Official Employee Code of Conduct

1. Purpose

The Employee Code of Conduct establishes the expected standards of behavior and ethical principles that all
employees must adhere to, promoting honesty, integrity, and professionalism within the organization.

2. Scope

This code applies to all employees, contractors, and temporary staff representing the company in any capacity.

3. Standards of Conduct
¢ Integrity: Employees must act honestly and avoid conflicts of interest in all business dealings.
¢ Respect: Treat colleagues, clients, and stakeholders with dignity, fairness, and courtesy.

* Confidentiality: Protect sensitive information and never disclose company or client data without proper
authorization.

e Compliance: Obey all applicable laws, regulations, and company policies at all times.

¢ Professionalism: Maintain punctuality, reliability, and a high standard of work performance.

¢ Harassment-Free Environment: Do not engage in any form of discrimination, harassment, or bullying.

4. Reporting Violations

Any suspected violation of this code must be promptly reported to the Human Resources Department or a
supervisor. Retaliation against those who report concerns in good faith is strictly prohibited.

5. Disciplinary Action

Breaches of the Code of Conduct may result in disciplinary measures, including counseling, suspension, or
termination of employment, depending on the severity of the violation.

Employee Acknowledgement

| acknowledge that | have read, understood, and agree to comply with the Official Employee Code of Conduct.

Employee Name:

Signature:
Date:

Important Notes About Employee Code of Conduct Documents

This document is legally binding and forms part of the employment agreement.

It should be periodically reviewed and updated to reflect organizational changes or new legal requirements.
Employees must receive, read, and acknowledge the document upon hiring and whenever changes are
made.

Clear reporting and enforcement procedures help ensure effectiveness and fairness.

Consult with legal or HR professionals when drafting or revising such documents.
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