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Compensation & Benefits Confidentiality
Guidelines

Purpose:

These guidelines are designed to maintain the
confidentiality of compensation-related
information  within  Osool, fostering an
environment of fairness, professionalism, and
respect. The goal is to ensure that sensitive

financial and career-related details are
protected, thus avoiding unnecessary
comparisons, misunderstandings, and

disruptions in the workplace.

Confidentiality of Salary Information:

e Employees are strictly prohibited from
sharing their salary details with
colleagues. This applies to both direct
conversations and any other forms of
communication, such as emails, social
media, or external discussions.

e Salary details are considered
confidential and should only be
discussed with authorized personnel
(e.g., People team, direct supervisors)
when necessary or as part of official
discussions related to compensation
adjustments or reviews.

Confidentiality of Bonus and Incentive
Information:
e Employees are not permitted to

disclose information related to bonuses,
performance incentives, or any other
financial rewards to fellow employees.

e Bonusamounts are tailored to individual
performance and company criteria.
Sharing this information can lead to
workplace discord, unnecessary
comparisons, and a negative impact on
team dynamics.

Scope of Confidentiality:

e These confidentiality guidelines extend
beyond salary and bonus amounts.
Employees are also required to maintain
confidentiality regarding any
information related to promotions,
benefits, allowances, performance
reviews, or any other form of
compensation.
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The protection of this information
ensures that individual compensation
packages remain private, allowing Osool
to maintain a merit-based, unbiased
compensation system.

Consequences for Violating Confidentiality:

Any breach of these confidentiality
guidelines will be treated as a serious
offense.  Disciplinary  actions for
violations may include, but are not
limited to:

o Verbal or written warnings

o Suspension

o Termination of employment
The appropriate action will depend on
the nature and severity of the breach.

Reporting a Breach of Confidentiality:

If an employee becomes aware of any
violation of these guidelines, they are
required to report it immediately to
People Division. Osool takes the
protection of employee privacy
seriously, and all reports will be treated
with the utmost confidentiality.

Exceptions to Confidentiality:

Employees may discuss compensation
details with authorized personnel such
as People Team or their direct
supervisor as part of official reviews or
inquiries.

These guidelines do not prevent
employees from seeking external
financial or legal advice, provided that
the confidentiality @ of company
information is maintained.

Maintaining a Respectful and Professional
Environment:

The purpose of these guidelines is to
preserve the integrity of our
compensation structure and to protect
the privacy of each employee. By
respecting these rules, we ensure a
workplace built on trust, fairness, and
mutual respect, where individuals are
recognized and rewarded based on
merit without unnecessary
comparisons.
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Compliance Requirement:

All employees are required to adhere to these
guidelines. Failure to comply will result in
disciplinary action, as outlined above. By
maintaining confidentiality, we collectively
support a more harmonious and equitable
workplace at Osool.
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