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1. Objective

Gelprime is committed to adopting and promoting business practices aligned with the
highest standards of ethics, social responsibility, and respect for human rights. This
policy aims to ensure that all employees, partners, and stakeholders are treated with
dignity, respect, and fairness, in compliance with current labor laws. The company
strives to create a safe, inclusive work environment free from any form of
discrimination, harassment, or exploitation, ensuring that all its operations and
interactions follow fundamental principles of respect for individual and collective
rights. Gelprime is committed to continuously monitoring legal changes and
implementing corrective actions immediately in case of any human rights violations,

strengthening integrity and trust within and outside the organization.

2. Application

The Gelprime Human Resources Policy applies to all employees, regardless of
hierarchical level, type of employment contract, or geographical location. It also
guides people management practices in all company units, subsidiaries, and

branches.

3. References

Gelprime bases its human resource management practices on standards and
regulations that ensure legal compliance, fairness, and respect for employees' rights.

The main references guiding our HR policy include:



e Consolidation of Labor Laws (CLT): Full compliance with the legal
provisions governing labor relations in Brazil.

e General Data Protection Law (LGPD): Ensuring the privacy and security
of employees' personal data under current legislation.

e Brazilian Anti-Corruption Law (Law No. 12,846/2013): Commitment to
ethical business practices, avoiding any form of corruption or fraud.

e ISO Standards and Occupational Health and Safety Regulations:
Implementation of practices that ensure a safe and healthy work environment

for all.

4. Guidelines

4.1. Recruitment and Selection

Gelprime adopts a fair and transparent recruitment and selection process based on
technical and behavioral criteria, ensuring equal opportunities for all candidates. The
selection process is conducted ethically, without any form of discrimination. It

includes resume analysis and interviews.

4.1.1. Admission

The admission of new employees follows CLT legal procedures. Gelprime ensures that
all necessary documents are submitted and verified, including the signing of the
employment contract and registration in the Work and Social Security Card (CTPS).
Additionally, a formal integration process is carried out to introduce the new employee

to the company culture and internal procedures.

Gelprime also ensures compliance with current legislation, guaranteeing that

employee documentation is handled with the utmost respect for privacy and security.



4.1.2. Non-Retention of Documentation

Gelprime upholds a policy of total transparency and respect for workers' rights,
ensuring that employees' personal documents, such as identity cards, work cards,
bank documents, among others, are never retained under any circumstances. The
company understands that retaining personal documents violates workers' rights and

compromises their freedom and autonomy.

Any retention of personal items, such as documents or personal belongings, is strictly
prohibited. Employees have the right to maintain control over their own
documentation, and the company cannot require or retain these documents for
security, control, or any other purpose. If such a practice occurs, it will be considered

a serious violation and addressed with the necessary corrective measures.

From the hiring process onward, Gelprime informs all employees of their right to
maintain and control their personal documentation. The company also ensures that
administrative procedures, such as work records or pay stubs, are conducted
transparently, without the need to retain any employee documentation, always

respecting their individual rights and current legislation.

Gelprime is committed to ensuring that the privacy and freedom of its employees are

always protected, promoting an ethical and respectful work environment.

4.1.3. Integration

Gelprime conducts integration programs for new employees to facilitate their
adaptation to the work environment and organizational culture. During this process,
new employees are introduced to the company's mission, vision, and values, as well
as its internal policies, operational procedures, and safety regulations. Additionally,
team introductions are promoted so that employees feel welcomed and can get to
know the teams they will be working with. The integration process aims to provide a
positive and clear experience from the first day, allowing employees to quickly

become familiar with their role and the company’s dynamics.



4.1.4. Probation Period

The probation period aims to assess the employee’s adaptation to the role and
company culture. Gelprime follows the probation period rules outlined in CLT, with an
initial duration of 30 days, which may be extended for an additional 60 days, during
which the employee's performance and compatibility with job requirements are
evaluated. At the end of both periods, a formal evaluation is conducted to determine
whether the employment contract will be continued or terminated based on the
employee’s performance and adaptation. This process allows both the company and

the employee to verify the viability of a long-term working relationship.

4.2. Dismissal

Gelprime adopts an ethical, transparent, and fair approach to dismissals and
terminations, ensuring that all employees are treated with respect and dignity during
the contract termination process. Termination may occur for various reasons, such
as the end of the probation period, termination without cause, termination for just
cause, restructuring, or unsatisfactory performance, always in compliance with CLT

and other applicable labor regulations.

