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Adobe Mainland China (“Adobe”) is taking progressive steps to assist employees during significant life events. Effective March
1 2022, Adobe will offer eligible employees additional company-paid time for maternity and paternity leave. These leave
benefits are intended to allow employees paid-time off to bond with their child before returning to work. These benefits are
available to eligible Adobe employees only.
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1. Adobe Maternity Leave
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(A)  Adobe’s regular female employees who are having a baby (i.e, birth mother) or who are legally adopting
a child aged under 18 years of age (i.e, adoptive mother) are eligible.
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(B) There is no minimum service year requirement for employees to be eligible for the benefits under this
policy.
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12 Entitlement
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(A)  You are eligible for a total of 182 calendar days of Adobe-paid maternity leave (“Adobe-paid Maternity
Leave”).
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(B)  For birth mothers:
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(1) the Adobe-paid Maternity Leave comprises of:
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(a) statutory maternity leave of 158 days (“Statutory Maternity Leave”); and
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(b) additional maternity leave days provided by Adobe up to a total of 182 calendar days (i.e. 182
calendar days minus Statutory Maternity Leave).
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(2) Statutory Maternity Leave of 158 days will be extended accordingly in cases of multiples births or
dystocia, but such extension will not affect the total of 182 calendars days of Adobe-paid Maternity
Leave.
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(3) Additional maternity leave begins on the day after statutory maternity leave ends.
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The Adobe-paid Maternity Leave are inclusive of rest days and public holidays. You may start your leave
upon the birth of the child or up to 15 days before the expected birth (or earlier if your manager approves).
In any case, the Adobe-paid Maternity Leave must be taken consecutively. If the leave is adoption-related,
you can only start your leave period on the date of placement of the child. The leave must be fully utilized
within 6 months of the placement of the child.
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For employees who are entitled to statutory maternity allowance and are successful in their application for
the statutory maternity allowance from the Social Security Bureau, your salary during Adobe-paid
Maternity Leave will be paid based on the requirements prescribed by local practice and regulations, and
city of employment as follows:
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(1) Beijing, Shenzhen and Guangzhou Employees: Statutory Maternity Allowance Paid to Adobe
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(a) During the Adobe-paid Maternity Leave period, you will be paid as follows:
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i. Sales employees will be paid at 100% of Total Target Compensation. For full details on sales
commission please refer to the Sales Compensation Plan terms and conditions and the Sales
LOA FAQ at the WWFO Sales Compensation and Territory Site.
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ii. Non-Sales employees will be paid at 100% of base salary. Your Annual Incentive Plan (AIP)
bonus is unaffected for 182 days under Adobe's current practice. AIP bonus will be prorated
from 183 days' onward (should the employee decide to go on unpaid leave beyond the 182
days' Adobe-paid maternity leave). Please review the AIP Policy for more details.
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(b) After Adobe receives the statutory maternity allowance from the Social Security Bureau, Adobe
will calculate your overall statutory maternity allowance entitlement, if your entitlement is
higher than Adobe payments during the statutory maternity leave, Adobe will disburse the
excess in a lump sum to you.
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See Figure 1 below for a graphical illustration of the above:

A ENE, LT RER

Figure 1
B —
. A
‘Stailtclry + Additional Maternity allowance paid by Adobe
VETEEAN \ 4 (taxable)
Sales employees: 100% of Total Target Compensation paid by Adobe W LUSATHE B (BLAD
(taxable) . .
98N I LS 10090 4 5 F AR CRLAT b EiELZE e 7
Non-Sales employees: 100% base pay paid by Adobe (taxable) governmem:“(non-taxaatlle) §
FEFWNR: BE L FHI00%3EATH (BT B SCATIAE TG CE /B>
| | Adobd receives the maternity
d}lUWdllLC
\ DOB Mat legive ends 2 OB P R
T ERW Y FIRER

