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1. Purpose

The purpose of this policy is to establish the official framework for the creation,
approval, distribution, and management of all company policies through the
designated corporate policy platform, herein referred to as "The Policy Hub." This
policy ensures that all personnel have access to the most current and accurate
versions of company policies and that there is a consistent, auditable process for
policy lifecycle management. Adherence to this policy promotes clarity,
accountability, and organizational compliance.

2. Scope

This policy applies to all employees, contractors, consultants, and other third-party
personnel (collectively, "Personnel”) who are granted access to the company's
network and resources. It governs all activities related to The Policy Hub, including
but not limited to:

* Accessing and reviewing company policies.
» Acknowledging receipt and understanding of assigned policies.
* Drafting, submitting, and approving new or revised policies.

» Administering the platform and managing its content.

This policy covers all official company-wide and departmental policies managed
within The Policy Hub.



3. Policy Statement

The company is committed to maintaining a transparent and well-organized
repository of its official policies. The following principles govern the use of The
Policy Hub:

* Single Source of Truth: The Policy Hub is the exclusive and sole official
repository for all active company policies. Policies found outside of this platform
(e.g., outdated documents on shared drives, personal copies) are considered
uncontrolled and invalid.

* User Responsibility: All Personnel are responsible for accessing The Policy Hub,
reading policies applicable to their role, and completing any required
attestations or acknowledgements in a timely manner. Ignorance of a policy
published on the platform is not an acceptable reason for non-compliance.

* Policy Owner Accountability: Designated Policy Owners are accountable for
the entire lifecycle of their assigned policies. This includes ensuring content is
accurate, clear, up-to-date, and reviewed on a pre-determined schedule.

* Lifecycle Management: All policies must follow a standardized lifecycle process
—including drafting, review, approval, publication, and archival—as managed
through the workflows within The Policy Hub.

* Access and Security: Access to The Policy Hub is controlled based on role and
responsibility. Confidential or restricted policies will have additional access
controls to ensure they are only visible to authorized individuals.

4. Procedures

4.1 For All Personnel (General Users)

* Accessing Policies: Personnel can access The Policy Hub via the company
intranet or direct link. Authentication is required using standard company
credentials.

* Review and Acknowledgment: When a new or updated policy is assigned,
Personnel will receive an automated notification. They are required to:
1. Log in to The Policy Hub.
2. Carefully read the policy document in its entirety.
3. Electronically sign to acknowledge they have read, understood, and agree to
comply with the policy.
4. Complete this action by the deadline specified in the notification.
* Seeking Clarification: If any part of a policy is unclear, Personnel should contact

the designated Policy Owner listed on the policy's landing page or their direct
manager for clarification.



4.2 For Policy Owners and Drafters

 Drafting a New Policy: New policies must be drafted using the official template
available within The Policy Hub. The draft must be clear, concise, and include all
required sections (e.g., Purpose, Scope, Policy Statement).
* Review and Approval Workflow:
1. The drafter submits the policy for review within the platform.

2. The Policy Hub automatically routes the draft to the required stakeholders for
review and comment (e.g., Legal, HR, IT Security, Department Heads).

3. Stakeholders provide feedback directly within the platform.

4. Once all feedback is incorporated, the Policy Owner gives final approval,
which serves as the official sign-off for publication.

* Publishing: Upon final approval, the Platform Administrator or a designated
publisher will publish the policy, making it active and visible to the target
audience. An automated notification is sent to all affected Personnel.

* Periodic Review: Policy Owners are responsible for reviewing their policies at
least annually, or more frequently if required by law or business changes. The
Policy Hub will send automated reminders to Policy Owners before the review
deadline.

» Archiving and Retirement: When a policy is no longer relevant, the Policy
Owner must initiate the retirement workflow in The Policy Hub. Upon approval,
the policy will be archived and removed from the active view but retained for
historical and audit purposes.

4.3 For Platform Administrators

» User Management: Administrators are responsible for managing user roles and
permissions within The Policy Hub, ensuring access levels are appropriate for
each individual's function.

* System Integrity: Administrators will ensure the platform is functioning
correctly, manage system configurations, and coordinate with IT for any
necessary maintenance or upgrades.

* Reporting and Support: Administrators will generate reports on policy
acknowledgment status, review cycles, and other key metrics as requested by
management or auditors. They also serve as the first point of contact for
technical support related to the platform.



5. Compliance

5.1 Monitoring

Adherence to this policy will be monitored through several mechanismes:

» Acknowledgment Reporting: The Compliance Department and HR will
regularly review reports from The Policy Hub to track the status of policy
acknowledgements. Managers will be notified of any direct reports who are
overdue.

* Policy Audits: The Internal Audit function will periodically audit the content of
The Policy Hub to ensure that Policy Owners are conducting timely reviews and
that all policies adhere to the required standards.

* Platform Activity Logs: System administrators can review activity logs to
ensure the platform is being used appropriately and to investigate any security
Or access concerns.

5.2 Non-Compliance

Failure to comply with this policy may result in disciplinary action, up to and
including termination of employment or contract, in accordance with company
procedures and applicable laws.

 For General Personnel: Failure to acknowledge assigned policies by the
specified deadline will be escalated to the individual's manager and Human
Resources for follow-up. Persistent failure may be reflected in performance
reviews and could lead to formal disciplinary action.

* For Policy Owners: Failure to maintain policies, conduct periodic reviews, or
follow the established lifecycle management process may result in the
revocation of ownership privileges and will be addressed by their direct
leadership.
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