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Introduction: Conduct
Matters

At Osool, we do not only manage assets and
deliver services; we cultivate a professional
environment that reflects our values,
reputation, and long-term vision. Workplace
etiquette plays a vital role in shaping the culture
of the organization and ensuring that our work
environment remains respectful, collaborative,
and productive.

Professional conduct is not limited to
compliance with policies; it is demonstrated
through the everyday behaviors that define how
we interact with colleagues, clients, and
stakeholders. Mutual respect, accountability,
and effective communication contribute directly
to the strength of our organization and the
quality of our work.

This guide represents a shared commitment by
all employees to uphold the standards that
support Osool’s identity as a trusted and
forward-looking organization. By embracing
these principles, we collectively contribute to a
workplace that enables high performance,
supports professional growth, and reinforces
Osool’s reputation as an employer of choice.

Why Professional

Section 1: Personal Professionalism and the
Work Environment

Personal professionalism is the foundation of a
healthy and productive workplace. At Osool,
professionalism extends beyond appearance; it
encompasses the way employees manage their
time, organize their workspace, interact with
colleagues, and utilize company resources.
Punctuality reflects respect for colleagues and
for the organization. Employees are expected to
arrive at work on time, attend meetings as

scheduled, and deliver assignments within
agreed timelines. When unforeseen
circumstances  arise, employees should

communicate proactively with the relevant
parties to ensure transparency and continuity of
work.

Professional appearance is also an important
reflection of the company’s standards.
Employees should adhere to Osool’s approved
dress code and maintain an appearance that
reflects professionalism and respect for the
workplace. Appropriate attire and personal
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presentation contribute to a comfortable and
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respectful work environment for colleagues and
visitors alike.

Maintaining an organized workspace is another
aspect of professional discipline. A clean, well-
organized desk demonstrates accountability and
respect for shared office environments.
Employees are expected to store documents
properly, protect confidential information, and
maintain orderly work areas.

Employees should also be mindful of the
surrounding work environment. Excessive noise,
prolonged personal calls, or disruptive behavior

can negatively affect the productivity of
colleagues.
Company resources, including equipment,

technology, and facilities, must be used
responsibly and primarily for business purposes.

Section 2: Digital Communication Etiquette

In today’s digital workplace, communication
often occurs through electronic channels. The
way employees communicate through email,
messaging platforms, and virtual meetings
reflects their professionalism and contributes to
the organization’s communication culture.

Email remains the primary formal
communication channel within Osool.
Employees should ensure that subject lines
clearly reflect the purpose of the message.
Messages should be concise, well-structured,
and written in a professional tone.

Employees should also be mindful when copying
recipients or using “Reply All.” Communication
should remain relevant and respectful of others’
time.

Instant messaging platforms are suitable for
quick coordination but should not replace formal
communication when documentation s
required.

Virtual meetings require the same level of
professionalism as  in-person  meetings.
Employees should ensure their technology
functions properly, join meetings on time, and
minimize distractions.

Section 3: Meeting Etiquette
Meetings represent an investment of time and
organizational resources. At Osool, meetings
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Meeting organizers should provide a clear
agenda and define the objectives of the meeting
in advance. Participants should review materials
beforehand and attend prepared to contribute
meaningfully.

During meetings, employees should remain
attentive and engaged. Interruptions should be
avoided, and different perspectives should be
discussed respectfully.

After the meeting, key decisions and action
items should be documented and
communicated to ensure accountability and
follow-through.

Section 4: Meeting Room Etiquette

Meeting rooms are shared resources and should
be used responsibly.

Employees should reserve rooms through the
approved system and respect scheduled times.
Rooms should be left clean and organized, and
any equipment used should be turned off after
the meeting.

If a meeting is cancelled or concluded early, the
room reservation should be updated to allow
others to use the space.

Section 5: Interaction with Managers
Professional relationships with managers
require  transparency, preparation, and
accountability.

Employees should approach discussions with
managers well prepared, providing clear updates
on progress and challenges. Proactive
communication enables better decision-making
and effective problem solving.

Constructive feedback from managers should be
viewed as an opportunity for development and
growth.

Employees are also encouraged to propose
solutions when raising issues, demonstrating
initiative and ownership.

Section 6: Interaction with Colleagues

A respectful and collaborative workplace
strengthens productivity and morale.
Employees are expected to treat colleagues with
courtesy and professionalism regardless of role
or background. Collaboration, knowledge
sharing, and mutual support contribute to a
stronger organization.
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Rumors, gossip, or negative discussions
undermine trust and should be avoided.
Professional disagreements should be addressed
respectfully with the aim of finding solutions.

