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Introduction

DPOI is dedicated to creating a professional and respectful workplace for all employees,
contractors, and temporary staff. This Employee Policy serves as a comprehensive
guide outlining the standards of conduct and expectations that govern our workplace.

Our commitment to fostering a positive work environment is reflected in our policies on
equal employment opportunities, anti-harassment measures, and health and safety
guidelines.

This document is applicable to everyone associated with DPOI, including management
and Human Resources personnel, ensuring that all staff understand their
responsibilities. By adhering to these policies, we aim to promote integrity,
confidentiality, and mutual respect, which are foundational to our organizational culture
and success.

Purpose

The purpose of this Employee Policy Guide is to delineate the essential standards and
expectations that govern conduct within DPOI. Key objectives include:

Establishing Conduct Standards: To provide clear guidelines on acceptable behavior,
ensuring that all employees understand the expectations for professionalism and
respect.

Guidelines for Workplace Behavior: To cultivate a supportive work environment by
outlining behaviors that promote teamwork, collaboration, and positive interactions
among colleagues.

Ensuring Safety: To prioritize the health and safety of all employees by implementing
policies that mitigate risks and promote a safe work environment.

Protecting Interests: To safeguard the interests of both employees and the company,
establishing procedures for addressing grievances and maintaining a fair and equitable
workplace.

By fulfilling these purposes, DPOI aims to create a culture of integrity and respect that
benefits all stakeholders.

Page 1



- Dynamic Inc. | DPOI Solutions | Dynamic Partner Operations Inc. -
-  Employee Policy -

Scope

This policy applies to all employees, contractors, and temporary staff associated with
DPOI, regardless of their employment type or status. It encompasses individuals
working in various capacities, including full-time, part-time, internships, and freelance
roles.

Additionally, this policy is relevant in all work environments where DPOI conducts
business, including:

» Corporate Offices: Main headquarters and branch locations.
« Remote Work: Employees working from home or other off-site locations.
» Client Sites: Staff engaging in business activities at client or partner premises.

By including all personnel and environments, we ensure that every individual
understands their responsibilities and the expectations for conduct within our
organization.

Equal Employment Opportunity (EEO)

DPOlI is firmly committed to providing equal employment opportunities to all individuals,
regardless of race, gender, age, national origin, disability, or any other characteristic
protected by law. Our hiring and employment processes are designed to be fair and
equitable, ensuring that all candidates are evaluated based on their qualifications, skills,
and experience.

Non-Discrimination Practices

To uphold our commitment to EEO, DPOI implements the following non-discrimination
practices:

» Hiring Process: All job postings are accessible to diverse candidates, and
selection criteria are based solely on merit.

« Promotion and Advancement: Employees are encouraged to pursue growth
opportunities without bias, promoting a culture of inclusivity.

« Training and Development: We provide equal access to training programs,
ensuring all employees can enhance their skills and advance in their careers.

 Reporting Mechanism: Employees are encouraged to report any instances of
discrimination without fear of retaliation, fostering an environment of trust and
respect.

By adhering to these principles, DPOI aims to create a diverse and inclusive workplace
that values each individual's contributions.
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Code of Conduct and Workplace Behavior

DPOI expects all employees to uphold the highest standards of conduct to foster a
productive and respectful workplace. The following behaviors are essential for
maintaining professionalism and collaboration:

Expected Behaviors

Professionalism: Employees are expected to act with integrity, dressing appropriately
and communicating respectfully with colleagues, clients, and stakeholders.

Teamwork: Collaboration is vital at DPOI. Employees should actively participate in team
efforts and support one another to achieve common goals.

Responsible Resource Use: Employees must utilize company resources, including
time, materials, tools, and technology, efficiently and ethically.

Prohibited Conduct

To ensure a harmonious work environment, the following behaviors are strictly
prohibited:

Prohibited Conduct Examples

Harassment Any unwanted or inappropriate
behavior, including verbal,
physical, or sexual harassment.

Discrimination Treating individuals unfairly based
on race, gender, age, or any
protected characteristic.

Substance Abuse Use of illegal drugs or alcohol
during work hours or on company
premises.

Disrespectful Behavior Engaging in rude or aggressive
interactions with colleagues or
clients.

By adhering to these guidelines, employees contribute to a positive and respectful
workplace that aligns with DPOI' values and mission.
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Anti-Harassment and Anti-Discrimination

DPOl is firmly committed to maintaining a workplace that is free from harassment and
discrimination. We recognize that a safe and respectful environment is essential for the
well-being and productivity of all employees, contractors, and temporary staff. To
reinforce this commitment, we implement several key strategies:

Training and Awareness

e« Mandatory Training: All employees are required to participate in
anti-harassment and anti-discrimination training upon hiring and periodically
thereafter. This training covers definitions, examples, and the importance of
reporting incidents.

e« Awareness Campaigns: Regular workshops and seminars are organized to
raise awareness about workplace behavior and the significance of inclusivity.

