Appendix E of the Employment Agreement —
Rules of Work, Conduct and Ethic of a
Foreign Worker and Safety Provisions

1. Definition of the Position

a. Personal Care and Supervision
These services are provided at home are
designed to help the elderly in accordance
with their limitations in carrying out the
following day to day activities:
e Getting dressed - helping the elderly
get dressed, button them etc.,

e Feeding.
e Bathing and maintaining personal
hygiene.

e Handling situations of incontinence.

e Replacement of absorbent products
and bedding.

e Mobility at home and outside.

e Supervision to prevent danger to the
elderly or others.

b. Assistance in Managing the Household
Includes cleaning and arranging the home:

e Arranging the home, sweeping,
dusting, washing floors.

e Basic maintenance of Kkitchen
cleaning and cooking.

e Hygienic cleaning (bath and toilet).

e Light laundry or laundry using the
washing machine.

e Shopping and errands outside the
home - requires reporting to family
members according to the situation of
the elderly person.

c. Social Care
The caregiver will provide the care while
creating good communication with the
Patient, taking into consideration the
Patient's wishes, habits, and needs. The
caregiver will maintain the Patient's
independence in a respectful and fair manner
while maintaining the boundaries of the job.
The caregiver will maintain regular and
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continuous contact with the Patient's family
and care authorities in the community.

Rules of Conduct of a Foreign Caregiver
in Matav

Maintaining Confidentiality:
Confidentiality must be maintained in all
matters relating to Patients. Information of
any kind should not be transferred to anyone
who is not involved in his care, except with
the approval and guidance of the
professional employee who is in charge
and/or responsible family member.
You may not leave the Patient without prior
notice and without permission from a
responsible family member.

You must behave with respect and
politeness.
Be sure to request or receive a receipt for
any amount spent for the Patient in
accordance with an agreement made with
the responsible family member (even if he
does not request it).
Do not allow guests to enter the Patient's
home without coordinating this with the
responsible family member.
Do not smoke in the workplace.
It is forbidden to ask or receive from the
Patient and/or his family, gifts or payment
beyond the agreed wage. This is except for
small or symbolic gifts of a value which is
reasonable and acceptable - a person who
violates this prohibition violates the
instructions and he is expected to be
fired.
The tasks must be performed as submitted
by the responsible professional employee
when the caregiver was accepted at Matav.
You must coordinate with the responsible
family member the departure and return
times from leave and rest days and to adhere
to set times.

Administration

The hour of commencing and finishing
work must be filled out in the work diary
and it must be signed. Conveying details
and reporting as mentioned regarding the
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work hours and days may also be performed
by technological or biometric means in
accordance with the instructions of the
National Insurance Institute, and in such
case, the employee must prepare the reports
in accordance with these instructions.

The work diary should be left in the Patient
's home (for national insurance only). Letter
148.

Be sure to transfer to Matav’s office a work
diary at the end of the work month.

The work plan includes entry time, exit time
and the number of hours each day. Be sure
to follow the plan as determined.

The Patient or his family signed in the
designated place in the work diary at the end
of each week.

The professional employee responsible
should be informed immediately of any
change in the Patient's condition as a result
of his hospitalization (even day
hospitalization).

Requests for leave should be addressed to a
responsible family member for approval
and you must update the responsible
professional employee at Matav.

You must notify a responsible family
member of any absence from work.

Safety Instructions

Maintaining the Safety of the Caregiver

e Be sure to wash your hands with running
water and soap to prevent the risk of
infection and diseases.

¢ One-time disposable gloves must be used
in all nursing care, when dealing with
body excrements, blood, wounds and
when applying ointment.

e When removing the gloves, make sure
that the outer side, which is the
contaminated side, will not touch the
skin of the hands.

e Ensure a clean environment in the
Patient's home, including ventilation of
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the house and the room where the Patient
lives.

In the event of illness, this should be
reported to the responsible family
member and the professional at Matav
and transfer an illness certificate.

When cleaning the house, gloves should
be worn (not disposable) (intended for
nursing care only).

Cleaning should be carried out wearing
closed shoes and not flip flops, in order
to prevent the risk of slipping.

Any change in the condition of the
elderly person should be reported to a
family member and to the employee in
charge at Matav (weight loss, mood
change, a decrease in mental and motor
function, suspected infectious disease,
prolonged cough, etc.).

Care should be taken to protect your back
while handling the elderly person
(transfers and mobility).

In the house of an elderly person where
injections are given (insulin, voltaren,
etc.), you must make sure that there is a
can with a lid or a closed jar the used
needles should be thrown.

A caregiver who was stabbed with a
needle — should immediately report this
to the responsible family member and to
the professional Worker at Matav. He
will immediately update the senior nurse
at Matav, to ensure proper care.

