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INTRODUCTION

The Managemenl expecis all employees (0 conduct themselves in approgriale manmer. Al
employess mus! work together to maintain an effident and disciplined worklforce. Employeess are expected
16 conduet 1hemselves professionally and always treat each other with courtesy and respect.

Employees should always be discreet and professional in all conversations, Talking aloud or
laughing in the workplace should be avoided. Personal conversations should be kel (o @ minimum
while in the workplace.

The spreading of rumors, gossip, comments other empioyees and management are not alowed. Any
grievanca by an employee should be directed (o the concerned person or (o seek (he assistance ol HR
Representalive in case of misunderstanding,

Only upbwilding and wholesome jokés are allowed within (hé workplace, Olfensive jokes may be
ganclicned under the company's discipliinary policy.  As an employee of GIBCO, | must conduct anesel{
with responsibility, integnty, and accountability. It means communicating effeciively and approgniately and
always finding a way to build harmony, cooperaion, and good rBpport amaong co-employees.

Employees are expected and required o report to work on & condition to perform their

responsibilities safely and musl remain in such condition whale at work.

RESPONSIBILITY
The Departmén| Head, (ogether with the HR Representative, shall be responsible for overseeing the correct
implameniation and implementation of the Company’s Code of Conduct.

PROCEDURE
Counseding to Suppon Efective Performance and Bahavior

Supervisory counseling with staff is an expecied preliminary slep prior to correclive action and should be
conducied when a staff member has not adhered 1o the expecled Slandards of Condwc! of when a
Departiment Head deems il necessary to bring 8n employee's performance to an expected level.

Each Manaper has the responsblildy of counsaling his or her subordinate 1o try to modify behaviar and 1o
administer comective aclion when appropriale, All corrective actions mus! be documenied

The following peinciples apply 1o supenisory counsafing actions at GIBCO:
» The standards of conduct and performance should be communicated 1o each staff member in a
variety of ways {i.e. through reviews of the GIBCO Employes Handbook and wilh regular
dhscussions betwean the Deparimeant Heads and the employesa ).
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s Slandards of conduct and peformance are reasonably related to the orderly, efficient, os safe
operation of work al GIBCO or ils depariments.

= Aldimaly, fair. and objeclive raview will always be completed balorg (he decision [0 lake corective
action is made.

= Consuliation with the HR represaniative and a representalive of employes and Quorum is reguired
before implermenting cormective action thal involves an employee member's condifions of
employment or inyoluntary iermination.

= Consuliafion with the HR reprasentalive or a representatve of employea and Quonum is stronghy
encouraged for all piher comeclive aclions

= Initial and eady performancs discussions should occur betwean the employes, Manager, and HR.
The Managers should explain why the performance problem andfor counseling is socuming and
should define the impac! the problem is having on the employee's department and/or coworkers.

= Managers should outline ihe steps necessany 1o cormect performance andior conduct defidancias
and should glss documen) these steps uging the Pedesmance improvement Fian document,

s Managers should schedule timely and regular follow-up meelings for constructive feedback.

s Managers musl ensure thal all employees are encouraged 1o use employee assistance as an aid
o improve or cormecting performance and’or behavior.

# |f an employee work performance or behavior conlinues o nead improvemend or if a GIBCO policy
has bheen violated, correclive steps should be taken to modify and improve behavior based on the
nabuere and severly of the issue, the frequency with which the peoblern has occurred, and any
exlenualing crcumstances.

CORRECTIVE ACTION

GUIDELINES

In destermining the proper course of cormaclive aclion, the Deparimen] Heads may repeal, modify,
or omit @ level of disciplinary action based upon the facts of the specific case. For exampla, in the case of
serious misconducl, immediate lerminaton of employment may be wamanied. “Serious misconduct” s
defined as any action commilled by an employes that includes - bul s not Bmited (o - the vielalion of Laws,
andfor GIBCD podices, procedures, and praclices; thefl; assaull; fighling; unethical conducl, salely
viclations, harassmend, possession/concealment of weapons; possession, use, sale, or purchase of lllegal
drugs or Begal iMoxicants; falsification or improper allesation of records (including time cardsireconds),
andfor disclosure or misise of confidential information.

