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1. Purpose

The code of conduct of PLASSER India is a set of principles that guide the conduct of PLASSER India and its
employees relating to business. The code lays down the ethical standards PLASSER India employees have to
observe in their professional lives and it defines the value system at the heart of PLASSER India.

2. Scope

This process for Plasser India Private Limited., Faridabad & Karjan plant.

3. Responsibilities

Person(s) responsible = HOD-HR

4. Terms / Definitions and abbreviations (in alphabetical order)

Dept. Department

F Format

HOD Head of Department
HR Human Resource
KJ Karjan

MD Managing Director
MGMT Top Management
Ref. Reference

Wi Work instruction
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5. Equipment/ Tools and environmental conditions

Equipment/ Tools 1.Communication & IT tools

Environmental conditions NA

6. Environment, Occupational Health & Safety measures

pd
>
pzd
>

7. Process steps (include illustrations/sketches/diagrams/photos in the “Details” column to make this WI user friendly)

Process

steps

10.

Details

National Interest -

PLASSER India is committed to benefit the economic development of the nation. PLASSER India
management practices and business conduct shall benefit the country, localities and communities in
which it operates to the extent possible and affordable and in accordance with the law of land. We in
the course of our business activities shall respect the culture, customs and traditions of each locations
where we operate. It also includes the trade procedures, including the license, documentation and
other necessary formalities.

Corporate citizenship-

PLASSER India shall be committed to good corporate citizenship, not only in the compliance of all
relevant laws and responsible by actively assisting in the improvement of quality of life of the people in
the communities in which it operates.

PLASSER India is also encouraged to develop systematic processes and conduct management
review from time to time to set strategic directions for social development activity.

PLASSER India Values-

PLASSER India ethic is simple, it is a simple process that involves defining what is right or wrong and
then doing the right thing. We at PLASSER India believe that any business conduct can be ethical
only when it rests on the core values such as;

e Integrity: We are judged by how we act. Our reputation will be upheld if we act with
integrity in all our dealings , even at a personal level and we always do what we think is
right at all times.

e Honesty: PLASSER India is committed to be truthful in all our actions. We strive to be
honest and forthright with one another and with all our stakeholders.

e Trust: PLASSER India fosters a good working environment where trust and confidence
go up. We encourage teamwork with open, candid and speedy communication.

e Fairness: we treat all our actions with fairness and fairness is in PLASSER India fabric.

e Caring: Sharing, compassion and kindness are values that we try to inculcate in our
decision-making process to achieve fairness. We care for our people & products.

e Respect: PLASSER India treats everyone with respect and dignity. Our employees
make a meaningful contribution in PLASSER India’s success.
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40. EHS (Environment, Health & Safety)-
PLASSER India is concerned towards the Environment, Health & Safety. We attach great importance

to Safety, a healthy and safe working environment. We have incorporated this in our Quality policy
also. We are committed to provide good physical working conditions and encourage high standards of
hygiene and housekeeping. Special attention should be paid to the training of the employees to
increase safety awareness and adoption of a safe working methods, particularly designed to prevent
serious or fatal accidents.

PLASSER India is committed to promote environmental protection and conserving natural resources.
In the process of production and sales of our products and services we strive for economic and social
sustainability.

We are committed to full compliance with both the spirit and the letter of all environmental laws and
regulations.

50. Equal employer opportunities -

PLASSER India shall provide equal opportunities to all employees and all qualified applicants for
employment without race , caste , religion , color , ancestry , marital status , gender , sexual
orientation , age , nationality , ethnic origin etc.

PLASSER India adopts the best practices of Human resources and promotes diversity and equality at
the work place.

PLASSER India shall treat its employees with dignity, respect, and free from all forms of harassment
whether physical or verbal.

It is the responsibility of PLASSER India management and its employee to maintain an environment
free of hostility.

60. Harassment -

In PLASSER India, there is no room in our culture for harassment, bullying and violence of any kind.
Harassment comes in many forms like verbal, physical and sexual. These types of behavior makes
others feel unwelcome, uncomfortable, prevent them from effectively performing their job.