You must inform the responsible family
member and the responsible professional
employee at the branch of anything that
causes a risk the caregiver or Patient at
his home (visible wires, needles).

Preventing Sexual Harassment

In accordance with the Prevention of
Sexual Harassment Law, which aims to
prohibit sexual harassment in order to
protect the dignity, liberty and privacy of
a person, sexual harassment is, inter alia:
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1. Extortion to commit an act of a
sexual nature.
2. An indecent act (a single event is

sufficient).

3. Repeated suggestions of a sexual
nature.

4. Repeated references to human
sexuality.

5. Degrading reference to a person's
gender or sexual orientation.

6. Exploitation of a relationship of
subordination or authority in a
sexual manner.

7. Publishing a photograph that
focuses on a person's sexuality
without his consent.

e The caregiver must immediately report
to the responsible professional employee
at the branch of any sexual harassment
against him, and he shall inform the
Commissioner of Prevention of Sexual
Harassment of the Organization, of any
harassment of the Patient or any member
of his family towards the caregiver.

Absence  from  Work/ Leave [
Termination of Employment at the
Elderly Person’s Home

e You must inform the responsible family
member and the employee in charge at
the branch that of any absence from
work.

e Requests for leave should be directed to
the responsible family member and the
employee in charge of the branch at least
one month before the date of leave. In
cases of leave of two weeks or more it is
recommended to take leave from the
middle of the month in order to reduce
the financial cost to the Patient.

e It is obligatory to update the responsible
family member and the professional
employee in charge regarding any
unusual conduct or behavior of the
elderly person and his family or a
phenomenon occurring in his
environment (physical or psychological
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abuse, neglect, economic exploitation,
lack of food, medicines, heating or
inappropriate clothing, falls).

Every hospitalization should be reported
immediately (even day-care
hospitalization).

You must immediately report to the
responsible family member and the
professional employee in charge
regarding the decision to terminate the
employment and the reason in
accordance with the law.

Safety of the Elderly Person

Be sure to put emergency phone numbers
in a visible and familiar place for the
caregiver and the elderly person
(children, neighbor, Kupat Holim,
Magen David Adom).

Make sure that the location and condition
of the furniture and carpets do not
endanger the elderly person, you can
consult with the responsible family
member and the professional employee
in charge at Matav.

Bathing will be done while he is sitting a
stable plastic chair with openings to
drain the water.

Care must be taken to prevent slipping
(plastic mat for the bath / shower stall,
drying the floor).

Do not leave the elderly person alone in
the shower! (therefore, it is important to
prepare all necessary equipment in
advance).

Check the water temperature before the
elderly person enters the shower and
verify with the Patient the desired water
temperature.

For a Patient with a catheter, the urine
bag should be attached before he gets out
of bed. It must be attached below the line
of the loins to prevent the urine from
returning.
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Cleanliness of the Surroundings

e Make sure to ventilate the house when
using cleaning materials. It is advisable
not to increase the use of substances
which have a strong odor such as bleach.

e Do not transfer cleaning materials from
their original packaging to another
container, for fear of an error that will
endanger the elderly person.

e [For a Patient with dementia, the cleaning
materials should be in a locked closet
away from the Patient's reach.

Assistance with Feeding

e Check with a responsible family member
if there are food items suitable for the
elderly person's needs.

e Care should be taken to feed the elderly
person while he is sitting in order to
prevent the risk of suffocation.

e The food should be adapted to the health
condition of the elderly person (porridge
type food, food cut into large pieces,
etc.).

e While the elderly person eats, the
caregiver will keep him company, which
is important from the social and health
aspect.

e It is important to be on schedule when
giving food an elderly person who takes
medication and to follow the instructions
of the treating physician.

Important Emphases

e For an elderly person who is connected
to a distress center, make sure that he is
wearing the transmitter.

e You should recommend to the elderly
person to lock the main door and make
sure to take out the key. Make sure
another located at home, as well as with
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a relative or neighbor so that it will be
possible to enter the house in times of
distress.

Do not open the door to strangers and
make sure to look though the peephole
before opening the door. It is important
to inform the responsible family member
to install appropriate lighting in the
stairwell.

Do not place a heater on the bathroom
floor. Use a standard wall-mounted
bathroom heater.

The use of an electric hotplate or
microwave oven should be preferred
over open fire.

Inform the responsible family member in
cases of long telephone and electrical
cables to prevent falls.

Use of Devices

e The caregiver assists the elderly person

in his daily functioning only. It is
prohibited to inject, replace bandages,
perform enemas, insert a tube or catheter,
and perform any other invasive action.

