oracle has plenty of online respurtes available fo you. There is a Weatth of mfotmation available thiough the
global HR website and through HRMS applisations fike Manager Self Service {aﬁer} referred to s MEE), Compensation Waorkbench -or CWB-
and information Warkbench {ofen refered (o as IWE)

Onthe HR Global Webste you will find the sotntrty HR sites: globa compensation inforniation, emploves handbooks and global policies sueh as
code of ethies and Business Conduct.

Compengation Werkbench s used for comp processes such as the Global Corparate Bonus and the Salary Increase Review and on W8 you
will find job and salary infotmation and hstory for all emplayess within yeur srganization,

13
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. Information Workbench (IWB)

« Main View options:

- Salary
Job Information
- Sales Salary
Total Compensation (summarized - Rolling 12 months)
US hours worked -~ great tool to track overtime hours
« Filters: |

-- All employees

- Direct employees

- By team

-- Per country

= There is also a training video available under: Information and Links / Trainings.

-
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ORACLE

Global Compensation Training
Managing Compensation at Oracle — an Introduction
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e Compensation Training Overview

» The Oracle Compensation Training for managers includes the
following modules:

* |ntroduction |
Job Classification and Global Job Table
- Salary Ranges
Managing Pay
Compensation Processes
Region specific modules
+ Americas
» Asia Pacific
» Europe, Middle East and Africa
+ Latin America

&

k-

&

o
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This is the Introduction to Compensation madule for compensation iraining. There are 8 other
modules that have been developed to provide you a basic overview of many topics you should
be aware of when managing employees at Qracle. Most compensation information applies
globally; however, there are some topics that vary by country and/or region, so the global
compensation team developed region-specific modules to cover topics that aren't relevant
worldwide, Please review the modules for each region in which you have employees.

Keep in mind that this is simply an overview and it is not designed to teach you everything there
is to know about compensation. lt is important to work with your local compensation team
representative and HR manager on employee compensation issues,
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- Topicsv

« General Compensation Principles
« Components of Total Compensation

: s _ORACLE
3 [ Sopyright© 2ot Gracte andiorits affiliates. All rights [ Confidential- Oracie nternal
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The topics we will review in this module are;
The general principles of compensation and the components of total compensation at Oracle.
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-‘ Oracle’s Comp Principles and Objectives
Oracle must attract, retain and motivate highly skilled, high
performing employees to be successful

« Provide compensation programs that:
+ Attract and Retain by being Market Competitive

+ Motivate employees to maximize their productivity, but also consider
shareholder interests

» Focus energy on the right things to achieve corporate objectives
= Are legally compliant

« Pay for Performance
»  Company Performance
« Individual Performance

 ORACLE
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Remembering that the business drives cotmpensation; it is helpfulte think about Oracle's key principles regatding compensation.

First, Oracleis a knowledge company, so attracting, retaining and motivatitig the right talent is key to Oracle’s sucoess. If you
think of the employee relationship as a business relationship, Oracle has to offera value proposition 1o the employee. Part of
that is the money side of the equation, but there are other parts too. Therefore, we don't havedo overpay relative tathe market
to get talented folks to work here, but we do have to pay enough.

Becond, Oracle must be tax efficient and legally compliant wherever we do business. ‘Sometimes this meansthat parts of
compensation ate offered through benefits, rather than cash. Sometimes tax implications impact Oracle's decisions about what
kinds of vehicles to use when compensating employees.. We will talk more about this with respect to stock opfion and the ESPPR
lateron, in all cases, we need to follow the laws of the coutitries in which we are doing biisiness.

Finally, Comp tools and programs are designed to support torperate objectives and help you execute on your business
ohjsctives. They are designed fo help you motivate your employess throtigh pay, and to help you link pay to specific work
ohiectives to motivate the right kinds of behaviors.

Qraclegenerally compensates employses based ubon their contribufions to the Company and Oracle’s financial perfermarice.
The goal is to altract, refain, and motivate the very best qualified employees, Central to Oracle’s total compensation philosophy
are: recognition, reward and market competitivengss.

