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WORKING CONDITIONS POLICY

Constant Energy is committed to providing a work environment that is safe, respectful, and fair for all
employees. This policy outlines our core principles regarding work conditions and ensures compliance
with relevant labor laws.

Core Principles

e Fair Treatment: We prohibit discrimination and harassment of any kind based on factors like
race, religion, gender, sexual orientation, age, or disability. We strive to create an inclusive
workplace where everyone feels valued and respected.

o« Safe Work Environment: We are dedicated to providing a safe work environment that meets
all health and safety regulations. This includes offering proper training, equipment, and clear
procedures to minimize risks.

o Fair Compensation and Benefits: We offer competitive wages and benefits packages that
meet or exceed legal minimums. This includes compensation for standard working hours,
overtime pay (if applicable), and paid leave for holidays and vacations.

¢ Reasonable Working Hours: We comply with all regulations regarding working hours and
breaks. Our standard work hours are from 09.00 a.m. to 06.00 p.m., Monday through Friday.
We expect all employees to adhere to these hours and maintain consistent attendance. We
encourage employees to maintain a healthy work-life balance and avoid excessive overtime.

o Respect for Employee Rights: We respect employees' rights to freedom of association and
collective bargaining, as outlined in relevant laws.

o Employee Development: We believe in investing in our employees' professional growth. We
offer opportunities for training and development to help them enhance their skills and advance
their careers.

o Dress code: Employees are expected to dress in a clean, neat, and professional manner that
reflects the values of our company. Clothing should be in good condition, free of rips, tears, and
wrinkles. Additionally, all attire should be free of offensive or suggestive slogans or images.

o Flexible work arrangements: We wish to improve work-life balance, increased productivity and
reduced commute costs and time for our employees.

e Grievance procedures: We wish to provide a comfortable, productive, legal and ethical work
environment. To this end, the company want you to report any grievances/concerns you have
about the workplace to the attention of your supervisor/manager, if necessary, to upper level
management. In light of these concerns we have instuted the grievance procedure in Employee
handbook.
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o Anti-retaliation policy: To protect employees who report issues and encouraging open
communication and transparency.

e Communication: The company would like to ensure that the employees follow our
communication principle strictly.

o Clarity and Conciseness: Communicate information in a clear, concise, and easy-to-
understand manner.

0 Respect and Professionalism: Maintain a professional and respectful tone in all
communication, both written and verbal.

o Timeliness: Respond to inquiries and requests promptly.

0 Transparency: Be transparent and honest in communication, while adhering to
confidentiality guidelines.

Enforcement

This policy applies to all employees, managers, and supervisors. We are committed to upholding these
principles and will take appropriate action to address any violations.

Review

This policy will be reviewed periodically to ensure its effectiveness and compliance with any changes in
regulations.
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