PLASSER India maintains an open door for reportees; encourage employees to report any
harassment concerns and it's responsive to employee complaints about harassment or other
unwelcome and offensive conduct. An internal committee is constituted to enquire into complaints and
to recommend appropriate action, whenever required.

PLASSER India demands, demonstrates and promotes professional behavior and respectful
treatment of all employees.

70. Product quality & service -

PLASSER India is committed to provide its customers with products and services that will meet or
exceed their expectation for quality, services, on time delivery and value.

The quality standard of the products and services shall meet the national and international standards.

80. Competition -
PLASSER India competes aggressively, legally and ethically with integrity at the same time.
PLASSER India is committed to have fair, honest competition in the market where we do the
business.

We shall market the company’s products and services on their own merits and shall not market
misleading statements about the competitor’s products & services.
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90. Gift & donations —

We shall not receive or offer, directly or indirectly, any gift, donations, remuneration, hospitality and
illegal payments that are intended or perceived to be intended to obtain favors or decisions for the
conduct of business. Remember, whenever we work in our company and whatever we do, we always
want to avoid anything that might give even the impression that we could be influencing someone’s
judgment or making the person feel obliged to give us their business in return for the business courtesy.

100. Bribery / Corruption-

PLASSER India & its employees shall neither receive nor offer or make directly or indirectly any
illegal payments or comparable benefits that are intended or perceived to obtain uncompetitive
Favors for the business purpose.

None of us must ever accept , give , offer or promise any valuable that could influence the
business decision or use the intermediate , agents , channel partners or third parties , distributors
and freight forwards to do which we cannot do.

Violation of above is a serious matter and can result into financial penalties as well as
prosecution.

110. Fraud and Misconduct —

Plasser India has a zero tolerance for fraud and takes every precaution to prevent it from happening. If
any fraudulent behavior, misrepresentation, or misconduct is detected, it is liable to be investigated,
and the employee(s) concerned are liable to face appropriate disciplinary and/or legal action. Acts of
commission or omission that are detrimental to the business of Plasser India, that is, bribery, fraud,
pilferage, theft, unrecorded sales or purchases, partial recording of income, etc., are termed as
misconduct.

All the employees of Plasser India are responsible for reporting fraud, falsification, and manipulation of
data and information.

120. Anti-Money Laundering-

Plasser India has implemented strict measures to prevent money laundering and ensure compliance
with all applicable anti-money laundering laws and regulations. We always verify the source of funds
and collaborate with business partners whose business activities and financial transactions are in
compliance with relevant laws and regulations. Additionally, we comply with all applicable regulations
on recording and accounting for transactions and contracts, as well as cash limits.

If any aspect of a financial transaction appears suspicious or inappropriate or could violate the
relevant anti-money laundering laws and regulations or Plasser India’s policies and procedures, raise
the issue with the respective manager(s).

130. Relationship with suppliers, third party, channel partner and other service providers-

Our lasting relationship with our business partner , supplier etc. are built upon honesty , fair play
and integrity. Our communications are accurate , trustful and do not deliberately omit important facts
or mislead. We respect the privacy of our partners and treat their information with care in
accordance with our agreements.

Any procurement decision must be made purely on the basis of quality, service, price, delivery,
best value, or other similar factors. Extraneous or personal interest / advantage should never be
the criteria for arriving at purchase decisions.

Objective, fair, transparent and responsible criteria must be used while evaluating, passing or

rejecting the quality of the goods / services supplied. If such criteria are being followed, the employees
should not have any apprehension and fears about taking any procurement decisions. Care must be
taken to avoid actual / potential conflicts of interest and the appearance of partiality regarding all
business transactions with suppliers and other service providers.
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140. Financial reporting & records-

PLASSER India shall prepare and maintain its accounts fairly and accurately and in accordance with
the accounting and reporting standards which represent the generally accepted guidelines , principles
, standards , laws and regulations of the country in which it conducts its business affairs.