4
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- Focus on Total Compensation
« Cash
» Base Salary
« Allowances |
« Short term incentives (commission/bonus)

« Stock
» Long term incentive — stock options
« ESPP

 Benefits
« Country specific programs

6| Copyright® 2041, Oracle andior its affiliates. All rights | Configential- racietnternal
reserved: '
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Different components help achieve different management and corporate objectives.
Having a mix of components increases flexibility to meet business and employee needs.
We will go through each component in more detall for the rest of this session.

Please note that ESPP is not available in EMEA.
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- Base Salary

« Represents potential pay opportunity for a job.

« Linked to employee’s skills and competencies in
current role, as well as the performance of the
employee and the situation in the local market.

¢ In some countries, base includes fixed allowances.

8 | Copyright©2011 Qracie andlorits atiiliates, All rights | Confidentiat-- Dracie internal
ressrved.
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Base salary is more stable over time than most of the other components of total
compensation and it should be linked to the individual's skills and competencies in his or
her current role.

It is important to note that there is a different definition of base salary in some countries.
For example, in India base will include other fixed allowances provided for tax reasons .
In other countries like the Philippines & Brazil, there may be a 13" month of pay included
in the base salary for a contractual bonus.
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- Short Term Incentive (Bonus or Commission)

* Provides management with a mechanism to reward short term
performance

« Payments vary according to performance and allow companies to
lower cost when results are not achieved

« Commission
» Tied to individual/team performance against quota

« Bonus
« Tied to company or LOB results
« Eg Global Bonus, Consulting Bonus, ACS Bonus

7' | Copyright @ 2011, Oracte and/brits affifiates: Alt rights | Confidentist- Oracle internal
reserved,
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Variable Pay is short term incentive meant to reward recent individual results and
petformance.

The short range of sight creates higher motivational value and payments will be linked to
the company’s ability to pay and business results.

Some examples of variable pay are bonus, which is tied to company or LOB results: and
commission, which is tied to individual and/or team performance against quota.
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- Short Term Incentives

Different jobs have different pay at risk component (fixed vs.
variable/bonus mix) — Short term incentive

Sales job-high pay at risk Non-sales job-lower pay at risk

Keep them motivated - can be big payoff. Opportunity to reward based on
performance
Elinoiliammnoaass sepe UL R e D S e s e s
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Different iobs will have a different pay at risk component,

A salesperson knows where to focus his or her efforts because sales objectives are specified by the sales
compensation plan. A salesperson’s performance is rewarded for achieving or exceeding specific results.

The Salary/incentive Mix is the relationship betweern base salary and the planned (ortarget) incentive amount. -Ong

of the primary factors affecting the pay mix i the degree of influence the salesperson has on the purchase decision,
The more influence the salesperson has, the higher the incentive opportunity.

The mix indicates the proportion of pay at risk, a job with an aggressive mix; forexample 50/50, has a less
predictable cash flow. Mix will always total 100%, with the first number representing the percentage of target pay in
base salary and the secorid number representing the percentage of target pay at risk for achleving "TARGET
PERFORMANCE",

For a non-sales employee, the ability to influgnce the purchase decision of cistomers (8 virtually non-existent.
Therefore, non-sales employees are rewarded based on overall company and individual performance. The pay mix
of these emplovees is less aggressive, for example 80/10. so they have a more predictable-cash flow, but lower
upside potential earnings. ‘

‘Why ate there differences 1o pay at risk for different jobs?! Typically because the variable pav component motivates certain
types of behaviors, - Eg. Sales emplovees ave paid o compettive base salary and, they have aneven higher carning potential

8
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based on their performance again specific mettics: Variable pay plans can be modelled to mcent specific behaviors:

Change in role can impact in the following ways:
Total paymay increase or decrease depending on the market value and salary range for the new role
May bea change in the fised and variable pay mix
May be an increase or decrease in carger level
Moy be a chanse i car orcarallowance ehigibility (this is tied 1o job)

May want to consider whether a job change is emplavee or company-initiated and intended duration when medifying the ce comp:

8
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- What are Stock Options

« Contractual agreement between Oracle and individual
employee (10 year term)

« Allows employees to purchase a specific number of
Oracle shares at a set price

« Employee earns right over time to purchase shares
(vesting)

oAt e
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Stock Options are a long term incentive tool that allows employees to purchase a specific
number of Oracle shares at a set price.

