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A. POLICY STATEMENT

The Code of Busness Ethics provides principles, guidalines and policies 1o communicate the professional
values that govem the activites of the Company and how it deals with employees, extemal entities and
stakenholoers. The Company sxpects that all its employees and representatives act in accordance with the
highest standards of parsonal and professional integrity in all aspects of camying out their actions,

Employees are respansible for knowing and adhering to the vakies and standards set forth i this Code.
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B. COVERAGE
This policy shall cover all employess regardiess of employmant status

C. EFFECTVITY

This pokcy supersades, amends, modifies all other policies, verbal or writien, that are Incorsistent
hanewiih and shall take effect on Manch 1, 2018

D. GUIDELINES
1 ‘Work Emvironmeant

a8 Honaesty

All employees shall adhere to fair business practices, accurstely and honestly represent thamsetves
and the company's products and sarvices, Everyona is expectad to be honest and ruthful in all its
aciiors. As an employes, you will nol allow. facilitate or panticpate directly or indirectly in dishanest or
ilegal operations.

“We, mambers of the Frullas Group of Companies, do nol e, do not cheat. do nol staal, nor do we
iolerate those among ug who do so

b.  Fair Treatmean

A pasitive workplace s one where empioyees feel respected and treated with faimess & dignity.
Employees show co-workers and business partners with respect and does not engage in any conduct
that could be considered as disrespectful, intimidating, aggressive, violent or harassing, inclhuding any
form of sexiial herassment.
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<. Respect for the Individual

Employees deserve to work in an environment whers averyone = freated with dignity and respect
Management i committed 1o creating such an anvironment because i brings oul the full potential in
each one, which, in tum, confribules direclly 1o the business success.

Threats, threaterung language or any other acts of aggressson or viclence mads loward or by any
employee will nat be tolerated. For purposes of this policy, a threst includes any verbal or physical
harassment or abuse, any attempl at intimidating or instiling fear in cihers, aggrssive gestures,
flashing of weapons, stalking or any other hastile, aggressive, injurious and or destructive action
undertaken for the purposa of domination or intimidation. Waapons are prohibited in all Fruitas sites
Of properties.

d.  Digence al work

Employeas shall parform the job assigned fo them with diligence and honesty, The employeses shall
striva for excallence in achieving the company's objactives and shafl maintain & high standand of
ethical behavior and comply with the [@ws, reguiations, rubes and policies of the Company

All employees must have an understanding of the company policies, laws. rukes and regulations that
apply to their specific roles. Everyone is responsible for preventing viclations of law and for speaking
up ¥ one sees possible violations

& Health & Safety

The Company s commitied fo providing & safe and healthy work envionment for all of our
employees. To support this commément, each amployes is responsible for complying with health and
safety rules that apply to his or her job. Employees are also responsibie for taking precautions
necassary to protect thamselves and thew co-workers, which includes immediately reporting
acoidents, injures and unsafe practices or conditions fo their supervisorimanager To protect
ampioyed’s own safely, as wel gs thal of hiser co-workess, everyone is prohibited from working
under the infiuence of any substance that could impair judgment or interfere with the effective and
responsible parformance of one's dulies.

t  Alcohol and Substance

To protect the Company, s employees and the public, the Company reserves the nght 1o tase
appropnate measures 1o determing if sicoholic beverage or prohibited subsiance ane I0Cated or Deg
used within Company premises, time or business function. The Company aiso reservas the right to
raguire drug or alcohalic screening fest during employment
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2 Relabionship with Stakeholders
a. Customers (intarmal and external)

Employses are responshile (o their cusiomars for meating ther needs and dealing with them in an
honest, responsive, respeciful, and Courleous manner,

Employees will do their bast to build the trust of our customess by providing high quality and relable
products and sarvices at all times.

Employees are expecied lo conduct themselves in & professional manner and does not bring
disrepute 1o the Company.

i

b Suppliers

The Company will deal with its suppliers in @ fair manner Decisions 10 purchase products and
gervices shall bo based on the Company's interes! In taking into account factors such as quality,
prica, padomancs, suitabdty, and reltability. Any employee involved in making such decisions should
b caraful to avoid any conflict of intenest or the appearance of any confict of intersst,

c. Conmfict of intenast

Empioyes shal not practice any Dusiness or trade, wiich is in confict with thedr duties, or with the
Company's interesl or which may cause the amployee o have direcl or indirect ntenest in any
contracts or works related to the Company's acfivitias or to which the Company = a party,

Tha Company requires that employees should avold any situation thal creates a conflict of ntereal
between the employes’s own interest and that of the Company

Fotential employee's confect of intenest may include the following:

1. Other employment outside of the Company which mighl inlerfare with the interests on the
Company or its customers, or which adversely affect the performance of the employee's duties
with the Company

2. Becoming an officer, agent or director of any Company

3. Conducling rade or busingss on a personal basia

d. Gifts and Enertainmant

Empioyees are not aliowed o accept any form of gifts or favors hat will create an cbigation to the
donor.

i
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3. Business Information

i Confidential iInformation

Every employee plays a key role in prolecting the information entrusted by the Company. Theratore,
employees must not disclose the confidential information of the company, prevent it from baing
communicated 1o our compelitors or others who might use it 1o their own arvantags.

