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= Adhere to the company Health and Safety standards consistently at all times and any health or
safety hazards at workplace must be brought to the attention of the management.

» Commitment to and adherence to professional standards in their work and their interactions with
other employees of the company.

= Commitment to maintain the standards of honesty and integrity in their work.

= Responsibility to share information and give willing assistance in furthering the goals and
objectives of the company.

= Responsibility to ensure that there is no misrepresentation of facts and company records wherever
misunderstanding thought have taken place through unclear communications, this should be
corrected promptly.

= Deliberate destruction of company or other employee's property and deliberate work stoppage or
slowdown.

= No harassment (which includes, but is not limited to, sexual harassment, physical fighting, or
other abusive conduct creating an intimidating, hostile or offensive work environment)

= No theft, misuse or unauthorized personal use of company property or others property.

= Insubordination/refusal to follow legitimate direction or instructions from a manager or
deliberately undermining a manager's authority.

= Not to bring weapons, illegal substances or other contraband onto company property or being in
possession, or in the case of illegal substances, under the influence of same.

= Unsatisfactory attendance or abuse of sick leave.

= Any action which seriously impacts the company business or image in a negative or destructive
way.

= Any other activity or conduct that could cause an individual, the company or any of its officers or
directors to violate any applicable governmental law, rule or regulation relating to full, fair,
accurate, timely and understandable disclosure of information required to be disclosed to any
third person.

[ 3. _FAIR DEALINGS ]
SAPIN is committed to have fair dealing with the company’s customers, partners, contractors, vendors

and anyone else with whom we interact while at work.

We should not take unfair advantage of anyone through manipulation, concealment, abuse of
privileged information, misrepresentation of facts or any other unfair dealing practice.

[[4-_ CONFLICT OF INTEREST ]
All employees are expected to avoid conflicts of Interests with the company. A conflict of.Interest occurs
when personal interests of an employee or the interests of a third party compete with the interests of
SAPIN. In such situation, it can be difficult for the employee to act fully in the best interests of SAPIN.

Employee shall avoid conflicts of Interest wherever possible. If a Conflict of Interest situation has
occurred or if an employee faces a situation that may involve or lead to Conflict of Interest, the employee
shall disclose it to his/her direct Reporting Manger and / or the HR Manager to resolve the situation in a

fair and transparent manner.

5. CONFIDENTIAL INFORMATION

Confidential information is a valuable asset to the company, every employee, director, direct or indirect
agents must protect it. Confidential information includes all non-public information such as trade secrets,
business marketing and service plans, consumer insights, designs, databases and other sources

SAPIN Code of Conduct and Business Ethics

of confidential data that might be of use to the company’s competitors or harmful to the company if
ty that all confidential information is used for company business

disclosed. It is everyone responsi

purpose only.

Unless required by law or authorized by the management, employees shall not disclose confidential
information or allow such disclosure. The obligation continues beyond the termination of employment.

SAPIN respects that third parties have a similar interest in protecting their confidential information. In
case that third parties such as joint venture partners, Contractors & vendors share with SAPIN, the

confidential information shall be treated with the same care as it was SAPIN confidential information.
,

[ 6. PROTECTION'AND USE OF COMPANY PROPERTY s |
The property of the company must be protected as a vital business asset. All employees are responsible
to protect the company property includes all kind of physical assets (movable, immovable and tangible
properties such as inventions, copyright, patents & trademarks, brands, logos) by taking reasonable

steps to prevent the theft, misuse, damage to company assets.

All employees must use all equipment’s, tools, materials, supplies and employee time only for company
legitimate business interests. Company properties must not be borrowed, loaned, or disposed of, except
in accordance with appropriate company policies. All employees must use and maintain company’s

property and resources with due care and diligence.

7. GIFTS AND ENTERTAINMENT D

SAPIN is committed to compete and do business based only on quality and competence. Employees shall
not be influenced by receiving favors nor shall they try to improperly influence others by providing favors.
In connection with certain holidays and other occasions, employees may offer and accept only reasonable
meals and or company symbolic gifts or novelty items which are appropriate under the circumstances.
As a general principle, when SAPIN make a gift to customer, government official or third party, we keep
the following in our mind.

« It is not done to obtain or retain business or gain an improper advantage in business.
s It constitutes a bona fide promotion and goodwill expenditure.

= It is not in the form of cash/monetary advantages, loans & Kickbacks.

= The gift is of normal value.

Where in doubt, the employee shall seek guidance from his/her Line Manager or HR Manager.

SAPIN adheres to a fair procedures in determining a violation committed by an employee. A proper
investigation shall be conducted (or a 3-member committee to be created by the HR Department shall

[[C 8. DISCIPLINARY ACTION AND PENALTY PROCEDURE

conduct an investigation), prepare a report and submit it to the HR Manager.

Using the report as a basis, the HR Manager shall determine the weight of the guilt for the violation.
le penalty whichever is appropriate. Penalties

committed and consequently, imposes a penalty or mul

are as follows:

SAPIN Code of Conduct and Business Ethics



