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1. Overview 
 

1.1 How to Use this manual 
 

This manual is a brief guide to the conduct expected of you while you are working at 

ABI Showatech (India) Private Limited (the “Company”) or providing services to the 

Company. It is a summary of some of the basic Company Policies and legal 

requirements that affect our business. It will help you recognize when a potential 

ethical or legal issue exists, and it will tell you where to look for more information. For 

details regarding the matters covered in this manual, please our Human resources 

Department. If necessary, you should consult with the appropriate Company official 

who is responsible for any matter that concerns you. The guidance in this manual 

applies broadly to regular, part-time, supplemental, and temporary employees, as well 

as to agency personnel and independent contractors while they are performing 

services for the Company. A few sections apply only to Company employees. In those 

instances, the term “employees” is used. If local law or labor contracts conflict with a 

Company Policy, then the local law and labor contracts take priority over the Company 

Policy. Otherwise, local policies and practices must conform to the Company’s 

Policies. If you are unsure of the policy to follow, please consult Human Resources 

Department. 

 
 

1.2 Responsibility 

 

The Company is committed to conducting business fairly and honestly. This 

commitment to integrity requires each of us to act ethically. Each of us is expected to 

act, at all times and in all circumstances, with the highest sense of integrity on behalf 

of the Company. We are expected to act in a manner that protects and enhances the 

Company’s corporate reputation. All personnel must know and comply with the spirit 



Version: 03 ABI © Nov 2023 Page 5 

 

 

and the letter of all Company Policies and legal requirements related to their work. If 

you supervise any personnel, you are expected to take reasonable steps to ensure that 

they, too, know and follow Company policies and any applicable legal requirements. 

Remember, anyone who violates the law or a Company Policy may be subject to 

disciplinary action, up to and including termination or release. Violations of the law 

can expose the Company, and even the individual violator, to fines, penalties, civil 

damages, and, in some cases, imprisonment. Additionally, violations could damage 

the Company’s reputation and result in lost sales and profits. HR department should 

ensure all supervisory, managerial and operating personnel are trained or informed 

about this code of conduct policies of the company 
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1.3 The Code of conduction – Organisation 
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1.4 Global working condition guidance Statement 
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2.0 The Code of Basic Working Conditions 

 

Policy Overview 

The diverse group of men and women who work for the Company are its most 

important resource. The Company has created guidelines for maintaining a work 

environment that is safe for all. The values reflect what we stand for as a company and 

include: 
• A workplace that does not tolerate harassment or discrimination 

• A work environment that meets or exceeds applicable standards for 

occupational safety and health 

• Providing competitive compensation and work hours, in compliance with 

applicable Laws 
• Recognizing and respecting the right of employees to associate freely and bargain 

collectively 

• Ensuring that child labor (Less than 18 years of old) and forced labor (This 

includes the transportation, harboring, recruitment, transfer, or receipt of 

persons by means of threat, force, coercion, abduction, fraud, or payments to 

any person having control over another person for the purpose of exploitation) 

are not used 

• When forming commercial relationships with third parties, including suppliers, 

the Company will seek to identify and do business with entities that adopt and 

enforce policies 

Core Requirements 
 

• Conduct yourself in a manner consistent with Policy 

• If you have a good-faith belief that a violation of these principles may have 

occurred in Company or supplier facilities; report the violation through the 

Company’s reporting system. 
 

 

3.0 The Code of Equal Opportunity and Diversity 

 

Policy Overview 
 

We are committed to equal opportunity in employment and to fostering diversity in 

our work force. Our hiring policies and practices require that there be no 

discrimination because of race, color, religion, age, gender, sexual orientation, gender 

identity, national origin, disability, or veteran status, and other factors that may be 

covered by local law. We recognize that diversity in our work force is a valuable asset, 

and we strive to provide an inclusive work environment in which different ideas, 

perspectives, and beliefs are respected. Violations of the Company’s equal Opportunity 

Policies may result in disciplinary action, up to and including termination or release. 
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Core Requirements 
 

• Honor the spirit as well as the letter of the Company’s non-discrimination 

Policies. These policies also apply to those who do, or seek to do, business with 

us. 

• Remember, we all share responsibility for implementing the Company’s Policies 

of equal opportunity in employment, and our commitment to diversity. 

