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Ta : ALL EMPLOYEES

FROIM : HUMAN RESDLURCES DEPARTMENT
THRU : OPERATIONS MANAGEMENT
SUBJECY : MEMO: RESTROOM GLHDELINES

fploy Inc. provides unisex restrooms available so that emplovess £an use them when they need
to do 5o, One is located mnside the operation floor and second s in the hallway outside the
Cperation fioor. However, those wiw are uncondortable, has issue with the unisex restroorm,
we have a separate single, private restropm availahle far uce,

Mareaver, any employee with concerr/issue in using the unisex restroom, piease visit Human
Resources office to get door access pass. Office securrty, Log in and Log out procedure shall
apply.

Furthermorg, it is cssential that all emplioyees should cemply and ohserve the rastroom
etiquette:

¢ Knock if the cubicle appears to be cccupied. Don't peek under the doors,
» iock the cubicle door when you enter.

& Stand ciose enough to the pan or urinai so you don't wet the seat, walls or
fiopr

*  Ftush the toilet after use and wipe off the toilet seat %or the next dser

* Paper towels go in the trash can. not on the flaor ar in the toilet bow!

& Wash your hands to prevent the spread of colds and the fly

¢ Please use water and paper towels conservativaly

For vour information and gladance,
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