
1. Introduction
The Employee Code of Conduct is a crucial policy for every organization, regardless
of size. It defines the acceptable behavior and responsibilities employees must
adhere to. This policy applies to all employees.
A Code of Conduct outlines how employees should behave daily, reflecting the
company’s duties, values, and culture. As a result, each organisation has a unique
set of rules tailored to its operations.
Our top priority is maintaining a strong commitment to ethical behavior. While we
encourage freedom of expression and open communication, we expect all
employees to follow this Code of Conduct.

2. Purpose & Scope
This policy sets expectations for employees’ behaviour towards their colleagues,
supervisors, and the company as a whole.
We promote open communication and freedom of expression. However, employees
must:

1.Refrain from insulting others, engaging in heated arguments, or disrupting the
       workplace.
   2. Foster a respectful, well-organised, and collaborative work environment.

This policy applies to all employees, regardless of their employment agreement or location.
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3. Components of the Code of Conduct Policy

3.1 Compliance with Law
All employees must comply with municipal, national, and regional laws. Employees
must:
● Protect the company’s legitimacy and reputation.
● Adhere to all environmental, fair-dealing, and safety regulations.
● Ensure ethical conduct in financial matters, collaborations, and public dealings.

Violations of the law may result in fines, legal penalties, loss of government
contracts, and reputational damage.

3.2 Cordial Atmosphere in the Workplace
● Employees must treat each other with respect.
● Discrimination, victimisation, or harassment will not be tolerated.
● The company’s equal opportunity policy must be followed in recruitment,
interpersonal interactions, and performance evaluations.

🚫 Prohibited on office premises: Smoking, alcohol consumption, tobacco products,
and non-vegetarian food.

3.3 Protection of Company Property
● Employees must handle company property (physical and digital) with care.
● Intellectual property, trademarks, and copyrights should only be used for official
duties.
● Misusing company assets for personal or illegal purposes is strictly prohibited.
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3.4 Professionalism

3.4.1 Personal Appearance
All employees are expected to maintain a professional appearance in the workplace.
3.4.2 Corruption
Bribery, whether for internal or external benefit, is strictly discouraged.
3.4.3 Job Duties & Authority
● Employees must perform their duties with honesty and respect.
● Managers should distribute tasks fairly and not misuse their authority.
● Employees must follow managers’ instructions and complete tasks efficiently and
on time.

3.4.4 Absenteeism & Tardiness
● Employees should adhere to their work schedules.
● Exceptions may be granted for emergencies or special circumstances.
● Employees must inform their supervisor or manager about delays or absences.

3.4.5 Collaboration & Communication
● Employees should maintain a friendly and cooperative work environment.
● Open communication with colleagues, supervisors, and team members is
encouraged.

3.5 Benefits & Policies
3.5.1 Employee Benefits
Employees should not misuse company-provided benefits such as:
● Facilities
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● Insurance
● Paid leaves
● Team outings
● Festivals and birthday celebrations

3.5.2 Compliance with Company Policies
● Employees must carefully read and follow company policies.
● Any queries should be directed to the HR department or supervisors.
● Failure to comply may result in disciplinary action.

🚫  Prohibited on office premises: Consumption of tobacco, alcohol, and non-
vegetarian food.

3.6 Limited Use of Social Media
Employees must:
● Follow applicable laws and government social media standards.
● Protect confidential company, employee, and client information.
● Avoid sharing political or social statements on behalf of the company unless
authorised.
●  Maintain professionalism and refrain from posting defamatory, discriminatory,
or confidential information about the company.
●  Every employee is required to like, share, and subscribe to the company’s
official social media accounts. This can be done using accounts created with their
official company-provided email ID or by personal accounts.

3.7 Conflict of Interest
Employees must avoid any personal, financial, or other interests that could
interfere with their job responsibilities.
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3.8 Financial Integrity & Authority
● Financial records must be accurate and reliable.
● Employees must not provide misleading financial information.
● All financial submissions must be complete, accurate, and approved by
management.

3.9 Confidential Information
● Employees must safeguard confidential company data.
● Confidential information includes any non-public business information acquired
during employment.
● Employees must maintain confidentiality at all times.

3.10 Workplace Cleanliness
● Workspaces should be kept neat during the day and tidied before leaving.
● Sensitive or confidential materials should be secured properly.

4. Disciplinary Actions

Violating the Code of Conduct may result in disciplinary action, depending on the
severity of the offence. Possible actions include:
● Demotion
● Reprimand
● Suspension or termination (based on the seriousness of the issue)
● Revoking certain rights for a definite or indefinite period
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5. Communication
● The Code of Conduct will be communicated to all employees during onboarding.
● It will be reinforced through internal communication channels regularly.

6. Review & Update
● This policy will be reviewed periodically.
● Updates will be made to ensure alignment with company objectives and legal
requirements.
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