Policy Reminders | Q2 2025

»® Bridge Standard

Know the rules. Follow the rules. Ask when unsure.

: Policy Reminders This Quarter

= Employee Conduct Policy (9 reminders)

Customer Account Management Policy (4 reminders)
Safety & Security Policy (5 reminders)

Inventory Management Policy [RSM] (1 reminder)

@, Links | Some supporting resources in this policy might need to be searched on Celestial or
Einstein360 as direct links are unavailable or change frequently.

».¢ Support | Please contact hr@bridgelocations.com for additional information pertaining to
this policy or to request updates.

1. Compliance | This document reinforces key expectations, clarifies recent updates, and
serves as a reference for continued compliance. All employees are responsible for reviewing
and adhering to the requirements in this document, along with all other Bridge and Comcast
policies. Failure to comply with the requirements and restrictions contained within this policy
will result in disciplinary action, up to and including termination.

# Acknowledgement

Employee Name:

Employee Signature: Date:

=
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Employee Conduct Policy Reminders

Requirements
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Always conduct business honestly and ethically.

Always sell products and services based on customer needs.

Always maintain a professional, substance-free work environment.

Always ensure business events reflect company values and create an inclusive,
professional environment.

Always exercise sound judgment when organizing or participating in work-related
gatherings.

Always obtain approval from your Regional Manager before working overtime.
Always follow the proper process to request leave under FMLA.

Always request time off following the PTO process.

Always update your own direct deposit info via the approved self-service portal.

estrictions

Never mislead or manipulate customers to close a sale.

Never report to work under the influence.

Never host or encourage attendance at meetings or events held at venues that violate
professional standards (e.g., strip clubs, adult entertainment venues).

Never work OT without documented, prior approval.

Never begin leave without formal approval.

Never assume PTO is approved until confirmed by a manager.

Never ask Stratus HR or others to update your direct deposit—only the employee may
do so.

Resources

[POLICY] Employee Conduct Policy
[POLICY] Employee Handbook

[JOB AID] Updating Direct Deposit
[VIDEO] How to Apply for LOA/FMLA
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Customer Account Management Policy Reminders

Requirements

= Always access customer information only when they are physically present in the store.
= Always protect Customer Proprietary Network Information (CPNI).
= Always use a valid U.S. SSN for all Xfinity Mobile activations.

© Restrictions

= Never access customer records without verifying identity.

= Never use customer information for personal use.

= Never write down or save a customer’s Pll or CPNI on your person or personal device.
= Never take screenshots or pictures of a customer’s Pll or CPNI.

= Never use CPNI for personal use.

= Never falsify customer data or bypass SSN verification.

Resources

= [POLICY] Account Management Policy

= [POL1035] Comcast CPNI Policy

= [SITE] https://www.xfinity.com/privacy

= [LINK] Report CPNI Breach

= [POL1109] Identity Verification Policy

= [POL1051] Acceptable Forms of ldentification Policy
= [POL1096] Authentication Policy

= [POL1941] Credit Screening and Deposit Policy

= [POL20018] Xfinity Mobile Credit Screening Policy

= [HOW10542] Credit Screening Order Entry
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Safety & Security Policy Reminders

Requirements

= Always ensure business locations remain weapon-free zones.

= Always access systems using approved methods.

= Always report theft or suspicious activity immediately.

= Always cooperate with any investigation involving theft or safety.

= Always use your own login credentials.

= Always use company-approved devices when accessing Comcast systems.

© Restrictions

= Never bring firearms into the workplace.

= Never steal from the company. Bridge Locations will prosecute to the fullest extent of
the law.

= Never share logins, passwords, or access codes.
= Never access systems from personal devices without approval.

Resources

= [POLICY] Code Confidentiality Policy
= [POLICY] Employee Handbook
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Inventory Management Policy Reminders

Requirements

Always conduct XM counts with two employees.
Always scan every IMEI during XM counts.

Always request Regional or DOM approval before manually entering IMEls.

© Restrictions

Never perform XM inventory counts alone.
= Never manually enter IMEIls without approval.
= Never falsify, estimate, or pad inventory data.

Resources

[POLICY] Inventory Management Policy
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