The vesting in most countries is over a 4 year period (25% of the grant is available for the
employee to exercise per year for 4 years), with the idea that unvested stock is an incentive for
the employee to stay with Oracle. The more the stock price rises after the grant date, the more
valuable the stock grant is for the employee. 8o again there is a dual purpose of focus on
shareholder value and staying with Oracle to realize the gains.

Some countries are not eligible for stock. If you are unsure, please refer to the stock eligibility
document, which is available on CWB. OR, U3 stock services can also provide you with a list of
countries not eligible
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Stock options — L0ng Term Ince‘ntive

« What is the purpose of granting stock options?
* Recognize and retain key talent

« Focus senior management on delivering for key
stakeholders (i.e. shareholders) — ownership

* This is a changing competitive market
» Different vehicles offered |
« Tough to compete with growth companies

10 | Copyright© 2011, Graclesndisrits afiiliates. All gty | Confitiential— Oracie ttemal
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Stock is really a retention vehicle, as well a8 & good way o get senior people thinking about the stock price, and
adding value for shareholders.

Stock option budgets are small, and there will not be enough to give to evervons, noris thatthe best approach,
When granting stock options, you want to focus an your top, key talent. or those you most want to retain.

Stock used to be an inexpensive way for companies to reward employees, and it was a reward that was highly
yalued by employees as something prestigious that told them the company really felt they are important to the
business. It was also viewed as g 'wealth accumulation vehicle, Employees thoughtif they stayed with the company
long enough, and the company did well, they could make a lot of money. ‘And many employees did.

The increased attention to torporate governance [ssues over recent years has meant that companies ate now
reporting stock options as an expense ftem on company reporis. As a result, stock options have an impact on the
organization’s bettom line which was not the case previously.

New starf-up companies, and companies just entering the public sectoroften use stock as the main retention tool for
theiremployees, so the stock poolsfor their grant processes may be much larger. ‘As a more:mature company,
Oracle doss not try to complete with these employers when it comes to granting options.

10
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-‘ Benefits / Perks

« Company benefits differ by country depending on market
practice and government/state provisions but may include
some of the following:

« Medical, Dental, Vision insurance

* Income protection in case of sickness & disability

« Term Life (Life Insurance) and Personal Accident Coverage
« Retirement plans

« Company Car/Car allowances

* Vacation days

« Employee Assistance Program (EAP)

« Savings plans

*chal summary plan descriptions provide further information including eligibility criteria for Oracle

1 | Copyright© 2011, Oracle andiorits affiliates. All rights g Confidential—Oracle internal
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Benefits provide assistance to employees and their families in funding basic levels of healthcare and refirement planning.

Benefits can be as much as 30% of lotal compensation for lower Jevel employees. The most important benefils at Oracle are
mentioned in the slide, covering topics such as: ‘

Health Benefits

Disability Income Berefits
Retirement Banefits
Death Benefits

IR

In addition, the Employes Assistance Program enables employess and relatives to seek counseling for personal problems.

The list of benefits provided is not restricted fo what is Included in the slide. Additiorial benefits include the International 808
program that Oracle has put in place in order to provide medical assistance fo smployees while they are fravelling outside
their home country on company business.

1:- Local market practice
2. Cultural and historical ressons
3. Legalsituation ~ in some countries the state provides & lot of benefils,

1
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Managers and employees have verydifferent perspectives an-what is important to employees. Aninterésting study is the Korn/Ferry
international Survey from 2001, This study was conducted by the Center for Effective Organizations at the Marshall School of Business at
the University of Southern California. The survey looked at 10 large international techriclogy-intensive cofporations.