• Help the Company as it strives, through legally permissible means, to have 

minorities and women well represented throughout our work force. 

• Remember, the Company is committed to providing small, minority owned, 

and women-owned businesses the fair opportunity to compete for Company 

business and to participate in our supply Chain. 

• Treat co-workers with trust and respect at all times. Do not harass a co-worker 

or visitor to the workplace. 

• The company (or its recruiting agencies) does not charge workers recruiting or 

hiring fees that require the worker to be indebted to the company (or 

recruiting agency), or to work for the company (or recruiting agency) to pay 

off the debt. 

 

4. The Code of Workplace Environment 

Policy Overview 

As part of our commitment to having a respectful and inclusive work environment, the 

Company has long maintained an Anti- Harassment Policy. Harassment includes 

language or conduct that may be derogatory, intimidating, or offensive to others, 

threatening or subjecting workers with harsh or inhumane treatment, sexual 

harassment, sexual abuse, corporal punishment, mental coercion, physical coercion, 

verbal abuse, and unreasonable restrictions on entering or exiting company provided 

facilities etc. All of us, as well as vendors and other visitors to our premises, are 

protected under this Policy and are expected to abide by it. Violations of the 

Company’s Anti-Harassment Policy will result in disciplinary action, up to and including 

termination or release. The company will ensure adequate measures to avoid 

harassment from outsiders such as customers, vendors and clients. 

 

Core Requirements 

• Don’t make jokes, use language, or participate in activities that may be 

offensive to others. Discourage others from engaging in such behavior. As a 

precaution, always think about how something could be perceived by others. 

• Don’t intimidate others through bullying, threats, or practical jokes. 

• Report, and encourage others to report, incidents of harassment or retaliation.  

Report any incidents to appropriate Human Resources 
• Personnel, or use the Company’s reporting system. 

• Take all harassment complaints seriously. Managers and supervisors should 

immediately address behavior or conduct that may be offensive, and should 
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encourage an atmosphere in which everyone feels free to report potential 

violations. 

• Communicating company’s code of conduct to outsiders including customers, 

vendors and clients to avoid harassment to the employees. 

• Do not retaliate against anyone who makes a report. The Company prohibits 

retaliation against anyone making a good-faith complaint of harassment, or 

who cooperates in a Company investigation of a complaint that alleges 

harassment. Company will take anonymous letters in right spirit to investigate 

and address the issue. 

• Formation of grievances redressal with union and HR representatives to 

investigate and address the employee’s grievances. 

• The company does not coerce or compel employees to work involuntary 

(overtime) hours (or work itself) 

 

 5. The Code of Health and Safety  

 

Policy Overview 

The Company is committed to protecting health and safety. Safety is one of the most 

important factors in any decision. As stated in the Company’s Health and Safety 

Commitment: 
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“Our most valuable asset is our people. Nothing is more important than their safety 

and well-being. Our co-workers and families rely on this commitment. There can be 

no compromise.” 

 

When it comes to health and safety concerns, compliance with legal requirements 

represents a minimum. When necessary and appropriate, we establish and comply 

with standards of our own, which may go beyond legal requirements. In seeking ways 

to protect health and safety, the issue of cost should not rule out consideration of any 

reasonable alternative. 

 

Core Requirements 
 

• Take personal responsibility for the protection of health and safety while at 

work. We will only achieve our goal of zero injuries with the commitment of all 

personnel to achieve this goal. 

• If you are a member of management, consult with employees and/or their 

representatives and involve them in matters affecting their health and safety. 

Management of each activity is expected to accept this responsibility as an 

important priority, and to commit the necessary resources to health and safety. 

• Comply with the Company’s health and safety requirements. Failure to do 

so may result in discipline, up to and including termination or release. 

 

 

 
 

6. The Code of Substance Abuse 

 

Policy Overview 

Substance abuse poses a threat to all of us in virtually every aspect of our lives, 

including the workplace. For the protection of all, it is imperative that the workplace 

be free from substance abuse, including use or possession of illegal or illicit drugs, 

and alcohol abuse.  You may not use, possess, manufacture, distribute, dispense, 
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transport, promote, or sell illegal or illicit drugs or drug paraphernalia while on 

Company business or on Company premises. You are prohibited from being at work 

or on Company business while under the influence of, or impaired by, alcohol or 

illegal or illicit drugs. The Company encourages anyone having substance abuse 

problems to seek appropriate assistance. Use of assistance services will not jeopardize 

your status with the Company, provided that you maintain acceptable levels of 

performance and conduct. 