Empioyees must nol disdose any confidential information about the Company's aclivities, is
amployees or customers even after the end of their employment with the Company, without a prior
writien approval from management _

Likewise, it is unacceptable for employees to make referance and personal statements o give QuDies

to any member of the media and govemment reguiatory bodies. Only designated spoke person in (he
Company are allowed to speak in behall of the company.

The fobowing good informalion securily practices must be observed at all times

* Do not share

* Securs workplace. Do not lsave sensitive or confidential information unattended in your desk.
Lock desk drawers whan not in use

* Properly dspose documents, memos, e-mails or other documents thal contain confidential ar
sensitive information by shredding. )
Abways lock computer (ciri-all-del) when the work area is unattended

b Employes Information
The company coliects information from employees for benefits and other services. I you work with

amployes personal information, ensure that it is only use for business purposes and only provids it 1o
others who are authorized o have it

1

c Resords

Employees shal comply with the documentrecord relention procedures of the Company. The
employea & prohibited from destroying any documentirecord or copies thereof from the Company's
filas.

4 Sefeguarding Company Assets end Resources
a Company Property

Employees shall lake adequate steps to safeguard and properly use 8l company asseds and protect
them from misuse, loss of improper destruchion.
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Company property consists of taciities, equipment, supples, raw materiats and afl other physical
assets Specifcally: Use all company assels with care, Employees must not (i) getl, use or dvert
Company property for personal use or benefit, (i) matenally afler or destroy Company property
withoul proper authorization, or (i) remove Company propery or use Company senices without prios
management approval.

b, Company Funds

If an employee has access to Company funds, the employee needs 1o be careful o handle these
funds in & responsible manner

Company funds may Include cash, cash equivalents, company credil cards, invoices and other
documentation thal reprasent funds ransactions. Specifically. Use company funds only for business
purptses and ensure thal all ifransaclions are propery recorded. Ensure payments o thind
parfies/vendors/suppliers ene proper, Be aler for signs that may indicate improper efforts, such as
payment terms that violale contracis or payments to payees or locations ofher than the name of
record,

b Information Resaurcss

Employees shad be responsible for protaciing the Information rescurces (lika computer hardwsare,
software and date) from damage, unauthorized alteration/access, theft fraudulant manipulation or
Lsa. .

¢ Intemet Access and Usage

Access 1o the intemal (8 provided as a communications tool and information resource solely 1o
facilitate ihe parformance of job related funclons, Employees are prohibited from using the intermal
for any athar purpose. They are thus prohdbited frem wsang the eamet for peraonal purposes, and are
specially prohibited from the followng activities:

= Engaging in llegal, freudulenk or makcious conduct;
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Sending, receiving, or downloading/sionng offensive, obscene, or inflammatory matawials:

Obtaning unsuithonzed access b any computer Systen

Using another individual's acoount or ldentity without axplict written authorization;

Vigiting sites, which are, inappropriate in a public or business environment,

d.  Email Usage
Employees provided with e-mall facildy are expecied to respond promptly to emails,
While absent from office, the employee shall ensure that the out-of-office notification s sent out

ahead of lime to ensure thal imporiant and urgent matiers will be addressed o the appropriate
raprasemiative.
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Fersonal mails should be sent with discretion; this includes, but is not limited fo

Unauthonzed aftempts to access anolher's email sccount:

Transmission of sansitive or propnetary information (o unauthorized parsons or bhganizations;

Transmission of obscens or harassing messages;

Transmission of offensive malerial or solicitations for commercial ventures. religious or poditical

causes or ofher non4ob related solicitations:
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e Charity Solicitations
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While the Company supports worthy charitable causes, the Company discourages oulside agencies
from directly soficting cantributons within Company premises except those officially permitted by the
Company. Additionally, employees are discowaged from solicting contributions, danations, or selling
tickets from their co-employees for any reason whatsoever,

All requests for Chanty should be refermed to Human Resources who shall decide on the merits of the
request and the approprate course of action to take.

E. IMPLEMENTATION

The Human Resources and Department Heads, Managers & Suparvisors shall ba fointly responsibia for
the affective implementation of this policy.

Tha provision of the above policylguideiine notwithstanding, it shall be undersicod that subsaguent
revision or changes shall be made solaly al the csoretion of the company and that nothing herein shall be
interpreted to maan as establishing precedent for future action
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