The study was called “\What do employses really want? The percepfion versus the reality”. One of the key findings was thatwhat the
employee reported as most desirable is often different from the manager's perception of what he or she feels is important to the emiployee.
This chart shows the disconnect

Other key findings were that there are some key similarities as well as some dramatic differences in what s important o different psople,

while *job security™was a much more important retention factor for the "over 50" age group than forany otherags group. Career
advancementwas more important for the “under 30" and "31-50" age groups than for the “over 50" age group. With respect to gender,
Career advancement was the strongest retention driver Tor men, while professional satisfaction was the strongest retention driver for
women,

12
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Tools and Resources

* Your manager

* The local Compensation/HR department
» the HR Global Website lists compensation contacts & you will
find your HR Rep & Manager by checking your ARIA page
* Internal Websites
+ MEE
« DBI
CWB - used for bonus, stock & salary increase processes

IWB — shows salary information and history for all employees
within your organization

HR Global Website, global HR policies

&

-

e oRACE e
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In & self service organization like Oracle, there are many resources available to aducate you on making compensation decisions.

Your manager should be your number 1 resource for compensation-related discussions. He ur she ean give you direction about
compensation decislons made at the line-of-business level. Forexample, dufing the salary increase, bonus and stock
processes, some L.OBs may implement specific stiategies on how they want to allocate their budget pools.

Ancther important resource for you s the local Compensation manager or HR manager for the country inwhich the employee
works. He or she will be able fo provide expertise on local practices, processes and requirements for thaticountry. I addition to
providing advice on daytosday compdecisions, the compensation teamrand HR team can also provide advice forsome of the
mote difficult compensation-related challeniges that you may face. You an find your HR Contact and HR Manager by checking
your ARIA page. Theappropriate compensation contact can be found on the HR Global website.

I addition to personal resources, Oracle has plenty of online resotifces available to you. Theie is a wealth of informiation
available through the global HR website and throtigh HRME applications like Manager Self Semvice (often referred to as MEE),
Compensation Workbench-or CWB- dnd Information Werkbench (often referred to as WBJ.

On the HR Global Website vou will find the countty HR sites, global compensation information, employee handbooks and global
policies such as code of ethics and Business Conduct

Compensation Workbench is used for comp processes such as the Global Corporate Bonus and the Salary Increase Piocesses
and on IWE vou will find job and salairy information and history for all employees within your organization.

13
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B Information Workbench (IWB)

« Main View options:
« Salary
« Job Information
« Sales Salary
+ Total Compensation (summarized - Rolling 12 months)
» US hours worked - great tool to track overtime hours

« Filters:
« All employees
» Direct employees
+ By team
« Per country

- There is also a training video available under: Information
and Links / Trainings.

- o opacie
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Information Workbench is accessed via your Compensation Workbench responsibility. [WB s a tool available to
assist you In monitoring all compensation related information pertaining to your employess. In additionto base
salary history, bonus histary, job history and-salary range data, [WB enables you to track overtime and exception pay
history for US employees in your hierarchy. The data is refreshed every month.

The main view options that you will find en Inforrmation Workbench are salary, job information, and sales salary. But
youwill also be able to find a summarized total compensation overview of your ermployees. The overview will show
what base and variable compensation your employees have received in the last 12 months.

It you warit to view specific sections of your drgahizations, there are filters avallable in Information Workbenth. You
fay filter by country or direct report team, or you may choose to view just your direct employees or all employees
who report up 1o you.

If you have little experience with Information Workbench, you can usethe fraining video that is available in
Compensation Workbench under Information and Links and then Training.

14
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ORACLE
Global Compensation Training
Job Classification and Global Job Table Module
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. Compensation Training Overview

+ The Oracle Compensation Training for managers includes the
following modules:

-- |Introduction ,
- Job Classification and Global Job Table
-~ Salary Ranges
- Managing Pay
— Compensation Processes
— Region specific modules
* Americas
« Asia Pacific
« Europe, Middle East and Africa
« Latin America

R _ ORACLE |
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This is the Job Classification and Global Job Table module for compensationtraining. There are Bother modules that have been developed 1o
provide you a basicoverview: of many topics you should be aware of when managing employees at Oracle. -Most compensation information
applies globally, however, thiere are some topids tnat vaty By coUntiv andior region; s6 the global cénipensation team developed region-gpacific
modules 1o cover topics that aren't relevant worldwide: Please teview the modules for each tegion in-which you have employees.

Keep In mind that this is simply an-overiew and it is not desighsd to teach you-everything thete s to kntwvabout compensation: [tis impartant
to-werk with your local compensation feam representative and HR manager onemployes compensation issues.
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. Topics

- Introduction
Job Classification
Global Job Table
Impact on HR processes

&

k.