Core Requirements 

• Do not work under the influence of alcohol or other substances. This includes 

being under the influence of alcohol or other substances that impair judgment, 

performance, or behavior while on Company premises, or while away from the 

workplace on Company business. 

• Do not possess, use, sell, or transfer illegal drugs, medically unauthorized 

drugs, controlled substances, or unauthorized alcohol on Company premises. 

• Help identify suspected drug trafficking on Company premises by reporting 

such activity to local or corporate Human Resources representatives, local 

management, the facility’s Security staff, the Company reporting system, or to 

appropriate law enforcement agencies, such as the police. 

• Make contractors and other suppliers who perform work on Company 

premises aware of the Company’s position on substance abuse. 

• Let them know they are expected to take appropriate measures to ensure that 

their employees and agents act in a manner consistent with the Company’s 

requirements. 

• In order to protect everyone’s health and safety, the Company will take steps 

to investigate possible violations of its substance abuse Policies. Everyone is 

expected to cooperate in: Personal or facility searches for alcohol or illegal drugs 

when requested 

– Medical evaluations 

– Alcohol and drug testing if: judgment or performance appears 

impaired, if behavior is erratic, or under special circumstances such as 

following an accident Violation of the substance abuse policy or refusal 

to cooperate may result in discipline, up to and including termination or 

release. 
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7. The Code of Gifts, Favors and Conflicts of Interest 

 

Policy Overview 

Each of us is expected to act in a way that promotes the Company’s best interests. 

Personal relationships with suppliers, dealers, and customers must not affect your 

ability to act in a manner that is best for the Company. Those relationships must not 

harm the Company’s reputation by creating the appearance of impropriety. One good 

test is to ask yourself how others might view your actions if they were disclosed to 

Company management or reported in the media. Accepting gifts or favors from a 

business contact, such as a supplier or dealer, can cloud your judgment when making 

decisions for the Company, or give the appearance that the supplier or dealer is 

“buying” favorable treatment. Always follow the Company’s limitations and conditions 

on accepting gifts or favors from individuals or organizations that do business with 

the Company, or that are actively seeking to do business with the Company. 

 

Core Requirements 

• Do not use your position at the Company to privately enrich yourself or others 

(such as family or friends). In fact, you should avoid situations that could even 

look to outsiders as if you are doing something improper. 

• Never ask for a gift or favor from an individual or organization that does 

business with the company, or is actively seeking to do business with the 

Company. 

• Never accept any of the following types of gifts or favors from an individual or 

organization that does business with the Company, or is actively seeking to do 

business with the Company: 

– Cash, gift certificates, or a gift of packaged alcohol (including beer or 

wine) 

– Tickets to any event, unless the supplier is in attendance and the 

situation meets all other entertainment limitations 
– A loan, unless it is from a regular financial institution on normal terms 

– Discounts on goods or services, unless the supplier makes them 

generally available to all employees in the Company 

– Gifts or other donations for parties or social events attended 

principally by Company personnel (for example, retirement or holiday 

parties) 

• Return inappropriate gifts with a polite note explaining the Company’s Policy. If 

it is not possible or practical for you to return the gift, consult your Human 

Resources representative to determine what to do with the gift. 

Ask if you are not sure if something is appropriate. You may ask your 

manager, your Human Resources representative. 
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8. The Code of Entertainment and Social Events 

 

Socializing with suppliers, dealers, and other business contacts (referred to below 

simply as “suppliers”) can be helpful in cultivating a good working relationship, but 

there are limitations on what types of entertainment and social events are acceptable. 

You must always remember to act in a way that promotes the Company’s best 

interests, and that protects the Company’s reputation. Social activities with business 

associates must be appropriate and limited. You should only accept invitations that 

are business related and freely offered. You should never accept an invitation that 

would create an appearance of impropriety. Always follow the Company’s limitations 

on attending supplier paid activities. 