The termination process is conducted clearly and empathetically, with legal support
to ensure that all employee rights are respected, including severance payments,

vacation pay, 13th salary, and other legally mandated benefits.

4.2.1. Exit Interview

As part of the termination process, Gelprime conducts exit interviews for both
employees who resign and those dismissed by the company. The purpose of this step
is to understand the reasons for departure, gather feedback on the employee
experience, and identify opportunities for improving management, organizational
culture, and the work environment. The information collected is used to enhance
internal policies and promote a healthier and more efficient corporate environment

for all.



Regardless of the circumstances, Gelprime reinforces its commitment to a
transparent, professional, and humanized termination process, providing a fair

transition for all parties involved.

4.3. Communication Channels

Gelprime maintains open and accessible communication channels so that employees
can share their opinions, suggestions, concerns, and feedback. These channels
include an online complaint system, suggestion boxes, and direct communication with
the human resources team. The company values transparency and open dialogue,
encouraging communication between managers and employees. Effective
communication is seen as a key factor for engagement, conflict resolution, and

continuous improvement of the work environment.

4.4. Internal Relationship and Communication

Gelprime values transparent communication and open relationships at all levels of
the organization. The company fosters a collaborative work environment where
information is shared clearly and effectively. Internal communication is facilitated
through appropriate channels such as regular meetings, emails, and digital platforms
(intranet), ensuring that employees are always updated on company objectives and

can express their ideas and concerns.

Gelprime encourages a collaborative work environment where all employees feel
comfortable expressing their ideas, feedback, and suggestions. Various
communication channels, such as regular meetings, emails, intranet, and an
anonymous reporting system on the company’s website, are used to ensure that

information reaches everyone clearly and effectively.

4.5. Conduct and Behavior

Gelprime establishes conduct standards based on respect, professionalism, and
ethics. Employees are expected to act with integrity, respecting company norms,

diversity, and individual differences. Expected conduct includes showing respect for



colleagues, leaders, clients, and partners while maintaining an ethical and
collaborative posture. Employees must act with empathy, always striving for a
harmonious and respectful environment where communication is transparent, and
interpersonal relationships are based on mutual respect. Any violation of conduct and
behavior policies will be taken seriously, and corrective actions may be applied

depending on the severity of the infraction.

The company values a work environment where all individuals act with integrity,
fulfilling their responsibilities fairly, honestly, and responsibly. Gelprime adopts a
zero-tolerance policy for any inappropriate behavior, such as harassment,
discrimination, violence, sabotage, or any action that harms the work environment

or colleagues.

All Gelprime employees must follow the company’s established internal norms and

procedures, which include a systematic approach to disciplinary measures.

4.6. Conflict Management

Gelprime acknowledges that conflicts are natural in any work environment and
therefore adopts a proactive approach to conflict management, seeking quick and
effective solutions that preserve the well-being of all employees. The company
encourages constructive dispute resolution based on mutual respect and the pursuit

of agreements that promote collaboration and team engagement.

Gelprime is committed to handling all conflicts impartially, ensuring that all involved
parties have the opportunity to express their perspectives in a respectful and
constructive manner. The company’s policy is always to promote amicable conflict
resolution, preserving the work environment and the integrity of interpersonal

relationships.

4.7. Compliance and Legal Conformity

Gelprime is committed to complying with all applicable laws, regulations, and
standards, both locally and nationally, ensuring that its practices and operations align

with current legislation. Compliance is an integral part of the company culture, and



all employees are guided to follow established directives, promoting ethical and legal

conduct in all activities.

The company adopts preventive and corrective measures to ensure that internal rules
are not violated. All Gelprime employees receive training on issues such as
harassment, discrimination, fraud, corruption, and data privacy. Gelprime also
provides anonymous reporting channels where employees can safely and

anonymously report illegal or unethical behaviors.

Gelprime takes a strict stance against any illegal or unethical practices, ensuring that
all company actions align with the highest standards of integrity and legal

compliance.

4.8. Training

Gelprime is committed to offering continuous and effective training for all its
employees to ensure operational quality and safety, as well as the personal and

professional development of staff, in accordance with internal procedures.

4.9. Compliance with CLT, Labor Legislation, and International Standards

Gelprime ensures that all its practices and processes fully comply with the
Consolidation of Labor Laws (CLT), current labor legislation, and international labor
standards established by organizations such as the International Labour Organization
(ILO). The company fully respects employees' rights, including working hours,
vacations, 13th salary, FGTS, legally mandated leaves, and other fundamental

guarantees.