@

Impact on non-HR processes

Further information sources

ORAaCL e
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This is the agenda we will be covering fogether today. After a shoit introduction we will start oUr presentationon the
Job Classification Methodology that we use glebally at Oracle.

We will talk aboutwhat Job Classification is-and show vou the various elements of Job Classification. We will also
mention the impact of Job Classification on other HR and non-HR processes by selecting the correct job for your
employees, :

And finally we will give you some things to consider as'a manager in rélation to Job Classification, for example
where to find information on the jobs of your employees and how to change a job in the Oracle systems.

o]
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. Introduction

« Job Classification is a consistent global framework for job related information that
supports a number of key HR and non-HR processes as well as management reporting

« The Global Job Table is a key component of the Job Classification system, but other
data also forms part of the overall system

* Managers are responsible for ensuring that employees on their teams are in the right
job in HRMS

« Attaching employee records to the incorrect job in HRMS will result in multiple problems
related to HR and other processes

. ORACLE
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Job classification is a consistent global iramework for job-related information that supports a number of key HR antd
non-HR processes. The global job table is a key comporient of the job classification system. -There are many

system elements that are tied to employess based on the iob code towhich they are assigned. and managers are
responsible forensuring that employees are in the correct job code,

Assigning an incorrect job code to an employee couild cause problems for various processes down the line, and we
will discuss the potential issues that incorrect job codes may cause throughout this présentation.
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l Global Job Table

« To facilitate the global job classification process, Oracle uses a Global Job
Table in which each job is assigned a unique combination of globally
defined attributes.

Attribute

ob code

tob Title

Specialty

ORACEET
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Global Job Classification at Oracle is & process that is all abeut ensuring that we assign the correct job codeto-each
employee. In the next two slides we will first mention the elements of global job classification that are the most
important tomanagers. We will also give a very short description of the elements,

Afterthis short introduction of the:mest impertant elements, we will explain each topic in more detail,

It is very important to mention here that once a2 job code is selected, all the other elements have been defined for that
job-code. This means there will not be a jobcodethat has more than one official job title or function or career level,
eic.

One of the most importanttopics to remember right now is thatthe process is a glebal process, with no countty
specific job classification elements included. So if an employee moves from the US to the UK to perfarm the same
job, &.4. Senior Consultart, then there will be no changes in terms of job classification and, therefore, no changesin
the elements you have seen on this slide.
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. Job Code

« Every employee with the same Job Code will have the same Job Title,
Function, Specialty Area and Global Career Level
+ Example:
Job 20410 appears as follows in HR Self Service:

20410/Senior Consultant/CONS/IMPDEL/C2

P N

Job Code Job Title :
Function ‘ Specialty Career Level

ORACLE
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We will now start explaining the most relevant details of the job classification process.

On this slide you see job code 20410, which is enly one of more than 1,000 unigue job codes (and therefore jobs)
thatare included in the global job table,

The global job title is just a brief description of the job, referring to the official internal title of the job. The internal job
title'wilt be used mostly forsystem and reporting purposes.

In general the global job title is not the title the employee might use to-describe his or her job on a business card, of
when speaking to colleagues, clients or relatives.

In the next slides we will discuss the function, specialty area and carser level,
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. Function

« Function describes the type of work the employee performs
* It is not necessarily specific to the employee’s LOB.
« The following are the Functions recognized by Oracle

Administration Business Practices
Consulting Development

Facilities Finance

Human Resources IT

Legal Manufacturing & Distribution
Marketing Pre Sales

Sales (all LOB’s) Support

Training

ORACLE"
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The function describes the general type of work the emiploves performs. This slide lists-all of tha global job functions
at Oracle, including IT, Development, Facilities, Legal and Sales.

All employess working in a sales position, will be part of the Sales Function, regardiess of the exact job title or job
code. The same applies. for instance, for all employees in Finance.

if an employee is working in a financial position for Consulting, then the job code assigned should be part of the
Finance function, despite the fact that the employeeis working in the Consulting organization
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. Specialty Area

« Specialty describes the work performed within the Function
« Each Function has typically 4 — 8 Specialty Areas

= If an employee’s role covers more than one specialist area, then chose the job whose
speciality is most representative

Example:

Function: Fiﬂanﬁce Speciality Areas
Accounting
Audit

Budget, Planning & Analysis
Credit & Collections
Contracts Management
Financing

Licence Compliance (LMS)
PayrollfCommissions

Purchasing
Revenue Integrity
Tax
Treasury
ORACLE
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The specialty area is more specific, and it describes the work the emplayee performs within the defined function.