 

Core Requirements 

• Know and follow Company Policies  regarding  accepting  refreshments, 

entertainment, and  other social events associated with your work at the Company 
– You may accept refreshments provided by a supplier while attending a 

business meeting. 

– You may accept meal when it is offered in the course of business. 

• You may accept up to two entertainment events (such as a golf outing, or a 

sporting, theatrical, or cultural event) per calendar year, per supplier, provided 

that the supplier is in attendance and the event does not require extensive travel 

or an overnight stay. 
• Do not attend an event that involves adult entertainment when you are on Company 

business. 

• Do not travel on a supplier’s aircraft or vehicle for transportation unless it is an 

authorized Company business trip (such as a trip to a supplier’s plant for a 

Quality Review, or a local social event that complies with the Company’s 

entertainment Policies). 

• Although you may accept invitations from multiple suppliers, remember that 

frequent acceptance of gifts or invitations (even if within Policy limitations) may 

create an appearance of impropriety. 

• You may accept a gift while at a supplier-paid event, as long as the gift is of nominal 

value. Remember, prizes given out at such events are considered gifts. Therefore, 

you may not accept a prize of greater than nominal value, even if you win a contest 

to qualify for the prize. 

• Use good judgment when you are offered gifts or invitations. If there is any 

doubt whether the conduct is appropriate, you should consult your Human 

Resources representative or pay your own way. 
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9. The Code of Preferential Treatment, and Working or consulting Outside Events 

Policy Overview 

The Company does not want to interfere unnecessarily with your personal affairs, and 

it recognizes that it is desirable to have friendly relationships with suppliers, dealers, 

and others with whom we do business. Yet it is important that you and the Company 

work together to avoid any basis for criticism or misunderstandings. Therefore, do 

not give preferential treatment to others, and never use unethical business practices. 

You must also avoid conduct that might be misinterpreted as being improper, or 

giving one supplier or dealer an unfair advantage. It is important that you and the 

Company not be placed in a situation where you have a conflict of interest in 

conducting Company business. For that reason, all salaried employees must seek 

prior approval from the Company any time they will be serving as a director, 

officer, or consultant of an outside business, regardless of whether or not the 

Company conducts business with that outside entity. 

 

Core Requirements 

• Do not act on behalf of the Company with an organization in which you or a 

family member has a financial interest, or which employs a family member or 

close friend. 

• Do not give preferential treatment, and avoid a situation that would raise 

the suspicion of preferential treatment. Consult with your management, 

Human Resources representative 

• Do not use any non-public information gained through the Company for your 

personal advantage, or to enable others to profit from it. 

• For example: 

Do not profit from a business transaction in which the circumstances 

indicate that the opportunity belongs to the Company. Do not disclose any 

Company information outside the Company, including financial, product, or 

bid information, prior to its authorized release. 
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10. Giving Gifts or Favors to Outside Business Contacts or Company Personnel 

 

Policy Overview 

Giving gifts, just like receiving gifts, can harm the Company’s reputation by creating 

the appearance of impropriety. In some situations, giving gifts or favors can also 

violate the law; for example, when dealing with government officials. Giving gifts to 

Company personnel can raise issues of preferential or unfair treatment that can affect 

morale and create perceptions of favoritism. For these reasons, it is important to follow 

the Company’s gift and favor Policies. When giving gifts or favors to those who do, 

or seek to do, business with the Company, Several tests must be met. (Remember 

that “favors” include meals and entertainment). Any gift or favor must: (a) be part 

of normal -Company-approved sales promotions, advertising, or publicity; and (b) 

be of limited value and not risk the appearance of impropriety. Giving gifts or favors 

to certain business contacts may have additional legal limitations.  Any time you are 

working with a government official or union representative, be sure that you 

understand any limitations that may apply. Regarding gifts or favors to Company 

personnel, neither a Company organization nor a Company employee may give gifts 

or favors paid for by the Company to Company personnel or their family members 

without an approved exception. 

 

Core Requirements 

• Do not give gifts or favors of value greater than the limitations to any business 

contact unless the gifts or favors are part of a Company-approved promotion. You 

should avoid situations that even look to outsiders as if you are doing something 

improper. 

