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1. Purpose

Omnia Specialities Australia (“Omnia”) respects the privacy of its employees and clients. The
maintenance of such information must be in the strictest confidence to protect the interests of
Omnia. Failure to comply with this policy could lead to disciplinary action including termination
of employment.

2. Scope

The policy applies to all Omnia employees.

3. Policy Details

3.1 Safeguarding Information

All employees have an obligation to safeguard confidential information, especially information
that competitors or others can or may use. All employees are required to sign a confidentiality
agreement at the commencement of their employment as well as a code of conduct which
described acceptable behaviour in the workplace.

Under this policy, employees are required to help protect confidential information, which may
include trade secrets, customer lists and Omnia financial information, by taking the following
precautionary measures:

e Discussing work matters only with other Omnia employees who have a specific business
reason to know or have access to such information;

e Not discussing work matters in public places;

e  Monitoring and supervising visitors to Omnia to ensure that they do not have access to
company information;

e  Being cautious of wearable devices inadvertently (or deliberately) recording or capturing
information;

e Shredding hard copies of documents containing confidential information that has not been
filed or archived; and

e  Securing confidential information in desk drawers and cabinets at the end of every business
day.

The protection of confidential business information and trade secrets is vital to the interests and
success of Omnia. Such confidential information includes, but is not limited to, the following
examples:

e  Wages details (except as permitted by law);
e  Financial information;

e  Marketing strategies;

e Pending projects, tenders and proposals;

e  Proprietary production processes;

e  Personnel/payroll records;

° New inventions or processes;
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e  Business award nominations or successes; and
e  Conversations between any persons associated with the company.

Employee’s cooperation is particularly important because of the company’s obligation to protect
the security of our clients and our confidential information. Employees should use their judgement
and common sense, but if at any time they are uncertain as to whether they can properly divulge
information or answer questions, they should ask their Manager/Supervisor.
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