In this slide, we clearly show that within the Finance function, not all employees are doing the same type of work,
Employees in the finance function may be working inone of twelve specialty areas, such as accounting, contracts,
purchasing. or tax, The specialty area assigned to a job-helps to pinpoint the responsibilities of that job.

For example, when employees send in expenses to be reimbursed, they will be processed by employees in the
Shared Service Center inthe Accounting specialty ares, butour salaries are processed by local payroll. Both
Accounting & PayrolliCommissions are specialty areas within the Finance function.
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. Global Career Level

« Global career levels are a set of broad, hierarchical categories related to the level at
which a job is performed

+ Responsibilities, individual contributions and job complexity increase from one job level
to the next job level in the hierarchy

« The global career level structure has two paths: Management (M1 — M10) and Individual
Contributor (ICO — IC6). There is no correlation between M and IC level

« An employee is considered to be a manager if his/her primary responsibility is
management (with hire/fire authority) of two or more regular full time equivalent Oracle
employees. All other employees should be considered individual contributors, including
team leaders
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Teganet

CONFIDENTIAL ORACLE_JEWETT 00000657

CONFIDENTIAL ORACLE_HQCA_0000399970



Afob family is a seties of levels where the nature of the work is sirnilar. The distinct levels represent Oracle’s
requiremenits for increased skill, knowledge, and responsibiliies. The higherthe career level, the higherthe
complexity of the job duties.

This means that if a job in Finance has the same level of responsibilities and complexity as 2 job in Sales, the career
level ofthe two jobs will be the same.

There are career levels for Management positions (with levels ranging from M1 through M10} and for non-
management positions, the so-called individual contributors (with levels ranging from [CO through IC8). In order to
be considereda manager in the US, you must have at least 2 people reporting to you, and your primary
responsiblility should be that of managing people. Forall other countries, only 1 reportIs necessary. Forthe
individual contributor career path, assignment to the 1C6 level is “gated”, meaning that there is'a rigorous
appointment process within groups, most typically development, that use this level. There are very few employees
worldwide in this level.
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- Management Career Levels
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This slide gives an‘overview of all Manhagement Career Levels, which is more or less self explanatory. The
informationis meant to give a quick total overview of all existing Management Career Levels at Oracle,

Definitions of these levels are available. The formal definitionscan be helpful when recruiting a new employee, or
when making a decision enwhether or not to give a promation to anemployee.

Please contact your compensation representative if you are interested in seeing how each managementlevel is
defined. :

10
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Individual Contributor Career Levels

IC Career Levels

LAl LG
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This slide gives an overview of all Individual Contributor Career | svels.

Definitions of these levels are also available. Please contact your cempensation representative if you are interested
in seeing how each individual contributor level is defined.

It is important{o note that there s NO correlation between M-levels and IC-levels. Each career pathis considered
separate from the other, and transfers or job changes across the paths are to be evaluated on a case-by-case basis.

Please also note that the IC6 level is exceptional and requires & spetial promotion process in most LOBs.

11
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. Additional Job Table Information (1)

The following additional information is also held against individual jobs:
Comgensation Type
+ Broad categories of commission/bonus plans as follows

— Consulting Bonus Plan

— Sales/Pre-Sales Commission Plan with Annual Target Variable

— Education Bonus for Trainers

— Recruiters’ Bonus

— Global Bonus

« Employees with the same job code are eligible to participate in the same
variable/bonus plan type (for exceptions see the Regional Compensation Training
Modules)

ORACLE
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Invaddition to job code, function, specialty area and carser level, there are othar slements in the globaljob table that
are held against the individual jobs.

One of the critical elements is Compensation type.

Oracle Consultants who are'billable” may be eligible tv participate in the Consulting Discretionary Bonus Plan.
Consulting bonuses are administered through Global Incentive Planning.