• Never provide gifts, entertainment, or other favors to a union representative 

• Be sure that any gifts or favors given to personnel on behalf of the Company are 

part of a Company- approved program 
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11. The Code of Use of Company Assets 

 

Policy Overview 

As employees and other entrusted personnel, each of us is responsible for protecting 

the Company’s assets and ensuring that they are used for Company business purposes 

and in accordance with Company policies. Resources such as computers, telephones, 

personal digital assistants (PDAs), Internet access, electronic mail (e-mail), instant 

messaging, reproduction equipment, facsimile (fax) machines, and similar technologies 

are provided to enable you to perform your work in support of Company business. 

All electronic data stored on Company computers or similar assets are the property 

of the Company. You should have no expectations of privacy when using Company 

computers or other Company resources. The Company has the right to monitor or 

access documents on its systems at any time, within the limits of existing laws 

and agreements. If you drive a Company vehicle, you are required to be properly 

licensed and to operate the vehicle safely (which includes using safety belts) and in 

accordance with the law. 

 

Core Requirements 

• Use Company assets for Company business. Occasional use of Company assets, 

such as computer resources and phones, for private, non-commercial use is 

permitted if it does not compromise the Company’s interests or adversely impact 

your performance on the job. 

• Do not use Company resources to run a personal business or similar venture. 

• Do not access, reproduce, display, distribute, or store any materials that are sexually 

explicit, obscene, defamatory, harassing, illegal, or otherwise inappropriate when 

using Company assets, or when performing your job. 

• Do not use Company resources to reproduce, display, distribute, or store any 

materials that violate trademark, copyright, licensing, or other intellectual property 

rights of any party. 

• Remember, the Company will investigate theft or loss of its assets and take 

appropriate action. 

• Always wear safety belts when driving on Company business. And when in a 

Company vehicle, all occupants must wear safety belts. 

• Drive Company vehicles safely and in accordance with the law. Drivers must be 

unimpaired and properly licensed. 
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12. The Code of Careful Communications 

 

Policy Overview 

You are responsible for ensuring that your communications are clear, correct, and 

appropriate. Responsible and appropriate communications are essential not only to 

conducting our business, but also to the Company’s reputation. Copies of 

communications may be used as evidence in a courtroom, in submissions to 

government agencies that regulate our business, in the development of articles by 

the media, and in determining corrective actions or discipline by Company 

representatives. Communications include such things as written memoranda, and 

written notes, drawings, e-mail, computer files, voice mail, and photographs. Certain 

business activities within the Company have been designated to oversee 

communications on specific topics, or with specific types of groups or individuals. It 

is important that communications from outside the Company be immediately 

forwarded to the proper activity for handling. 

 

Core Requirements 

• State the facts clearly to ensure that the content of a communication is not 

misunderstood. Do not exaggerate or include unsupported assumptions in your 

communications. 

• Direct communications to the proper individuals. When you are identifying and 

helping to solve an issue, the communications should be directed to those 

individuals responsible for solving it. Include the entire context of the issue with 

enough detail for them to act on it. When the issue is resolved, close the matter 

by documenting the full context and the final resolution. 

• Be especially careful in public places or when using public forums, including 

those on the World Wide Web. Be careful not to disclose non-public Company 

information, state or imply that you are speaking on behalf of the Company, 

or do anything that would harm the reputation of the Company. 

• Immediately forward any communications from outside the Company to the 

appropriate activity to ensure that the Company makes a proper response. 
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13. The Code of Protecting Company Information 

 

Policy Overview 

The Company’s information is a valuable asset and must be managed effectively and 

securely. Generally, Company information is any information that you receive, 

acquire, or record in performing your job duties, including information that is stored 

on Company computers or other electronic storage devices. It includes documents 

such as product plans, product designs, strategy papers, retail finance contracts, 

communications to the Company’s Board of Directors and management, and 

agreements the Company has with others, as well as written memoranda, handwritten 

notes, drawings, photographs, computer files, voice mail, and e-mail notes. Though it 

may be in your possession, Company information belongs to the Company, not to 

you. Effective management of Company information helps the Company meet its 

business goals, maintain a competitive advantage, and achieve its objectives for 

quality. Proper information management is also required to support the Company’s 

compliance with legal and regulatory requirements and internal policies. Company 

information that you receive or acquire in performing your job should be managed as 

carefully as financial, real estate, and other types of Company assets. You are required 

to know the Company’s procedures for creating, transferring, retaining, and disposing 

of information. The Company takes disclosure of its information very seriously and will 

not hesitate to act to protect its interests, where appropriate. 