182 Calendar days
1824 H i H

(2) Shanghai Employees: Statutory Maternity Allowance Paid to Employee
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(a) Itis your responsibility to apply for the Statutory Maternity Allowance through the Social Security
Bureau. Adobe will not pay your salary during the Statutory Maternity Leave period. Adobe will
pay you the employer's portion of the statutory maternity allowance (if applicable according to
legal requirement) in a lump sum only after you provide the proof of payment of the statutory
maternity allowance from the government. (If your application for the Statutory Maternity
Allowance is rejected due to reasons solely attributable to Adobe, Adobe will pay your salary
according to the local regulation.) During the additional maternity leave days provided by Adobe,
you will be paid as follows:
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Sales employees will be paid at 100% of Total Target Compensation. For full details on sales
commission please refer to the Sales Compensation Plan terms and conditions and the Sales
LOA FAQ at the WWFO Sales Compensation and Territory Site.
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Non-Sales employees will be paid at 100% of base salary. Your Annual Incentive Plan (AIP)
bonus is unaffected for 182 calendar days under Adobe's current practice. AIP bonus will be
prorated from 183 days' onward (should the employee decide to go on unpaid leave beyond
the 182 calendar days' Adobe-paid maternity leave). Please review the AIP Policy for more
details.
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See Figure 2 below for a graphical illustration of the above:
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(E)  Foradoption-related cases, during the Adobe-paid Maternity Leave period, you will be paid as follows:
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(1) Sales employees will be paid at 100% of Total Target Compensation. For full details on sales
commission please refer to the Sales Compensation Plan terms and conditions and the Sales LOA FAQ
at the WWFO Sales Compensation and Territory Site.
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(2) Non-Sales employees will be paid at 100% of base salary. Your Annual Incentive Plan (AIP) bonus is
unaffected for 182 days under Adobe's current practice. AIP bonus will be prorated from 183 days'
onward (should the employee decide to go on unpaid leave beyond the 182 days' Adobe-paid
maternity leave). Please review the AIP Policy for more details.
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If you choose to return to work at any point after the expiry of the Statutory Maternity Leave but before the
end of the additional maternity leave period (for adoption-related cases, at any time before the expiry of
your Adobe-paid Maternity Leave), your Adobe-paid Maternity Leave will cease and you will forfeit any
remaining days of Adobe-paid Maternity Leave.
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In the event of a miscarriage, a certain period of paid leave will be granted according to the certification
from the relevant designated hospital. Employees who were pregnant for:
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(1) Less than four (4) months, shall be granted paid leave of fifteen (15) calendar days.
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(2) More than four (4) months, shall be granted paid leave of forty-two (42) calendar days.
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Where local regulation provides more favorable leave benefits, the local regulation will prevail.
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2. Adobe Paternity Leave
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(A)  Adobe's regular male employees who:

(B)
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(1) are having a newborn (i.e, birth father) or who are legally adopting a child aged less than 18 years
of age (i.e, adoptive father), and.
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(2) have worked for Adobe for at least 3 consecutive months are eligible.
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For employees who do not meet the minimum service requirement of 3 consecutive months, you are
eligible for statutory paternity leave of 15 days.
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You are eligible for sixteen (16) calendar weeks (112 calendar days) of Adobe-paid paternity leave
(“Adobe-paid Paternity Leave)” which comprises of the statutory paternity leave of 15 days and the
additional paternity leave of 97 calendar days provided by Adobe, and you will be paid as follows:
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(1) Sales employees will be paid at 100% of Total Target Compensation. For full details on sales
commission please refer to the Sales Compensation Plan terms and conditions and the Sales LOA FAQ
at the WWFO Sales Compensation and Territory Site.
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(2) Non-Sales employees will be paid at 100% of base salary. Your Annual Incentive Plan (AIP) bonus is
unaffected for 182 days under Adobe’s current practice. AIP bonus will be prorated from 183 days’
onward (should the employee decide to go on unpaid leave beyond the 182 days' Adobe-paid
maternity leave). Please review the AIP Policy for more details.
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Additional paternity leave begins the day after the statutory paternity leave ends.
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The Adobe-paid paternity leave must be taken in one continuous block of at least 30 calendar days
(inclusive of the statutory paternity leave of 15 days). Any remaining days will be forfeited if you wish to
take less than your full entitlement of 16 weeks.
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The 15 days' statutory paternity leave may be taken consecutively or as individual days. If you decide to
take the statutory paternity leave as individual leave days, you will be deemed to have opted out of the
additional Adobe-paid paternity leave. If you opt to use the additional Adobe-paid paternity leave, it must
be taken together with the statutory paternity leave in one continuous block.
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The sixteen (16) calendar weeks are inclusive of rest days, off days and public holidays.
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Adobe-paid paternity leave may be taken at any time after the birth of the child but must be completed
within 6 months of the birth. If the leave is adoption-related, you have to start your leave period on the
placement of the child but must be completed within 6 months of the placement of the child. If you do not
utilize your paternity leave during such period, your Adobe-paid paternity leave will expire and you will
forfeit any remaining days.
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3. Benefits During Maternity/Paternity Leave
PR B 5 7= R 30 1) B AR A a8