DOCUMENTATION

All comeclive aclions, counsaling discussions, and relaled facls must be documented - with ona
copy of all documents provided Lo the amployes and ond filed in the employed’s 201 fGle Tha HR
repeesentalive will assist Managers in recording appropriate documentation for counssling discussions,
writien warnings, and terminations

CORRECTIVE ACTIONS PROTOCOL

GIBCO has designed s corrective-action profocols fo ideniify and comect problems or behaviors
that affect the work pedommance of emploves. The propar sleps for Correclive action musl be handled
consistenty within and across each depariment and for each probiem,
GIBCO's "corractive action” processes include the foliowing actions:
Written Warning - This protoco decumenis discussions betwesn a manager and employes who Tails o
meel performance of behavioral expeciations, Under most clrcumslances, writhen wamings occur before
moea prograssive correclive actions are undertaken by Managers,
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Final Written Warning or Suspension- This plan of comeciive adion documents discusses belween a
managar and employes who continues to fall to meet performance or behavioral expectations afler
receiving a written warning. This action incudes disciplinary action or suspension that provides for
temporarily removing employea from the workplace (preventive suspension) for serious misconduct
pending further invastigation. Belore employes |8 suspandad, the Manager must consult with tha Admin'HR
representaiive or Labor represeniative 1o discuss the crcumstances,

Termination- Tarminations ocour afles wrillen wamings are issued 1o employee continuing 1o fail o meet
performance or behavioral expectations. Teminations must be reviewad by the AdminHR representative
and Labor Relations prior ko a final dismissal.

GIBCO intends s correciive-aclion pofcies and procedures to be progressive, However, depending on tha
situation, Managers are permifled to repeat, omit, or employ any comrective action plan out of the
pHOOressive SBQUEncE.

All corrective actions are determined on a case-io-case basis by individual depariments and by GIBCO's
Admin/HR Represeniabive and Labor Relalions.

Employees who are absent for thrge conseculive, scheduled workdays without contacting an immediate
Manager will be considered as having abandoned their position{s) at GIBCO and will be terminaled after
due process.

CORRECTIVE ACTION TRACKS: ATTENDAMCE AND BEHAVIORAL/PERFORMANCE

Altendance, behavioral and perdormance issues are addressed in separate tracks. For example,
an employes who has been issued a wrilten waming for 8 pedormanca/behavional issue would receive
another, separate warning for an attendance problem that warranis correclive action. |f allendance is
corrected but the pedormance/behavior continues al below expeciations, & final written waming for
performance may be warranted. Sea the charl below (o condirm e approgriate comrective aclion track

SUSPEMNSIONS

Disciplinary Suspension

In the casa of senous misconduct, it may be nacessary to protect the safely and sacurity
of the workplace by suspending the employess involved and removing them from the workplace
This cormective action s unpaid.
Frevenlive Suspansion

Fricr io discharge, an employes may be suspanded, pending imvesligation of tha facis, to
detarming whelher lemination s the appropriate coursa of achon. While the Manager s
considering termination, the amployes concemed may be relleved from work and suspanded from
ermployment pending a full investigation of the circumstances. Suspension panding investigalion is
unpaid.

The Investigation may have ong of the following résdls

= | the circumsiances do not justify the suspension, the employee will be paid for the period
of the suspension and be refumed Lo the workplace, although oliver correclive action may
bea taken.

« I the droumslances do nol juestify lerminalion bl are serious and justify dsciplinany
gugpansion, the empioyes may not be paid for the perod of the suspension; or other
corrective actions may be isswed; o

e If the circumstances justify lermination, the employee will be dismissed, and a final
payment will ba issuad.
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CATEGORIES OF MISCONDUCT

GROUP 1
1.