 

Core Requirements 

• Do not use non-public information about the Company or other companies 

with which we do business for personal financial gain, or for the financial gain 

of others. 

• Be sure you have an appropriate Company-approved purchase agreement or 

a written Confidentiality Agreement that has been approved by HR 

department, if you need to share non-public Company information with a 

supplier or other business. 

• If you receive an inquiry from outside the Company, you must forward it to the 

business activity responsible for such communications to ensure that the 

Company makes a proper response. See the Careful Communications 

subsection of this section for further information. 
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14. The Code of Product Quality and Safety 

 

Policy Overview 

Quality is defined by our customers, and goes hand-in-hand with safety. Our customers 

are why we exist; their satisfaction is essential to our success. Therefore, the quality of 

our products and services must be our number one priority today and tomorrow. To 

be the best-in-class in customer satisfaction, it is critical that the Company build quality 

products. 

 

Core Requirement 

• Utilize the Company’s Quality Management System and its key processes to 

achieve reasonable results, eliminate waste, and deliver value. 

• The Quality Operating System’s standards and procedures significantly affect the 

quality of our products and services, and help ensure that our products meet or 

exceed applicable international standards. 

• Be actively involved in Quality Leadership 
• Utilize Six-Sigma and its data-driven decision making. 

• When selecting a supplier, include the supplier’s demonstrated ability to achieve 

continuous quality improvement in the selection criteria. 

• Do not rule out, based on the issue of cost, the consideration of possible state-of-

the-art alternatives, in evaluating potential advances in product quality and safety. 

Priorities should be based on achieving the greatest anticipated safety benefit that 

is practical. 

• Remember  that  a  major  objective  of  the  Company’s  research  and  

development  efforts  is  the implementation of product, process, and 

manufacturing innovations that provide customer ' 

• Consider the performance throughout the life of the vehicle when working to 

meet the safety needs and expectations of the Company’s customers. 

• Address in-service safety concerns in a timely, customer-driven manner. 

 

15. The Code of Environmental Matters 

 

Policy Overview 

The company’s Policy that its operations, products, and services should accomplish 

their functions in a manner that responsibly protects health and the environment. 

The Company is committed to meeting regulatory requirements that apply to its 

business. However, when necessary and appropriate, the Company establishes and 

complies with its own standards, which may exceed regulatory requirements. 

Consideration of potential health and environmental effects should be an integral 

part of all Company business decisions. It is clear that the strong, profitable 

companies of the future will be the ones that strive for sustainable use of 

environmental resources. The Company is focused on many initiatives that impact the 
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environment, such as improving fuel economy, reducing vehicle and plant emissions, 

reducing water consumption, conserving energy, recycling and reusing those materials 

that are non-renewable, and eliminating the use and creation of toxic materials. 

 

Core Requirements 

• Know the environmental requirements (both legally mandated and Company-

initiated) that apply to your work. 

• Be sure your operation has practices and programs in place designed to ensure 

that the Company’s environmental protection program is implemented 

effectively. 

• Use the Company’s EMS specialists to assist you in understanding and 

carrying out your responsibilities. 
• Use the Company’s Utilities Dept, which deals with facility issues. 
 
 

16. The Code of Anti-Bribery policy 
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17. The Code of Political Activities and Campaigning on Company Property 

 

Policy Overview 

The Company encourages you to participate as an individual citizen in political and 

government affairs. The Company respects your right to use your own time and 

resources to support the political activities of your choice. However, the Company 

itself operates under legal limitations on its ability to engage in political activities. 

Even where there are no legal restrictions, the Company 

has a Policy that restricts the Company from making contributions (both  cash  and 

other assets) to political candidates or political organizations. There is a minor 

exception for making contributions to support or oppose local ballot issues, with 

appropriate approval. At times, candidates for public office may ask to campaign on 

Company property. The Company does not normally permit campaigning on its 

property by candidates or persons working on their behalf. In 

addition, some locations may have additional requirements, such as giving candidates 

of other political parties an equal opportunity to campaign on the premises. 
 