31

32

33

34

35

After the birth or adoption, add your child's details by logging into Workday.
EABBITRG, 1WE T Workday WIS 17 2o f5 .

While on maternity/paternity leave, you will enjoy the same insurance benefits coverage as an active employee
(subject to plan provisions). If you do not return to work with Adobe after your maternity/paternity leave period,
these insurance benefits will cease on the last of day of your maternity/paternity leave.
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Expenses for check-ups, delivery, operations, Adobe-designated hospital accommodations and other medical
expenses related to an employee's pregnancy are covered by the local maternity insurance fund or under the
commercial insurance policy provided by Adobe to its employees, as the case may be. However, an employee
will be personally responsible for any medical service charges and medicinal expenses (including self-funded
medicine and nutritional products) which exceed the relevant stipulations.
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You will continue to accrue paid leave while you are on maternity/paternity leave. This includes all paid leave
such as annual leave or sick leave.
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For employees located in other cities outside of Beijing and Shanghai, where relevant local regulations are
more favorable than the provisions of this policy, the local regulations will be adhered to.
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4. Initiating Maternity and Paternity Leave, and Returning to Work
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(A)  You are responsible for notifying your direct manager and Employee Resource Centre immediately upon
the certification of your pregnancy by a designated hospital or upon the beginning of your adoption
procedure.
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Employee Resource Centre.

(B)  You must submit originals of your pregnancy certificate, the doctor's certification of the expected date of
delivery or relevant documents regarding your application of adoption to ERC. ERC will retain photocopies
of such documents and return the originals to you following their review.
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Adobe will grant you half (1/2) a day per month during your pregnancy to undertake medical examinations.
Time spent by you on such pre-natal examinations will be deemed to be working time, provided that you
obtain the prior approval of your manager.
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If you wish to apply for maternity leave, you must provide your direct manager and Employee Resource

Centre with at least ninety (90) days' prior written notice before your expected date of delivery or the
completion of the adoption procedure.
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You can submit your leave application on Workday, along with the relevant supporting documents
including:

f&] LIfEWorkday b ISR, JERIN SR ASAR SO 30, e
(1) the hospital's certification of your pregnancy;
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(2) doctor's certification of the expected date of delivery;
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(3) your medical records for pre-natal checkups dating back to at least 15 days before the start date of your
maternity leave; and
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(4) foradoption-related cases, relevant adoption certificates or approval documents provided by relevant
official authorities.
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You are responsible for enrolling your child for medical insurance benefits within 30 days after the child
birth or adoption. You will need to complete the insurance enrollment form via My Adobe Benefits. Late
enrollment may result in no coverage for your child.
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You should apply for the maternity medical reimbursement within 3 months after childbirth. Contact CIIC
Support for reimbursement procedure and documents.
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If your statutory maternity allowance is applied through Adobe, you should apply for maternity allowance
only after you return from maternity leave or at any other time required by Adobe. Contact Employee
Resource Centre for the application process and required documents. If due to your own reason (such as
failing to submit the materials required by the government, failing to meet the deadline for submission),
you have failed to get the statutory maternity allowance from the Social Insurance Bureau, then you shall
be solely liable for any losses. If Adobe has already paid salaries to you in advance for those maternity leave
days where the statutory maternity allowance should cover, then you shall repay Adobe immediately for
such salary amount; if Adobe does not pay salaries to you in advance for those maternity leave days where
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the statutory maternity allowance should cover, then Adobe is not obliged to pay any salary to you for such
period.