Failure to comply with the prescribed procedure in notifying the Company of his / her
absance or tardiness,

2

Failure 1o report 1o work on time or comply with project / deal specific procedures on
attendance:

&) Fallere io report 1o work within the 15-minute grace period shall be racordad as
tardiness. Accumulated instances of tardiness, regardiess of 1the number of
minutes, oCcaming three (3) times on non-consecutive days within one cut-off
period shall be considered as one fraction

by 18 accumudated instances of tardiness within a ralling 12-month period will be
treated as gross and habitual neglect of duties

Unauthorized act of spending time or leaving work during official work hours 1o par{cam
non-wark-redated aclivilies, such a8 but fol lirmibed 1o

a) Habitual under-lime,

b} Excessiveasension of meal break and esdanded restroom braaks

¢ Lotering

d) Malingering or pratendsng 10 ba sick 19 avold wirk

&) Failure to comply with the requirements of flexible work arrangenents

fi  Seling or conducting personal business

ol

Non-fompliance with Company dress guideing

Othar cases analogous 1o thea foragoeng

Sleaping during work hours or training

Failure 1o comply Wilh procedures, policies and guideines on Time and Expenses
reporting

Failura io comply with assigned responsbilities such as but not imited to:
a)  Fallure to follow work procedure according to the given job deschiplion
b) Fallureio follow IS0 procedures
) Timely reporting of AWOL cazes

-

Refusal tofollow ar comply with reasonable and Lawho work-related orders, Instrucisons
and direclives.

Gross or hatwiual negligence in the performance of assigned task or dubes

Zem1

b cases anabogours (o the forgeeng

| @) en|

Acting in a disorderty, boistenous, nowdy or unruly mannes within work premises, or during
Company-sponsoned events that cause disturbance 1o other indiddual

=

Spraadng o sharng disparaging or malicious information through any act or means of

-Discourtesy of rudenass o employees

Acts thal misuse or wasie Company or dient resouwrces, such as but ane not limited 1o
a) Imappropriate email signature in Company or clignd syslems,;
b} Sending mass mailing or chadn letiers
c]  Useof Company emadl for non-work-related matters.
d} Excessive chatting: internet surfing or playing offfine games
&) Excessive personal phone calls
fi Playing caline / netwarking games
gj Useof client email for personal ressons
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DpENING UWNALTNONZed WeDSIEs on the infermel

n

Mon complianca 1o Company guidelines on appropriate and responsible use of Company
property such as bul not limiled to:

a} Leaving lapiops unatiended

b) Loss af Company assels due 1o negligence

12, Non-comphiance with Company branding guidelines incduding but not lmited o

a) lUse of Company logo in non-related media like social sites and blog sites.

b} Use of GIBCD name or logo in any promobional malerials wilhout the proper
autharizalion,

13 Mon-compiance with Company and dient securily policy requirements, such a3 bul nod
limited to:

a} Failure to badge in and out of Company premisas or workplace upon entry or exil;

b} Failure to comply wilh Clean Desk palicy.

c) Use or possession of prohibited or unauthorized ibems o work area

4. Refusal to comply with the health and waliness regulations of the Company such as but
i limnibed fo:

@) Failure or refusal 1o undergo prescribed annual physical medical checkup or to
underiake medical examinations as prescribed by accredited Company
physicians

i5 Fallure 1o adhere {'ﬁaﬂpﬂw security policies and procedures on physical assels such
as bul nod limited 1o

g} Unauthorzed brnging in of personal laplops.

by Wiclations om project speciic securily policies on data classification and handling
guidelines such as propes labeliing,

16, Failure 1o immediglely escalale sacurily incidenls or policy violations 1o the appropriale
tearmns such A% bul nod mied o)
a) Unintentional introduction of viruses and fallure lo immedialely log off from the |
Company network and repod incident.
GROUP |
1 Taking parl in any form of gambling within Company or client premises or during
Company sponsoned aclivily using Company properly 10 lake parl in gambling.
Exempbon i3 games &uthorized by |leadership and or organized for
project’'deal/community engagemeni pUIPDSes.
2 Any unprofessional act commitied within work premises or during Company sponsored
events, including but nod limited fo:
a) Inappropriale acts of sexual nalure
| b)  Desnuplneg 2615 Ihal alfect work opedatons or ulpul
3 Arvy Toom of dighonesty, inciuding but not lemiled 10°

a) Misrepresentabion of qualifications

b) Misrepresentation of salf as a Gibco authorized represenialive

) Falsilication of Company reconds of documents

d) Cheating om fime or work output records

e) Prowviding amy false or misleading informaltion o any Company amployes,
invesligation or inquiry
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Comviclion for of involvement in any enminal offenses, in which the act committed
hampers one's ability 1o perform assigned work andfor |5 prejudicial to the inlerest of
the Company of lis empioyee

Engaging In any aclivity which is in confict wilh the inleres! of the Campany of (18 cients,
such as but not lirmiled i

a) Unauthorized dual employment

b Unauthorized solictation

Possession or use of illegal drugs, subslamces or paraphaermalia whike working.
rapresanting the Compary of al an evenl associated with the Company, its cliemis or
suppdiers, within the Company or clieni premises or coming o work under the influence
of ilegal drugs or subsiances.

