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Working Hours &
Embracing a non-linear workday

Communicate Preferences

* Adopting flexible scheduling means communication with your manager, team
and collaborators
+ Communicate your preferred working hours and break them into:
* Responsive
* You're going through emails and a call/message will not break your flow
» Focused
* You're working on churning out a deck and interruptions would be
detrimental to productivity
* Unavailable
* There’s a pressing need to deal with family or home issues that would
enable you to be more productive once it's out of the way

* Work within your agreed working structure while still delivering your desired
outcomes

* Respect the boundaries that has been set up by your team members and
understand that work has invaded the home environment and as such, greater
empathy is needed in the new WorkPLAYce 2.0
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Remote Work Manifesto g
Be Adaptable

* Be nimble and have an open mind to changes
* Experiment and find new ways in optimizing your productivity
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Be Accountable
« With reduced work visibility, take initiative to be accountable
* Be curious and take charge of your own learning and managing of tasks

Open Communication

* Be courageous and do not be afraid to ask questions and question assumptions

* Understand that people learn in different ways (Audio, Sensory and Visual); Don’t be
afraid to ask for what you need

* Over-communicate with your manager and team to prevent miscommunication

Asynchronous Work

* Making use of remote facilitation tools, we don't have to work at the same time but
rather work at each person's convenience on the same project

Documentation is Key
« Document processes, meetings and recap key agreements
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Availability

Intentional Communication
+ Communicate your work preferences with your team
» Be more intentional in revealing your availability using Microsoft Teams
o E.g Available, Busy or Do Not Disturb
o Block off meeting times in Outlook if your meeting is not reflected on your
calendar
o Make use of 'My Analytics; on Microsoft Outlook to set 'Focus Time' blocks that
automatically sets your Microsoft Teams status to 'Focusing’
o Do not feel apologetic to take your lunch break and focus on yourself
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We conduded our 2020 Ethical Culture Survey results
last month with a 76% participation rate - thank you to
everyone who participated and shared your honest feedback.

On this note, I want to emphasise that we do not tolerate
any form of bullying or discrimination in our workplace,
regardless of our working arrangement. I expect all of us to
treat one another with care, respect and inclusiveness. Our
position on bullying and discrimination and our policies are
applied with equal force even in a remote working
arrangement.

Overall, we saw healthy improvements across the various
pillars - namely of d R
Perceptions of the Function, Organisational Justice
and Leadership Team Perceptions. On the other hand,
bullying and discrimination were cited as leading
issues reportedly observed by our employees in the
past 12 months. This is disappointing news, but 1

am confident we will address this together as one
Prudential. An inclusive workplace starts with every
single one of us.

Along with the rest of the Chiefs and the
Leadership Team, I remain accessible if you
would like to raise an issue with us. Of course,
our various channels induding the Ethics Advisors,
DORight reporting channels, your HR business
partners and our global Speak Out channel
remain open and available.

As the majority of us continue to work
from home, it is important that we ensure
this working arrangement does not

lead to a hostile or less respectful work
environment. It might be easier for
some people to bully or harass someone
from behind a computer screen than
in person. An abusive person may
also feel more confident that he or
she can get away with inappropriate
behaviour outside of the earshot of
other colleagues.

If you've experienced or witnessed

any wrongdoing or unethical

behaviour, please be brave and
speak up for yourself and for
others.

Let us continue to be
courageous and do the right
thing.

~ Dowis

CONSEQUENCES OF MISCONDUCT

UNETHICAL
Last month, a team lead was issued with a letter of warning, including the removal of

supervisory role, for using harsh words and tone, and openly correcting subordinates in front I

of others

In addition, a second employee was issued with a letter of warning for sharing employee
performance information with other team members at a level of detail that was inappropriate. ]
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Help and Guidance

* Discuss with your direct line manager

* Speak with a member of the Leadership Team
= Reach out to your HR Business Partner

* Talk to an Ethics Advisor

« DORight reporting channel and hotline

* Speak Out channel

DORight Reporting Channels

\ +65 6704 7770 E Ethics.Enquiry@prudential.com.sg

For more information, visit the PACS Ethics Team Sharepoint site by dicking here .
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