Core Requirements 

• Do not use Company funds or assets to make contributions to a political 

candidate, or to otherwise benefit a candidate or a political party. Generally, 

prohibited contributions extend to such benefits as travel on Company 

vehicle. 

• Obtain appropriate senior management approval for Company contributions 

in support of, or in opposition to, a local ballot issue. 

• Do not allow candidates for political office to campaign on Company property. 

Any exceptions to this Policy must be approved in advance by HR department 

• Do not allow candidates to use Company vehicles, except under Company-

approved programs. 

 

 

18. The Code of Government and Other Legal Inquiries 

 

Policy Overview 

Government agencies and departments sometimes contact Company personnel in 

an effort to obtain information. It is the Company’s Policy to work with government 

investigators and to answer all inquiries truthfully and completely. Legal inquiries can 

take the form of phone calls, letters, delivery of legal documents, or even personal 

visits. These inquiries may or may not involve allegations that the Company has 

violated laws. Private attorneys may contact you about a legal matter involving the 

Company. If you are contacted by a government agency or department or a private 

attorney, it is important that you immediately contact HR department. This is to 

ensure that your rights and the Company’s rights are protected. It is also important 

that you do not destroy any documents related to government inquiries. Destroying 

such documents is against Company Policy and, depending on the circumstances, 
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may be against the law. 

Core Requirements 
• Immediately contact the HR if you become aware of a legal investigation or 

inquiry. 

• If there is a government or legal inquiry, do not hide anything that relates to 

the investigation. However, do not respond without first contacting HR 

• Do not destroy documents that may relate to a government investigation or a 

lawsuit. Follow the Company’s records retention policies, and check for 

applicable suspension orders before destroying any data or documents. 
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19. The Code of safeguarding intellectual properties and personal data 

Policy Overview 

The company believes that all intellectual properties are to be safeguarded against 

misuse. No intellectual properties will be used in the company without consent / 

approval from the right holders. This includes processing of unsolicited ideas or new 

products, evaluation and approval of nondisclosure or confidentiality agreements, 

signing software agreements 

Core Requirements 

• Non-disclosure  agreement  with  third  parties  who  are  dealing  with  

company’s  or  customer intellectual data 

• Not disclosing or publishing the customer’s, supplier’s, consumer’s, 

employee’s data (Including personal) to third parties knowingly or 

unknowingly without their consent 

 

                                           
 

20. The code of Whistleblowing and protection against retaliation 

Policy Overview 

The Company believes in the conduct of the affairs of its constituents in a fair and 

transparent manner by adopting highest standards of professionalism, honesty, 

integrity and ethical behaviour. The Company is committed to developing a culture 

where it is safe for all employees to raise concerns about any poor or unacceptable 

practice and any event of misconduct. 

The purpose of this policy is to provide a framework to promote responsible and 

secure whistle blowing. It protects directors and employees wishing to raise a 

concern about serious irregularities within the Company. The policy neither releases 

directors and employees from their duty of confidentiality in the course of their work, 

nor is it a route for taking up a grievance about a personal situation. 

Core Requirements 

• A Complaint shall be in writing, signed by the Complainant and shall bear 

the identity of the Complainant. 

• Anonymous or pseudonymous Complaints shall not be entertained 
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• The identity of the Whistle Blower shall be kept confidential 
• The Whistle Blower’s role is that of reporting party with reliable information. 
• The Whistle Blower is not required or expected to conduct any investigation on 

his own. 

• Employees shall Immediately contact the HR and Director to report about 

grievances 

• All Protected Disclosures in writing or documented along with the results of 

investigation relating thereto shall be retained by the Company for a 

minimum period of seven years. 

• All complaints received on the whistle blowing policy will be taken to the 

Inquiry Committee within 48 hours 

• The whistle blower(s) are protected from victimization or retaliation appropriately 

 

21. The code of Counterfeit parts in the business ethics policy 

Policy Overview 

To preclude the introduction of counterfeit product into our supply chain through 

strict avoidance, mitigation, and disposition processes. The company purchases 

material, measuring equipment etc from authorized manufacturers and suppliers. 

The company maintains traceability of purchases from Suppliers, retaining the 

original purchase orders and other receiving documentation, including manufacturers’ 

Certificate of Conformance, for the required document retention periods. 

