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Confidentiality & Non-Disclosure Guidelines

Purpose

These Confidentiality and Non-Disclosure
Guidelines establish the standards expected
from all employees in safeguarding sensitive
information belonging to Osool Integrated Real
Estate Company (“Osool”), its clients, partners,
tenants, and stakeholders.

Protecting confidential information is essential
to maintaining Osool’s reputation, competitive
position, and compliance with legal and
regulatory requirements.

All employees are expected to exercise the

highest level of integrity, discretion, and
responsibility  when  handling  company
information.

Scope

These guidelines apply to all employees,
secondees, interns, and temporary personnel
working at or on behalf of Osool.

The obligation to protect confidential
information applies during employment and
continues even after the end of the
employment relationship.

What is Considered Confidential Information
Confidential information includes any non-public
information related to Osool’s operations,
business activities, or stakeholders. This may
include, but is not limited to:
e Business strategies and corporate plans
e Investment strategies and asset
portfolio information
e Financial data, budgets, and forecasts

e Tenant, client, and stakeholder
information

e Property and asset management data

e |Internal reports, policies, and
procedures

e Legal documents, contracts, and

negotiations

e Market research, feasibility studies, and
pricing strategies

e Technology systems,
information, and data

e Employee records and
organizational information

cybersecurity

internal
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Confidential information may be shared
verbally, electronically, in writing, or through
access to systems, meetings, or internal
platforms.

Employee Responsibilities
All employees are expected to:

e Treat all confidential information with
strict discretion.

e Use company information only for
legitimate business purposes.

e Avoid discussing sensitive matters in
public or unsecured environments.

e Protect documents, electronic files, and
system access from unauthorized use.

e Ensure confidential information is
shared only with authorized individuals
who require access for work purposes.

e Immediately report any suspected
breach or misuse of confidential
information.

Employees must not disclose, copy, distribute, or
use confidential information for personal benefit
or for the benefit of any external party.

Protection of Information
Employees should ensure that confidential
information is protected through appropriate
practices, including:
e Securing documents and devices.
e Avoiding the sharing of sensitive files
outside authorized systems.
e Using company communication tools
responsibly.
e Respecting access controls and data
classification requirements.
Particular care must be taken when handling
information related to investment decisions,
financial performance, tenants, and corporate
strategy.

Disclosure Restrictions
Confidential information must not be disclosed
to external parties, including consultants,
vendors, or partners, unless:
e The disclosure is authorized by
management, and
e Appropriate confidentiality protections
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Employees must also avoid sharing confidential
information on social media, public forums, or
informal channels.

Breach of Confidentiality
Unauthorized disclosure, misuse, or negligence
in protecting confidential information may result
in disciplinary action, which may include:
e Formal warnings
e Investigation and disciplinary measures
e Termination of employment
e Legal action where applicable

Questions or Reporting Concerns

Employees who have questions regarding
confidentiality obligations or who wish to report
a potential breach  should contact:
hr@osoolre.com
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