Commilting (or attempling 1o commit) recklass or intenbional acls of vidkence thal may
inflict harm and injury W any pedson within work premisas or during Company-
sponsored evens. Such acts induded but nol limiled bo, provoking quarses and fighting

Reporiing for work while under the influence of alcohol or intoxicaling subsiance or
ponsuming acoholic or intoxicating drinks within Company or cBenl premises. An
exceplion is he responsible consumption of alcohol during authorized Company
functions or evenis.

Any act of harassment (sexual or olherwise), or any olher threalening or intimidaling
behaviour directed iowards a colleague, vendor, vigler of chenl of the Company that
urkdermhings e conf| dence and seif-esteem of the recipient

10

U of Company or cliend computer resnurcas for unprofessional purposes sech as but
nod limited fo
a) Accessing inlernel sites with pornographic or inappropriale canbeni
b} Downloading, storage or distribution of profane [ discriminatory / pormographic
{ dafamaiory / libetous or olher similardy inappropriate or uniawful materials

14,

Any act that constitutes abuse of authorly or posiion

12

[ 13.

Intentional and uninientional acts thal negatively affect the Company's and [ of chent's
or vendor's reputabon and goodwill of the Company

T

her Cases analogous 10 e [onegoing

14.

Sy reckless, negligent or infendlional act or omission that leads loor can cause damage.
desiruction or loss of properly betonging to the Company, s employeas, clients, guests
of sandice providers, Including but mol limited o

Failure to protect mobile devices conlalni Information

15,

Unautharized use or possession of propery of resources belonging to the Company,
client, employees, service providers or guests; or any unauthorized act which commits
such resowces o oiher individuals or entibes,

18,

Any acl (or atlempled acl) o

al MWisappropriale GIBCO { cliend funds,

b) Chaim fraudulent benefits and expenses;
Sleal money, propedy or anylhing of valye from the Company, client, other employaes
ar Company visitors.
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A Health, Safety and Physical Secusily

Digregard of office requiatons on safely, sanitation and ordarly conditions of tha
workplace such as bul not limited o

al Playing or lampering with fine extinguishers, fire alarme or smoke deteciors

b} Umauthorized use of fire axil slamells

) Unmauthorized access o restricted areas

d) Tampering with any security and safety devices

Z Viglating the Company's health and wellness regulations by smoking in ‘nan-smoking” |
of unaulhorized anas,

3 Mon-disclosung of Raving besn diagnosad with &n infectious disease or reporting for work
while knowingly suffaring from an infectious illness. .

4, Any action taken lo gain or allow access o company of cdienl premises withou! proper |
authorization

5, Any act thal would endanger the life and safaty of other amployees such as but not

lirrited tex
a) Possession or use of fireasms, explosives or alher dangerous or illegal itlems
within work premises or during Company-sponsored avents,
b} Imlenbenally reporting false information to the Company such as calling with
bomb thraats ]

B. Revealing of disclosing, whathes intentionally of uninlentionally or negligently, 1o any
unauthorized persons confidential informaltion of GIBCO andios ils chents, including bul
rid limiited 1o

a) Proprietary infarmalion

by Operational or transactonal informakion

c] Trade secrels

d) Clients' and employees’ parsonal information

g} Information related to adminisirative proceedings

f) Al olner information described, considered or realed as confidential,

7. Disclosure of own personal account passwords or use of another's Company / clent-
assigned personal acoount INfonmalion angd sacunty opie of condoning / giving orders 1o
commif such acts,

8. Unauthorized accessing, downloading, dughicalion, dealing wilh, staning of possession of
configential Company or client idormation, or anatiempt to do any of the aforementicnad
acts such as bul nod limitesd to:

a) Atternpt to siore Company information on personal storage devices'
b) Storing chent information on local drives on PCs
9. Any inlentional or wnintentional use of Company or clien] rescurces (thal vigkales the

infarm ation secunly polices and regulations of GIBCO and for ite clients, such as but not
lirmiibed to:
a)  Intentional introducton of viruses | malware;
b} Hacking:
e} Alteration of Gibco information systems and security tools Foe USE confrol, efc,
d) Instaliation / downloading f use of unauthorized software
g} Unauthorized dosnloading, slofage of transmission of audio | video files, unless
artist has expressed permission for their usage

10.