The disposition of any products returned by our customers will be identified. 

Any product that is deemed to be defective and not recoverable will be 

disposed of in accordance with the company procedure. We will only use 

authorised scrap metal merchants to ensure no defective product is 

returned to the supply chain. All our employees involved in the purchasing of goods 

have been informed about the potential for Counterfeit, Fraudulent and Suspect 

Items, and advised that all goods must be purchased directly from the manufacturers 

or from agreed and official distribution channels. 

Core Requirements 

• The first place to start with avoidance of counterfeit parts would likely be 

through the source of supply. When selecting a new supplier, whether it be a 

manufacturer or stockholder, there should be a good level of due diligence 

performed. 

• Training of personnel in the awareness and prevention of counterfeit parts 

• Verification and test methodologies to detect counterfeit parts 

• Approved supplier who are formally assessed and determined to have a 

low risk of providing Counterfeit products. 

• Requirements for assuring traceability of parts and components to their 

original or authorized manufacturers Purchasing must also maintain a list of 

approved suppliers along with their scope of approval in order to minimize the 

risk associated with the supply and /or receipt of counterfeit parts. 

• Persons receiving, inspecting, or processing parts/materials must examine the 

product to ensure the drawing, specification, type, class, style, part number, 
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manufacturer, Certificate of Conformance or other related information is 

present to detect or identify suspect or counterfeit parts 

• Monitor source of supply - materials and manufacturers 

• To Inspect and Test to validate product to engineering specifications; 

establish criteria for inspection and testing; establish minimum levels and 

acceptance requirements. Perform application specific risk assessment 

and determine commensurate inspection and test plan. 

22. The code of Export controls and economic sanctions in the business ethics 

policy 

Policy Overview 

The Company committed and shall ensure that their business practices are in 

accordance with all applicable laws, directives and regulations governing the 

import / export of parts, components and technical data. We shall provide 

truthful and accurate information for reporting purposes when requested, and 

obtain import and/or export licenses and/or consents where necessary. We 

shall comply with applicable restrictions on the export or import of goods, 

equipment/tools, software, services and technology, as well as with all 

applicable economic sanctions and restrictions on doing business with and 

trade involving certain countries, regions, companies or entities and individuals. 

Core Requirements 

• Providing guidance to management and the different departments 

within company on economic sanctions and export control 

compliance matters 

• Monitoring legal and regulatory developments and best practices in the 

economic 

• Sanctions and export control area 

• Recommending changes to the Compliance Policy based on such developments; 
• Responding to inquiries regarding economic sanctions and export control 

matters; 
• Providing for economic sanctions and export control training. 
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23. The code of freedom of association and collective bargaining 
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24. The code of Trade secrets 

 

Our business partners ensure that confidential information from the company is kept 

confidential. This also applies upon termination of the business relationship. Examples of 

confidential information include drawing, standards, pricing information, manufacturing 

methods, financial data and sales plans. 

 

25. The code of Money Laundering 

Our business partners observe the legal provisions to prevent money laundering. The 

company expects its business partners to report indications of possible criminal offenses, 

wrongdoings and special risks that could impact the company. To be reported to Head 

Purchasing. 

 

26. The code of Information Disclosure Policy 

Company’s basic policy on information disclosure is to fulfil its responsibilities as a 

company by disclosing important matters to all of its customers, shareholders, investors, 

community and other stakeholders in a timely, appropriate, and fair manner, while 

engaging in increasing corporate value by ensuring management transparency and 

fairness. So, Company expects that Business partners should have disclose the information 

on fairly manner.  
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27. Anti-slavery & Human Trafficking Policy 
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28. Child Labour and Young Workers Policy 
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29. Diversity, Equity & Inclusion Policy 
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30. Ethical Recruiting Policy 
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31. Working Hours 
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32. Grievance Policy 
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33. Non – Discrimination & Harassment Policy  
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34. Rights of minorities and Indigenous peoples 
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35. Wages and Benefits 
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36. Policy for protection of Women’s Rights at work place 
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37. CSR POLICY 
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38. Human Rights Policy 
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39. Conflicts of Interest Policy 
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40. Antitrust Policy 
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APPROVED BY  

 
 

 
S.R. GANESAN 
(GROUP HEAD- HR) 

 