If the elderly person uses accessories
such as a penrose or catheter, the
caregiver can assist him in the following
manner: Remove the penrose for the
purpose of washing and putting it on.
Replace the excretory bag when
required. All this is provided that he
received guidance from a professional,
regarding all of these devices.

Do not determine the need for a penrose
or adjust it. Do not insert or remove a
catheter. Only a professional will do this!
The caregiver is forbidden to inject,
replace bandages and treat wounds,
perform enemas, insert a tube, measure
blood pressure, cut nails of an elderly
person  with  diabetes,  provide
physiotherapy services, occupational
therapy and feeding with a tube etc.,
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The caregiver is prohibited from using
actions and materials from the area of
"alternative  medicine” or  "folk
medicine” (cupping, leeches, medical
massage, herbs) and any
recommendation for treatment that is not
defined according to procedures of the
National Insurance.

Assistance in Taking Medication

It is possible to assist the elderly person
when taking medication prescribed to him
by the treating physician and prepared in

advance

according to the following

instructions:

Remind the elderly person or his family
that the time has come for taking the
medication.

Prepare a drink for
medication.

Help him "technically": give him the
medication, bring it close to his mouth,
help him into the correct position, cut the
tablet in half.

taking the

Conduct when the Patient is Hospitalized

According to the procedures of the National
Insurance Institute, a caregiver may provide
service to the elderly person who is entitled
according to the Nursing Law during the
first 30 days of his hospitalization in a
general hospital in accordance with the
instructions of the responsible professional
Worker.

You must inform the employee in charge
at Matav of the hospitalization of the
elderly person.

Treatment of the elderly person in the
framework of the hospital will be given
in accordance with the approval of the
employee in charge at Matav.

Before any action such as serving food,
drink you must ascertain with the
medical staff in the department if this is
allowed.
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e Before taking any regular medication by
the elderly person, you must the health
care staff if there is a change in the
medication regimen due to
hospitalization.

e Changing diapers is allowed only with
gloves.

e Assistance in bathing - is not part of the
definition of your role as a caregiver in
the hospital.

e Exceptional event - will reported
immediately to the responsible nurse
working in shift in the department, to the
responsible family member and to the
employee in charge at Matav.

e Acceptable rules of conduct in the
department must be observed.

Conduct during Times of Emergency
Matav was declared in 1988 by the health
authorities as an essential enterprise. The
significance of this order is that Mavtav is
obligated to provide services in a state of
emergency. A state of emergency is a
situation that disrupts routine such as
general war, falling missiles, fire,
earthquake, etc. In times of emergency, a
collective recruitment order is issued,
requiring the Workers to report to work.
The branch staff will be happy to assist you
as much as necessary to ensure that your
work is carried out in accordance with the
instructions and rules set forth in these
guidelines.

Informing of the Duty to Report of
Removing Money from Israel of an
amount that Exceeds 50,000 NIS

In accordance with Section 9 of the
Prohibition of Money Laundering Law,
5760- 2000 (hereafter: the Law), there is a
duty to report the removal of money from
Israel in an amount exceeding NIS 50,000.

According to the law, this report is
carried out by the customs clerk stationed at
the point of departure from lIsrael, by filling
out a customs report form to be filled in with
all details.
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In accordance with the above, the following
is a breakdown of the manner in which the
removal of money from Israel is reported by
a Foreign Worker leaving Israel.

When the amount of money accumulated by
the Foreign Worker when leaving Israel, in
other words cash which includes the deposit
sum, is less than NIS 50,000 - there is no
obligation to report this to the Customs.
When the sum of money accumulated by the
Foreign Worker when leaving Israel, in
other words, cash which includes the
deposit sum, exceeds NIS 50,000, the
Foreign Worker must fill out the report form
before receiving the deposit money at the
Bank's station at Ben-Gurion Airport and
attach a copy of the payment order he
received from the Deposits Unit, which
indicates the sum of the deposit which he is
about to receive from the bank. The form
and the payment order must be submitted by
the Worker to the custom’s clerk at the
station of departure from lIsrael, in two
copies (The signed copy will be returned to
the employee and will serve as proof of the
report, while the second copy will remain
with the customs clerk).

Note that a caregiver who has violated the
reporting obligation shall be liable to six
months imprisonment or a fine in the
amount stated in section 61 (a) (4) of the
Penal Law, or ten times the amount not
reported, whichever is higher.

You are invited to contact the offices of
Matav and the employee in charge at the
branch with any questions or doubts.

The management of Matav wishes to thank
you dear caregiver for your dedicated work!

| the undersigned passport
no. confirm with my
signature hereafter that | have carefully read the
rules of work, conduct and ethics of a Matav
caregiver and the safety provisions and |
undertake to act according to them in the
framework of my employment for the
Organization.
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Signature of the Worker Date



