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PURPOSE:

To state in detail the Company’s views on the standards of conduct of employees

 POLICY:  

This Policy defines the guidelines concerning standards of conduct of employees and is applicable to all employees irrespective of the location. These standards apply while working on our premises, at offsite locations where our business is being conducted, at Company sponsored business and social events or at any other place where employees are representing the Company.

PROCEDURES:

1. The Company expects all employees to conduct themselves in a professional manner and treat others with respect, fairness and dignity. The employees shall perform their work well, to adhere to a standard of good conduct and to observe Company policies and procedures.  

2. In order that employees fully appreciate what is expected of them, we have given below a list as examples of the types of conduct the Company will not tolerate and this list is not all-inclusive

a. Obtaining employment based on false or misleading information
b. Falsification of Company’s records, documents and communications of any kind or destroying forms, records or reports including but not limited to attendance, employment application documents or accounting records
c. Threatening, coercing, intimidating or sexually harassing or unlawful harassing of any employee, customer or visitor
d. Possessing or storing firearms, weapons or any other hazardous or dangerous device/materials on Company’s property
e. Act insubordination or disobedience, whether individually or in combination with others 
f. Unauthorized possession or removal of property, including company records, customer lists and competitive information belonging to the Company, another employee or visitor
g. Recording time on another employee’s access card or requesting another individual to record one’s reporting  to work or leaving the work
h. Destroying or damaging property belonging to the Company, another employee or visitor
i. Violating safety or health rules or practices or engaging in conduct that creates a safety or health hazard
j. Any other action that endangers others, Company’s property or disrupts work
k. Inability to perform the assigned responsibilities in line with the expectation of the Company
l. Neglect work or show negligence in the performance of work including slowing down of work
m. Downloading of inappropriate or prohibited information, graphics or software
n. Leaving work early without authorization
o. Working overtime without proper authorization
p. Loitering on Company property during hours when the employee is not scheduled for duty
q. Exhibiting excessive absenteeism or tardiness
r. Engaging or participating in activities considered to be unethical or fraudulent
s. Abuse of leave privileges
t. Disclosing information about the Company that has been identified as confidential 
u. Engaging in an activity that represents a conflict of interest which would include but not limited to, concurrent employment; business relationships with suppliers/customers; employing relatives or introducing them for employment; engaging in business with relatives or introducing relatives for business relationships; financial investment with an actual or potential competitor, supplier, customer or other business associate.
v. Possession of , or attempting to work under the influence of alcohol or any illegal or banned drugs
w. Immoral, indecent, disrespectful or demeaning conduct
x. Acting in any way prejudicial to the interest of the Company
y. Commit any act which is subversive of discipline or good behaviour
z. Abet or attempt to abet which amounts to misconduct

3. No employee shall use his/her position or influence directly or indirectly to secure employment for any member of his/her family in any Company or firm, with which he/she has dealings in his/her capacity as such employee or with any other firm having dealing with the Company.

4. Every employee shall desist from dealing with a case relating to award of a contract or exercise of patronage in favour of a firm or company in which any member of his/her family is employed. However, this is acceptable if full disclosure of such interest is made prior to the award of the contract and subject to the condition that the terms and conditions of such contract are beneficial to the Company.

5. No employee, unless permitted by the Company, shall bid at auctions arranged by or on behalf of the Company.

6. No employee shall, except with the prior permission of the Company, engage directly or indirectly, in any trade, business or profession or undertake any employment.

7. No employee shall directly or indirectly participate in any political activities and take part in any election to legislature or local authority.

8. An employee who is convicted by a court of law or arrested shall report the fact of his conviction or arrest to his/her immediate superior promptly. 

9. No employee shall join or continue to be a member of an association the objects or activities of which are prejudicial to the interests of the Company.

10. An employee must acquire appropriate knowledge of the requirements regarding his or her duties sufficient to enable him or her to comply with the provisions of all applicable laws, rules, regulations and any other statutory orders and in case of any doubt he/she shall obtain the necessary clarification from his/her immediate superior.

11. No employee shall, except with the prior written approval of the Company or in the performance of the duties assigned to him, part with or communicate, either directly or indirectly, any official document or any part thereof or information to any person to whom he is not authorized to give such documents or communicate such information.

12. The Company will initiate appropriate action against any employee whose actions are found to violate this code of conduct or any other policies of the Company. Disciplinary action may include immediate termination of employment at the Company’s sole discretion. Where the Company has suffered any loss, it may pursue its remedies against the individuals or entities responsible for such loss.


	