Reporting Procedures

Employees are encouraged to report any instances of harassment or discrimination
through the following channels:

 Immediate Supervisor: Employees can approach their direct supervisor to
discuss any concerns.

« Human Resources (HR): A confidential reporting mechanism is available
through HR, where employees can report incidents without fear of retaliation.

Click Here To Make a Report to HR

or Visit:

https://dpoisolutions.com/dpoi-human-resources-department/

Corrective Actions

DPOI takes all reports seriously and will investigate promptly and thoroughly. Corrective
actions may include:

» Disciplinary Measures: Appropriate actions will be taken against individuals
who engage in prohibited conduct, which may range from warnings to
termination.

e Supportive Measures: Victims of harassment or discrimination may receive
support, including counseling services and workplace adjustments.

By fostering an environment of open communication and accountability, DPOI aims to
eliminate harassment and discrimination, ensuring a respectful workplace for all.
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Health and Safety

At DPOI, we prioritize the health and safety of our employees as a fundamental aspect
of our workplace culture. We are committed to providing a safe environment that
minimizes risks and promotes the well-being of all personnel. This commitment is
reflected in our comprehensive health and safety policies that adhere to industry
standards and regulatory requirements.

Employee Responsibilities

All employees share the responsibility for maintaining a safe work environment. To
contribute effectively, employees are expected to:

» Follow Safety Protocols: Adhere to all established safety procedures and
guidelines, including the use of personal protective equipment (PPE) when
required.

 Report Hazards: Immediately report any unsafe conditions, incidents, or
concerns to a supervisor or the designated safety officer.

« Participate in Training: Engage in mandatory health and safety training
sessions to stay informed about best practices and emergency procedures.

 Cooperate During Inspections: Assist in safety inspections and audits,
providing necessary information and feedback to improve workplace safety.

By fulfilling these responsibilities, employees help foster a culture of safety and
vigilance, ensuring that DPOI remains a secure place to work.

Work Hours, Attendance, and Remote Work

DPOI values the importance of a structured work environment while accommodating
various work arrangements. This section outlines standard work hours, attendance
expectations, and remote work policies.

Standard Work Hours

Regular Hours: The standard workweek consists of 40 hours, typically from 9
AM to 5 PM, Monday through Friday. Employees are expected to adhere to these
hours unless otherwise agreed upon.

» Flexibility: Flexible working hours may be available upon management approval,
promoting a balance between personal and professional commitments.
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Attendance Expectations

e Punctuality: Employees must arrive on time and be ready to work at the start of
their scheduled hours. Excessive tardiness or absenteeism may lead to
disciplinary action.

» Notification: Employees should inform their direct supervisor as soon as
possible in case of illness or emergencies that prevent attendance.

Remote Work Policies

e Productivity: Employees working remotely are expected to maintain the same
level of productivity as in-office work, meeting deadlines and performance
objectives.

« Confidentiality: When working from home, employees must ensure that all
confidential and proprietary information is kept secure, employing appropriate
measures such as password protection and secure internet connections.

By adhering to these guidelines, DPOI aims to foster a productive and accomplished
work place.

Compensation, Benefits, and Performance

DPOI is committed to providing a competitive compensation and benefits structure that
reflects the value of our employees. Our remuneration packages are designed to attract
and retain top talent while ensuring fairness and transparency.

Compensation Structure

» Salary Packages: Competitive salaries are benchmarked against industry
standards and are reviewed annually to ensure alignment with market trends.

. Incentives: Performance-based bonuses and incentives are available to reward
exceptional contributions and achievements.
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Benefits Overview

DPOI offers their Full Time Employees comprehensive benefit packages that can
include:

Benefit Details

Health Insurance Medical, dental, and vision
coverage

Paid Time Off Generous vacation and sick leave

Tool/lEquipment + Costs DPOI Provided Work Devices; i.e.

Laptops, Internet Connection
Equipment & Equipment Costs,
Ect.

Professional Development Access to training and continuing
education opportunities

Performance Management

To foster a culture of continuous improvement, performance management practices at
DPOI include:

e Regular Reviews: Performance evaluations are conducted biannually to assess
employee contributions and identify areas for growth.

« Feedback Mechanism: Constructive feedback is encouraged to promote
professional development, with opportunities for employees to discuss their
performance with their supervisors.

 Goal Setting: Employees collaboratively set performance goals that align with
organizational objectives, ensuring clarity in expectations and accountability.

Confidentiality, Data Protection, and Intellectual
Property

At DPOI, safeguarding confidential information is paramount. All employees,
contractors, and temporary staff must prioritize the protection of sensitive data in
compliance with applicable data protection laws. This includes personal information
about colleagues, clients, and the organization itself.
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Data Protection Responsibilities

Employees are required to:

» Limit Access: Only access confidential information necessary for their roles.