Oither cases analogous Lo tha foregaing
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SANCTION:

GIBCO adopls a progressive method of sanction 1o give the employee concemed every oppoarfunity to

correct hisher defidencies.

GROUP | OFFENSE _

Sanction ¥ writien 2=writien E-da_.l “Final written Recommendation

Hbiatrix waming Warming SUSDENSI0N wanning for Termination of
Senice

GROUP 1OFFENSE

Sanction Matrix 19 writien waming | 3-day suspansion | Fmal writlen Recommandation

warming for Termination of

Senice

GROUP Il OFFENSE

Sanclicn Matrix Recommendation for 1 ermination of Servioe

Mote: The sanclions under this policy may be waived or madified by the Executive and Board of Directors,
s halsha may deem appropriate or beneficial to efdher or both the company and the employes, taking inio
consideration the degree of offense/viclation committed, the employee’s discplinary record and length of
service, and the explanation given by the amployes.

Al Disciplinary suspensions will be unpaid.

ATTENDAMCE RELATED VIOLATIDNG

All absenlesism and fardiness relabed violations will progress to higher sanctions even if itis nod a repeat

victation and will be considered under the follwing manner with due process as cutlined in this Section,
A, Tardiness and Missed Logs: one otcurrence of late arrival will constinae as ane instancs
[Crefimition: Tardiness is defined as late arrival to work

C R -

First instanca: Oral Admonition

Second instance: Written Reprimand

Third instance; Witten Reprimand {Final Warming)

Fourth instance: 3 Days Suspension Without Pay

Fifth instance: 5 Days Suspension Without Pay

Six instances: 10 Days Suspension Without Pay
Seventhinstance: Recommendation fior Termination of Serdcas

B. Under-ime: Three oocurrances of undar-timss will constitute ong mstance
Definition: Linder time is defined as logging out of or leaving work before the end of the shift

e Anop

First instante: Oral Admonition

Second instance: Written Reprimand

Thwrd instance: Wiiten Regrimand (Final Warning)
Fourthinstanca: 3 Days Suspansion Without Pay

Fifthinstance: 5 Days Suspansion Without Pay

Sixinstances: 10 Days Suspension Without Pay

Seventh instance: Recommendation for Termination of Sarvices
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C. Unplanned Leavae{s) of Absence(sk Any unplanned |leavelabsence wilh nodification will
fail under this category. One cocurrence |3 equal o one instance.

Definiion: Unplanned Leava/Absence s defined as calling in and advising the supendsor of

ihe abzence al least fowr hours before the specified shifl,

2SR FR

First instance: Cral Admaonition

Secord inslands Willen Reprimand

Third instance: Written Reprimand (Final Warning)

Faurih instance: 3 Days Suspension Withowt Pay

Fifth instance: 5 Days Suspension Wilhoul Pay

Six Instances: 10 Days Suspansion Withoul Pay

Seuanth insjance” Fecommendaton for Temination of Services

b, Mo Call Mo Show (MCHNS): Any Unplanned leaveabsence withoul notification will fall under
ihis category. One oocurmence i3 equal 1oone instanca.

Definition: Mo Call Mo Show is defined as absence without advising the supervisor o informing
lade (on or afier the start of shilt)

R -

Firsf imsiance: Oral Admonition

Zecond instance; Writhen Repimand

Third instance: Witten Reprimand (Final Waming)

Fourth instance: 3 Days Suspension Wilfsoul Pay

Fifth inglance: 5 Days Suspension Without Pay

Six instances: 10 Days Suspension Withou! Pay

Seventh instance: Recommendation for Tesmination of Services

E. Absconding: One occurrancs is agqual (o one inslance,
Defimstion; An emploves |5 considered absconding if hefshe has 3 conseculive Mo Call No
Show (NCNS) and is senl 8 Return-lo-Work Order,

a
b.

