LEARNER UNDERTAKING FORM

Training Sessions —
Implementation of the maestro* Software, Addition of Modules, or Version Change

The goal of this document is to specify the expected actions and behaviours of the client and its
representatives before, during, and after the training sessions organized as part of the maestro*
implementation process, the addition of modules, or version changes. From past experience, Maestro has
found that following the guidelines outlined below ensures successful implementation and learning. In
addition, it allows:

. Maximizing training time, for both the client and Maestro;

° Developing skills in a learning environment;

. Facilitating the adaptation process;

. Respecting, unless there are unforeseen circumstances, the “Go-Live” date.
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Before starting the implementation process and/or the training sessions, decisions linked to the following
elements will have to be made between the client and the implementation specialist.

LEARNER The client must not only calculate and target future maestro* users, but they must
also determine which employees will be part of the implementation process, the
changes, and software training. The client must not only calculate and target future
maestro* users, but they must also determine which employees will be implicated
in the software implementation and initial training process. A “Pilot” and the key
user(s) for every module must be identified. These employees will act as
ambassadors to their respective teams, if applicable, and as agents of change. They
need to be open-minded, available, and good at verbalizing. Whether they will
participate in the training sessions must be established in advance. It should also be
discussed in advance whether their presence is essential to these training sessions.

WORKLOAD | Every learning process takes time. It is expected that performing tasks for the first
REDUCTION | time with maestro* will require, temporarily, more time than usual. Furthermore,
tests, settings, and the collecting of data will possibly have to be performed after
every training session, as a prerequisite for the next session. Employees involved in
the software implementation and training sessions will therefore have to spend
extra time performing these tasks, in addition to their regular work. On average, for
every hour of training with a Maestro instructor, one hour of complementary work
will be required.

ONLINE OR It must be decided whether the training sessions will be done by distance learning
IN-PERSON online, in person, or both. In this regard, the following elements must be taken into

TRAINING consideration:

e In-person training is always more efficient, even more so as a group.
Although the final decision rests in the client’s hands, Maestro favours and
recommends in-person training.
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e Ever since teleworking began, many employees have fondly adopted it.
However, it is easier to get employees to commit to the project if training is
done in person — the first meeting, as well as the “Go-Live” should always be
done in person.

Selecting a Virtual Communication Tool
The tools used by Maestro to offer online training sessions
(videoconferences and screen sharing) are the following:

o Teams
o The instructor must be added to a Teams group created
by the client, within their organization;
o The instructor can take control of the client’s screen if
needed.
e GoToMeeting
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4
INSTRUCTIONS
BEFORE the Training Session

= The employee responsible for the implementation (Pilot) and/or changes must answer every
Maestro training session confirmation email in a timely matter, whether these are accepted or
cancelled, otherwise cancellation fees will apply.

= The Pilot must have reserved a conference room for the training session, if applicable, and
informed employees about this session.

= The Pilot must see that the software is installed, connected, and ready for use for the training
session before it begins.

= |deally, make sure the learners’ internet connection is wired (vs Wi-Fi) for the training session to
limit the possible number of interruptions. It is important to have a stable high-speed internet
connection (a minimum of 10Mbit per person is required) that will not be solicited by other
users for the duration of the meeting.

=  Every participant must know their username and password and must have tested them before
the beginning of the training session.

the audio and video functionalities must have
been tested beforehand with all learners, so no

= [f the training session is online and Teams is used, \"’l i/
delays are incurred. f

= |tisthe client’s responsibility to record the online
training session if they so desire. Tests regarding
recording a meeting, if applicable, must be
performed before the beginning of the training
session.

\ds
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INSTRUCTIONS
DURING the Training Session

. The learners must be on time and ready to start the training session at the scheduled time (if
applicable, they must already be online and connected).

. The learners must have access to maestro* and have their username and password handy.

. A break is scheduled for during the training session and announced by the instructor at the
beginning of the said session — we ask that interruptions are limited to the duration and at the
time of the break.

= The learners must be able to give 100% of their focus to the training session to maximize learning:

The use of cellphones must be limited to emergency cases; the vibration mode and the voicemail
must be activated, and the ringtone deactivated. Ideally, a contact person should be identified to
take care of possible emergencies during the training session.

=  Notifications and/or email and chat applications
must be closed on the workstations or mobile
devices throughout the whole training session
(except for during breaks) to keep the learners’
attention.

=  The Pilot must take note of the tasks/tests to
complete before the next training session.
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If the training session is IN PERSON

. A projector and/or a screen must be installed and operational if in a group training session.

If the training session is ONLINE

. The participants must have checked their audio and video parameters just before the session
—they must make sure there is no bounce-back sound if more than one online participant is in
the same room.

. Every participant’s camera must be open for the whole training session.
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INSTRUCTIONS
AFTER the Training Session

. The tasks/tests to complete must be delegated and completed before the next training session,
or else the following training session could be devoted to uncompleted tasks/tests and therefore
affect the “Go-Live”.

. Internal processes may need to be reviewed and agreed upon by the staff following the arrival of
maestro*.
. If so required, it is suggested to write down any encountered problems or questions for the

following training session.

I, the undersigned , hereby confirm that |
have read the current document outlining the guidelines established by Maestro Technologies for the
proper conduct during training sessions, given as part of the implementation process of the maestro*
software.

Signed at , 0N

Learner (capital letters) Company (capital letters)

Signature
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