» Secure Data: Utilize strong passwords and encrypted communication methods
when handling sensitive data.

 Report Breaches: Immediately report any suspected breaches of data security
to their supervisor or the Human Resources department.

Ownership of Intellectual Property

DPOI asserts ownership over all intellectual property created by employees during their
employment. This encompasses:

 Developed Materials: All work products, designs, software, and creative outputs
generated by employees in the course of their duties.

» Confidential Projects: All proprietary information, strategies, and operational
knowledge acquired while employed at DPOI.

Employees must understand that any unauthorized use, dissemination, or reproduction
of DPOI'" intellectual property is strictly prohibited. By maintaining confidentiality and
respecting intellectual property rights, we uphold the integrity and competitive
advantage of our organization.

Use of Company Assets and Technology

DPOI provides various assets and technologies to facilitate efficient business
operations. All employees are required to adhere to the following guidelines regarding
the appropriate use of these resources:

Guidelines for Use

e Business Purposes Only: Company assets, including computers, software, and
communication tools, must be used solely for work-related activities. Personal
use should be minimal and not interfere with job responsibilities.

 IT Policies Compliance: Employees must follow all established IT policies,
including those related to security, data protection, and software usage.
Unauthorized software installation is strictly prohibited.

* Reporting Issues: Any malfunction or security breach involving company
technology must be reported immediately to the IT department to mitigate
potential risks.

By adhering to these guidelines, employees contribute to a secure and efficient
workplace that protects both individual and company interests.
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Conflict of Interest

A conflict of interest arises when an employee's personal interests or relationships
interfere with their professional responsibilities, potentially compromising the integrity of
their decision-making. Such situations can lead to biased judgments that may harm the
interests of DPOI or its stakeholders.

Recognizing Potential Conflicts

Employees should be vigilant in identifying potential conflicts of interest, which may
include:

» Financial Interests: Holding financial stakes in competitors or vendors.

e Personal Relationships: Favoring family or friends in hiring or business
decisions.

» Outside Employment: Engaging in work for competing organizations that may
affect performance or loyalty to DPOI.

Disclosure and Management

To maintain transparency and uphold ethical standards, employees must:

» Disclose Conflicts: Promptly report any potential conflicts of interest to
management or the Human Resources department.

 Seek Guidance: If uncertain about a situation, employees should consult with
their supervisor or HR for advice on how to proceed.

By proactively addressing conflicts of interest, employees help preserve the trust and
integrity essential to DPOI's professional environment.

Disciplinary Procedures

DPOI maintains a structured disciplinary framework to address policy violations,
ensuring fairness and transparency. The following outlines potential disciplinary actions
and the principle of due process.

Potential Disciplinary Actions

Disciplinary actions may vary based on the severity and frequency of infractions,
including:

» Verbal Warnings: Initial discussions addressing minor infractions.
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e  Written Warnings: Formal documentation of repeated or more serious
violations.

 Suspension: Temporary removal from the workplace for significant breaches.

» Termination: Dismissal for severe or persistent policy violations.

Due Process

Employees involved in disciplinary procedures are entitled to due process, which
includes:

» Investigation: A thorough examination of the circumstances surrounding the
alleged violation.

 Right to Respond: Employees will be given an opportunity to present their side
of the story before any disciplinary action is taken.

e Appeal Process: Employees may be given an appeal option to disciplinary
decisions to ensure fairness and accountability.

By adhering to these procedures, DPOI aims to uphold a respectful workplace while
addressing misconduct appropriately.

Policy Changes and Updates

DPOI reserves the right to modify employee policies as necessary to adapt to changing
legal requirements, business needs, or organizational goals. Significant changes to
policies will be communicated to employees in a timely manner through various
channels, including:

» Email Notifications: All employees will receive direct notifications regarding
updates.

» Staff Meetings: Updates may also be discussed during regular team meetings to
ensure comprehensive understanding.

« Company Intranet: Revised policies will be accessible on the company intranet
for reference.

Employees are encouraged to review these updates regularly to remain informed about
any changes that may affect their roles and responsibilities.

Acknowledgment and Receipt

All employees, contractors, and temporary staff associated with DPOI are required to
acknowledge their understanding and receipt of this Employee Policy. By signing below,
you confirm that you have read, comprehended, and agree to abide by the policies and
expectations outlined in this document.
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Acknowledgment

I, the undersigned, acknowledge that | have received and reviewed the DPOI Employee
Policy. | understand the policies contained herein and agree to adhere to the standards
of conduct and expectations set forth by DPOI.

Person’s Name

Person’s Signature

Signature Date

This Employee Policy is not intended to create a contract of employment. DPOI Solutions
reserves the right to modify, suspend, or terminate any of its policies, practices, or benefits at
any time, with or without notice.

If you have any questions regarding this policy or need further clarification, please contact the
Human Resources Department.
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