Firsl instance: Final writlen waming
Second Instance; Recommendation for Termination of Service.
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POLICY NUMBER V. DISPUTE RESOLUTION

INTRODUCTION

GIBCO is commitied 1o fair and equilable treatment for all slall. proceduré has besn eslablished for (air,
ordery, and prompt resolulion of disagreements. Any claim arising out of or relating to employment policies
will ba satled in accordance with this procedure, The arbiiration step ol this procedure wil be governad by
the Depardment of Labor and Employmanl. Both the staff member and GIBCO are required o ufilize this
procadure 1o resolve disagresments falling within ils scope.

RESPOMNSIBILITY

The filing of inciden! repor or raising any office Issues shall ba kepl confidanal between concermed parties
and will not cause any negative reflaction on the complainanl-employas or any employes participating in
Ihe process mor will affect perfformance evaluation, compensalion or waork assignment at GIBCO.

In circumstances in which the complainant-employee believes the comective aclion policy has not been
appropriaialy followed, he should escalale the isswe 10 his depariment head or the Admin Manages, lor
AEISLANCE N 1FYiNg 10 MeS0he e problem,

Mo gritvance using the Dispute Resolulion Process for reasons of (1) disagreement with a performance
evalualion rating or (2) as resull of a job classificaton or reclassification shall be entenained. Any dispute
with perfarmance ratings or job classifications should be reviewed by the stafl member's depariment. The
disputing emploves should raise his dispate wilh his or her supervisor's superior.

PROCEDURE
Step I: Face to Face Discussion

=  Employes who belisve (hat an employmeant policy has not been followed ane encouraged fo try
i raach a resolution with their Deparmenl Head, In the eveni the Sialf and the Depariment
Head are unable 1o resolve the dispule, the slafl must file an incident repord Lo heé Admin
Kanager or HR Oificer within len {10 calendar days from the fime of the incident causing the
dispute.

* Onca the incident report is filed and confirmed that the is5we 5 valid, HR Dfcar will issue a
Motics 1o Explain {NTE) 1o the reporied employes with possible vislation of the company policy.

= Afler the NTE and the explanation ketter are recaived, HR Officer will fonesard the explanation
letter 1o the complainant-smployee and convene both the complainani-employee and the
Depariment Head in an atlempt to darify and resclve tha dispuia.

= |n the event the complainant-employes and the Depadment Haad are unable 10 resabe the
dispute informally, the complainani-employes and the Depariment Head will complele an
Action Plan form cutliming the dispude and the efforis made o resolve (he dispule. Thereafler,
the complainani-employee, the Department Head and the HR Officar shall meet 1o further
atlempt 1o resolve the dispule. Il despile the meeting, the dispule remains unsoved, 1he
Departrment Head will sign the Dispute Resolution Effort form, and the dispute may move o
the nexl phase of the process.

= The complainant-employes may request he dispute be relerred lo the Execulive Commiltes.
The amiployes complainant mus! make the request for the Execulive Commities within ten (10)
calendar days from tha dale the Dispute Resolution Form has been signed by The Depanment
Head, |f the Depariment Head fails to or refuses to sign the Disputa Resclubion Fom, the
Disputa Resalulion Form shall be desmed to be signed afier thiea (3) working days from
meeling with the complainant-employes, Daparimeni Head and HR Officar,

= Oulside Representation:
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All dispules within the office shall be resolved internally, withoul the interference of an external legal
counsel, Only in cases of imroluniany separation would a representation by an externs counsed of cholce
of either party be allowed.

& Al experses and costs of engaging the legal counsal shall be bomse by the party being represented,
In the case of the employes, the HR shall be notified of the choice to be represented by legal
counse, Al least lourteen (14) calendar days before the date of the scheduled hearing, IT he slaff
member chooses attomey's represaniation, managemen! may, m ils  discrelion, ek
rizprasantation by an allorney on itg behalf 5g well.

in mo case will an attomey represent managament al the hearing when an atiorney does nol represent the

stalfl mambes,
MOTHING FOLLOWS
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