Sales commissions are designed to direct, motivate, and reward sales employees for achieving desired business
objectives. Sales comrmissions are administered through Global Sales Compensation. Oracle Instructors, outside
the U8, who are "billable™ are sligible to receive a quarterly bonus. Instructor bonuses are administered through
Global Incentive Planning.

Only Oracle recruiters are gligible for the Recruitmentplan. This plan is based on measurable recruitment goals.

The Global Performance Bonus Plan is an annual plan, but the Benuses are discretionary and thers are no
entitlements.

It Is important to note that, in general, employses with the same job code are eligible to participate in the same
variable or bonus plan, so correctly assigning the job code, and therefore, the compensation type, is critical to
ensuring that your employees are on the right plan.

12
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Additional Job Table Information (2)

: ]

Salary Grades

— These link to base salary ranges that assist managers to make decisions about
salaries during the salary increase review, promotion or recruitment processes

Consulting Target Bonus
— This may differ from country to country
Consulting Job Level

Billable Flag
— Relevant Consulting jobs only

3
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Otherimportant information that is tied dirsctly to the job table includes salary grades, consulting target bonus levels,
consulting job levels and the billable flag, which is relevant to some consulting jobs.

Salary grades link & range to each job code, and the grades are assigned at the country level. Grades are
determined based onlocal market analysis; so agrade 8 in‘the US is notthe same as a grade 8§ in Australia; ora
grade 8 in France. There Is & separate training module on how salary ranges are developed and used at Oracle, 50
please check out that presentation when you have some time.
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. Impact on HR Processes

« The classification of a job has direct impact on:

» Eligibility for Compensation Workbench Processes

fE—

-

Compensation

» Salary range

« Compensation type

iRecruit/Offer Letter

Employment terms for acquired employees
Benefits (eligibility/level of benefits coverage)
Appraisal (individual profile/job competencies)

Sales Increase/Salary Review

Non-Sales Increase/Salary Review

Global Bonus

Consulting Bonus (managed outside CWB outside US)
Approval authority levels for HR processes

ORACLE
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The classification of a job has a direct impact on many processes.

First, if the employee is in the wrong job, it cotild have a direct impact on the variable compensation of the employee. If you have,
for example, & Consulting Sales Representative on your team, that is mapped to a consulting delivery job, you will have
problems in issuing a comp plan, because the eonsulting job is eligible for a consulting bonus plan. In additioh, We have 2
salary increase processes at Oracle. One is forthe Sales function and the 'othet is for all other functions. If someoneis
misclassified, he or she may not be eligible at the appropriate salaty Increase fime for his or her tole. This again fllustrates
how each job code has pre-defined elements that can not be changed.

Second, in some countries certain benefits are linked directly to the job of the employee, for example the eligibility fora company
‘car or car allowance. Correctly assigning a job codes impacts the benefits for which the employee Is eligible,

Third, access to Manager Self Service and Compensation Workbench is limited — only employees With a global career level of
M1 through M10 are granted access to these fools.

And finally, by incorrectly classifying an employes, we are misrepresenting survey data being reported, and we could be vislafing
local laws putting the cormpany at risk for litigation.

These topics clearly lllustrate the importance of having your employees in the cortect job.
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- Impact on non-HR Processes

« Compensation plan issuance
« The type of sales compensation plan is linked to the employee’s job

. Employees with jobs with Function of Sales or Pre-Sales must have an Annual Target
Variable

» General Ledger

* The employee’s job is one of the parameters that generates the Headcount Account for
Headcount Reporting by Finance

+ Projects
« Billing rates - linked to Consulting Job Level
« Only employees with a job with Function of Consulting and Billable Flag setto Y can be
charged out with the standard cost rate for the job
« Sales Applications

« Basic details of Sales applications, such as CRM, are synchronized with employee details
of the HR database. Yet, this is true only for employees having a Job Function of Sales or
Pre-Sales as access to these applications is restricted to these functions

ORACLE

18° | Copyicnt@aD1 1 Onsele andior s tiliates  Alrrights |- Confidentiat-Oracie Internal
resered.