Section 7: Cross-Division Collaboration

Osool operates as an integrated organization
where collaboration across divisions is essential
to achieving strategic objectives.

Employees should approach colleagues from
other teams with a partnership mindset and
recognize that organizational success depends
on collective effort.

When requesting support from another division,
employees should provide clear context,
expectations, and timelines. Likewise,
employees should respond constructively to
cross-functional requests and communicate
transparently regarding priorities.

Avoiding organizational silos and encouraging
knowledge sharing strengthens alignment and
operational effectiveness across Osool.

Section 8: Decision-Making and Escalation
Etiquette

Efficient organizations maintain clarity in
decision-making and escalation processes.
Employees should aim to resolve matters at the
appropriate level before escalating them. When
escalation is necessary, employees should
provide  sufficient = context,  background
information, and possible solutions.

Escalation should enable informed decision-
making rather than shift responsibility.
Employees should also respect the company’s

Delegation of Authority and governance
framework when making or requesting
decisions.

Section 9: Time Management  and

Responsiveness

Respect for time is a key element of professional
conduct.

Employees are expected to manage their time
effectively, meet agreed deadlines, and respond
to requests within a reasonable timeframe.
When delays are unavoidable, employees should
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Effective time management strengthens
reliability, accountability, and collaboration
across the organization.

Section 10: Client and External Stakeholder
Interaction

Employees representing Osool in interactions
with clients, tenants, investors, regulators, or

partners should maintain the highest
professional standards.
External communication should be clear,

respectful, and aligned with the company’s
values and reputation.

Employees should avoid making commitments
that have not been internally confirmed and
should escalate sensitive matters to the
appropriate management level.

Every external interaction contributes to shaping
Osool’s reputation and credibility.

Section 11: Vacation and Work Handover
Etiquette

Proper planning for leave ensures continuity of
work and operational stability.

Employees should submit leave requests
through the approved system with adequate
notice. Prior to leave, employees should prepare
a clear handover document outlining ongoing
responsibilities, deadlines, and key contacts.
Employees should activate out-of-office
notifications  and  designate  colleagues
responsible for urgent matters.

Upon returning from leave, employees should
review updates and re-prioritize tasks before
resuming regular responsibilities.

Section 12: Public and Shared Spaces Etiquette
Shared spaces reflect the professionalism of the
workplace.

Employees should maintain cleanliness in
kitchens, meeting rooms, and common areas.
Noise levels should be kept appropriate, and
others’ privacy should be respected.
Confidential conversations should not take place
in public areas where sensitive information may
be overheard.

Section 13: Professional
Learning

Continuous learning is an important part of
Osool’s culture.

Development and
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Employees are encouraged to actively develop
their skills, participate in training opportunities,
and seek feedback from managers.

Sharing knowledge with colleagues enhances
collective expertise and contributes to
organizational growth.

Employees who invest in their development
strengthen both their own career path and the
organization as a whole.

Section 14: Information Security and
Confidentiality
Protecting information is essential to

maintaining trust with clients and stakeholders.
Employees must treat all information related to
Osool’s operations, partners, and clients with
strict confidentiality. Sensitive information
should not be discussed in public areas or shared
with unauthorized individuals.

Workstations should be secured when
unattended, and confidential documents should
be stored appropriately.

If employees are uncertain about the sensitivity

of information, they should treat it as
confidential and seek guidance.

Section 15: Social Media and Public
Representation

Employees are expected to maintain
professionalism and  responsibility  when

referencing Osool or discussing any work-related
matters on social media or public platforms.
Employees must not publish or disclose any
confidential or non-public information, nor
discuss internal  matters, organizational
decisions, or any information related to the
company or its business activities on public
platforms.

Employees are also not permitted to represent
the company, speak on its behalf, or issue
statements, opinions, or positions that may be
interpreted as representing Osool unless prior
official authorization has been obtained from
the relevant authority within the company.
When using social media, employees must
always ensure that their conduct preserves the
company’s reputation and professional image,
and must refrain from posting any content that
could harm Osool’s reputation or negatively
affect its interests.
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Our Commitment at Osool

Every employee contributes to shaping Osool’s
culture and reputation. Professional conduct,
mutual respect, and responsible behavior create
a workplace where collaboration, innovation,
and excellence can thrive.

By upholding these principles, we strengthen our
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organization and ensure that Osool continues to Luals 9o arecd
be recognized as a trusted and respected
institution.
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