All employment contracts are drafted clearly and transparently, detailing roles, work
schedules, salaries, and benefits, ensuring legal security for both parties. In addition
to mandatory benefits such as transportation vouchers, meal vouchers, and
maternity/paternity leave, Gelprime offers additional benefits such as health plans

and on-site meals, reinforcing its commitment to employee well-being.

The company adopts internationally recognized principles to ensure decent, safe, and

fair working conditions, including the prohibition of child labor, forced labor, or any



form of modern slavery, respect for union association freedom, and the fight against

workplace discrimination and harassment.

Gelprime constantly monitors legislative and international guideline updates,
promptly incorporating any changes into its internal practices. This reaffirms its
commitment to an ethical, safe work environment aligned with the highest standards

of corporate social responsibility.

4.10. Leaves and Absences

Gelprime ensures compliance with legally mandated leaves and absences, including
maternity, paternity, health, marriage, bereavement, and other legally established
leaves. Any employee absence must be reported in accordance with company
procedures, ensuring salary and benefit reimbursement as per legal conditions. The
company also offers flexibility in exceptional cases when necessary, always seeking

to balance organizational needs and employee well-being.

4.11. Health and Well-Being

Gelprime prioritizes employee health and well-being, offering support through health
promotion programs. The company provides benefits such as health plans, weekly
on-site medical support, and prevention campaigns, aiming to promote a healthy and
balanced work environment. Gelprime is committed to creating conditions that

enhance employees' quality of life.

4.12. Workplace Safety and Health

Gelprime is committed to employee safety and health, strictly adhering to regulatory
safety norms and other applicable standards. The company conducts regular safety
training and enforces the use of personal protective equipment (PPE) in relevant
sectors. Gelprime also performs regular workplace inspections to identify and

mitigate risks, ensuring a safe and healthy environment.



4.13. Moral and Sexual Harassment

Gelprime has a zero-tolerance policy for any form of moral or sexual harassment in
the workplace. The company is committed to fostering a respectful environment
where all employees feel safe and valued. Any behavior involving humiliation,
discrimination, or abuse of power will be dealt with rigorously, and harassment
victims will receive full company support in reporting incidents. Gelprime provides
training to raise employee awareness of what constitutes moral and sexual
harassment and offers confidential and accessible reporting channels to ensure

employees can report inappropriate behaviors without fear of retaliation.

4.14. Collective Agreements and Union Conventions

Gelprime recognizes and respects collective bargaining negotiations with unions,
adhering to collective agreements and union conventions governing working
conditions and employee benefits. The company is committed to complying with the
clauses outlined in these negotiations, ensuring that worker rights are always
respected. Furthermore, Gelprime maintains an open and transparent dialogue with
unions, striving for a harmonious and constructive relationship that benefits both

employees and the company.

4.15. Diversity and Inclusion

Gelprime is committed to promoting diversity and inclusion in all aspects of its
operations, believing that a diverse work environment fosters innovation, creativity,
and superior results. The company implements an inclusion policy ensuring equal
opportunities for all employees, regardless of race, color, gender, sexual orientation,

religion, age, nationality, disability, or any other personal characteristic.



4.16. Combating Modern Slavery and Forced Labor

Gelprime adopts a strict zero-tolerance policy for any form of modern slavery, forced
labor, or involuntary prison labor, in full compliance with national and international
laws. No employee shall be subjected to conditions involving compulsory labor,
whether through coercion, threats, abuse, or any other form of exploitation. The
company is committed to taking measures to prevent practices analogous to slavery

in all its operations, as well as among its suppliers and service providers.

Gelprime expressly prohibits any form of involuntary labor, meaning any situation
where a worker is forced to work under non-voluntary conditions or imposed as part
of a criminal justice system outside the legally established norms. The company
reinforces that all employees must have the freedom to leave their job if they wish,
without any form of coercion or threat, and in environments that ensure safe and

dignified working conditions.

The company is also committed to clearly and accessibly communicating to all its
employees, both at the time of hiring and throughout their employment, that it
adopts a zero-tolerance policy against modern slavery, forced labor, and involuntary

prison labor.

To ensure that any violation of this policy is taken seriously, Gelprime implements
confidential and secure channels for employees to report concerns without fear of
retaliation. Reports will be thoroughly investigated, and appropriate corrective
measures will be taken immediately if the company identifies any situation of forced

labor or modern slavery.