CONFIDENTIAL ORACLE_JEWETT 00000669

CONFIDENTIAL ORACLE_HQCA_0000399982



In addition to impacting HR processes, the job code selected will impact various non-HR processes,

Some of these processes include: compensation plan issuance, headcount reporting for the general ledger gnd salas
applications. Project billing rates for consultants are also linked to the job classification of each employes. Ifan
smployes is mapped too low, this could have g direct impact.on the margin of the business.

*PLEASEHOLD ON THIS SLIDE FOR A BIT TO GIVE VIEWERS A CHANCE TO READ ALLBULLETS™
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. Further Information Sources

+ Detailed definitions of the Function, Specialty Area, Global Career Levels can be found
on the Managers’ Resource Guide (MRG) accessed via manager HR Self Service

« The MRG also contains detailed information on:
— Where to find information on jobs
— How to change the job of your employees
- How to change the product association and Industry code for your employees
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Through Manager HR Self Service, also known as MEE (Manage Employee Events), managers can view an
employee’s assignment. salary and training infermation and change employee details by processing HR
transactions through a web browser.

An extensive manual [s also avallable to managers, the MEE Handbook for Managers, in which the managercan
find a description of all the options that are included in MEE.

The job code assigned to an employee can also be found in Information Workbench and in MyCracle at People
Search.
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. Tools and Resources

* Your manager
» The local Compensation/HR department
- the HR Global Website lists compensation contacts & you will find your HR Rep

& Manager by checking your ARIA page |

* Internal Websites
* MEE
= DBI
+ CWB — used for bonus, stock & salary increase processes
« IWB - shows salary information and history for all employees within your

organization

» HR Global Website, global HR policies

DRaClL &
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I a self service organization like Oracle, there are many resources available to educate you on making compensation decisions,

Your manager should be your number 1 resource for mmpensaﬁcn-‘refated di§eussions. He of she tan give you direction about
compensation decisions made at the line-of-business level. For example, during the salary increase, bonts and stock
processes, some LOBs may implement specific strategies on how they warnt to allocate their budget pools.

Anotherimportant resource for you is the local Compensation manager or HR managet for thecountiy in which the employee
works. He orshewill be able to provide sxpertise onlogal practives, processes and requirements for that country. In addition to
providing advice on day-te-day comp decisions, the compensation team and HR feam can also provide advice for some of the
maote difficult compensation-related challenges that you may face. You can find your HR Contact-dnd HR Manager by checking
your ARIA page. The appropriate compensation contact can be found on the HR Global website.

In-addition fo personal resources; Oracle has plenty of online resources available to you. There is.a wealth of information
available through the global HR website and through HRMS applications like Manager Self Service (often referred fo as MEE),
Compensation Workbench~or CWB-and Information Waorkbench (often refetred to as IWB).

On the HR Global Website you will find the country HR sites, global compensation information. employee handbooks dnd global
policiessich as tode of ethics and Business Conduct,

Compensation Workbench is Used for comp processes such as the Global Corporate Bonis ‘and the Salaty Increase Review and
on IWByou will find Job and salary information and history for all employees within your crganization.
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. Information Workbench (IWB)

« Main View options:
- Salary
~ Job Information
— Sales Salary
— Total Compensation (summarized - Rolling 12 months)
— US hours worked - great tool to track overtime hours
» Filters:
— All employees
— Direct employees

— By team
— Per country
* There is also a training video available under: Information and Links /
Trainings.
ORAall e
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Information Workbench is accessed via your Compensation Workbench responsibility.. IWB is a tool available to
assist you In monitoring all compensation related information pertaining to your employees. In addition o base
salary history, bonus history, job history and salary range data, WB enables you to track gvertime and exception pay
history for US employees inyour hisrarchy. The data Is refreshed every month,

The main view options that vou will find on Information Werkbench are salary. job information, and sales salary. But
you will also be able to find a summarized total compensation overview of your employees. The overview will show
what base and variable compenisation your employees have received in the last 12 months.

If you want to view specific sections of your organization, there are filters available in Information Workbsneh. You
may filter by country or direct report team, or you may choose to view justyour direct emplovees or all employees
who report up to you,

If you have little experience with Information Workbench, you can use the training video thatis available in
Compensation Workbench under Information and Links and then Training.
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