WS HE e FA B N A B B2 LE I, A R M 7R AR 52 7= B[R U3 T AR J5 8 B8 22 bh R () HL A i)
8] £ 7 BT R PR o DG T BT D IR R BT 75 SCAF, 15 B SREmployee Resource Centre. 41 #&EAN A
SRR (i A BEHR AC BURFZE SR Bk, AR BELE L A PR 322 A B4 5 B R BE BRI DA & fR B
JR AL BT v e AR B R, SR AR A R R R . QiR 2 b B SR A G T B
PR B L% AT T/, (N 2 3L ED ) B 2 LR I S 40 T B 22 EL R 4R T ) 45 S0 AT bk
AL I BT R PO B LR, B RN TG S5 PR UK IR AR SEASHZ S A TR Y %

If the hospital confirms that you cannot return to work after your maternity leave period, you may take sick
leave in accordance with the Employee Handbook.
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You must notify your direct manager at least 2 months before starting your paternity leave.
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You can submit your application for paternity leave on Workday, along with the birth certificate or
adoption certificate, to your manager for approval at least one month before the start of your paternity
leave.
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You are responsible for enrolling your child for medical insurance benefits within 30 days after the child
birth or adoption. You will need to complete the insurance enrollment form via My Adobe Benefits. Late
enrollment may result in no coverage for your child.
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You should contact your manager and Employee Resource Centre at least one month prior to the

scheduled end date of your leave to confirm your return to work date. If there are any changes to the
scheduled date, you must notify your manager of the new return to work date as soon as possible.
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5. General
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51  Additional documentation and certification may be required for verification purposes.
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52  Only employees who are in compliance with the relevant family planning laws and regulations in China are
entitled to enjoy the leave benefits in this policy.
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https://adobe.service-now.com/sc?id=sc_contact_support&spa=1&sc_cat=
https://wd5.myworkday.com/adobe/d/home.htmld
https://wd5.myworkday.com/adobe/d/home.htmld
https://adobe.okta.com/app/adobesystems_darwin_1/exk1e8ggsf5OmoLuD0h8/sso/saml
https://adobe.okta.com/app/adobesystems_darwin_1/exk1e8ggsf5OmoLuD0h8/sso/saml
https://adobe.service-now.com/sc?id=sc_contact_support&spa=1&sc_cat=
https://adobe.service-now.com/sc?id=sc_contact_support&spa=1&sc_cat=
https://adobe.service-now.com/sc?id=sc_contact_support&spa=1&sc_cat=
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Adobe

Employees who fail to return within three days of the specified return to work date, accept other employment
(including self-employment) for compensation while on leave, or are found to have falsified any information
about the leave, including dates and reasons for the leave, will be subject to disciplinary action, which may include
immediate termination.
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During an employee's pregnancy or nursing period, Adobe will not reduce her wages or use such as a reason to
terminate her contract unless and until the employee fails to perform her obligations set forth in the contract or
is in violation of stipulations of the Employee Handbook or Chinese Law.
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Upon termination of employment (for whatever reason), you will forfeit any remaining days (either statutory or
contractual) under this Policy (if any) and will not be entitled to any pay-out.
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The leave benefits provided by Adobe under this policy are more favorable than what is required under local laws.
Please be informed that those benefits that are more favorable than what the law requires are provided based on
the sole discretion of Adobe. Adobe reserves the right to review and revise, including termination of, any of the
benefits from time to time in its sole discretion.
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This Policy is published in both English and Chinese. If there are any inconsistency between the two versions, the
Chinese version will prevail.
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Document History

Version Issue Date
1.0 December 2016 - Document origination
20 December 2019 - Added “regular salary” definition
30 December 2020 - Increased the age of the eligible child for adoption to 18 years old
- Changed statutory maternity leave from 128 to 158 days. Changed that Statutory
40 March 2022 Maternity Allowance paid directly to Adobe would apply to Beijing employees only. For

employees based in Shanghai, they would be required to apply and receive directly the
Statutory Maternity Allowance.
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