Internal accounting and audit procedures shall reflect, fairly and accurately, all of the company business
transactions, its assets and shall have the internal controls to provide assurance to the company board,
employees & shareholders that the transactions are correct, accurate and legitimate.

All required information shall be accessible to company auditors and other authorized parties / agencies,
statutory audit or internal audit. There shall not be any willful omissions of any company transactions
from the books and records.

Any willful material misrepresentation of and misinformation on the financial accounts and reports will
invite appropriate civil or criminal actions.

150. Rumors / Gossips-

There is no place for malicious rumors & gossip, both of which attack the spirit of the individual &
attempt to divide the company into groups.

Whenever you are communicating / passing the information (Casually or not), do so in a manner that
ensures that the message heard by those listening, is as accurate as possible. Insinuations, half-
truths, malicious rumors must be avoided.

160. Conflict of interest -

We all are expected to conduct business within guidelines that prohibit actual or potential conflicts. A
conflict of interest is any circumstances that could cast the doubt on an ability to act objectively regarding
the interest of the company or any situation that benefits the employee, a close relative or a relationship
to the detriment of the company. Example of conflicts of interest include but are not restricted to ;

A conflict of interest may exist when an employee is involved in an activity or has a personal (direct or
indirect, by himself or through any relative) interest that in the opinion of the company, interferes with
the employee’s objectivity in performing company duties and responsibilities.

Any ‘indirect’ interest, held by an employee, in any property, proprietorship, concern, partnership,
investment, arrangement, agreement or transaction that creates or can create direct or indirect
Personal advantage or gains can lead to a conflict of interest. A conflict of interest can arise when an
employee is involved in a transaction / arrangement with any person acting on his / her behalf or at his
/ her behest for the employee’s direct or indirect personal advantage or gains.

Such activities, arrangements, transactions, agreements are not allowed and must be discontinued by
the employees immediately, failing which the company will commence the contract termination
process and disciplinary action.

170. Safeguard of company assets-

Protecting our assets is vital to our operations, regardless of whether the asset is tangible or intangible.
The assets of PLASSER India shall not be misused; they shall be used primarily and judiciously for the
purpose of business for which they are duly authorized. These include tangible assets like equipment,
machinery, system material & resources and as well as intangible assets such as information technology
and system.

180. Confidential information -

No director, Sr. Management & employee shall disclose or use any confidential information gained in
the course of employment / association with the company for personal gain or for the advantage of any
other person or association. No information either formally or informally shall be provided to the press,
public media or any other external agency except within the approved policies. Examples are ;

e Information’s not yet released to the public through PLASSER India.
e Unpublished company strategy
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190.

200.

210.

220.

230.

240.

250.

Current or future inventions & technical breakthroughs.
Financial information’s such as profit , earning & dividends
Restructuring plans

Major supply and delivery agreements & raising of finances.

An employee of PLASSER India shall also respect and observe the confidentiality of information and
strictly observe a practice of non-disclosure

Intellectual property -

Any work of human mind that is protected and protectable pursuant to national and international laws
and treaties related to copyright, patent, trade secrets & design is regarded as intellectual property.
PLASSER India respects the intellectual property of others and will only use intellectual property
belonging to others such as code, software or documentation under appropriate licensing agreements.
Example are but not restricted; Inventions , Patents and technical breakthrough or trademarks
belonging to PLASSER India.

Proprietary information-

Proprietary information is information or data that is owned by a person (Individual or company) and
which is protected according to intellectual property and/or trade secret law. The use of proprietary
information whether belongs to PLASSER India requires express authorization from the Managing
director. Example of proprietary information include but are not restricted to ; Internal notes ,
information sent to employees , Organization charts ,Team objectives & data’s specifications ,
design and inventions etc.

Use of electronic media-

The PLASSER India provides many forms of electronic media and services for employee use. This
media is not only proprietary but is intended to facilitate the business interests and enhance productivity
and efficiency. The occasional use of electronic media for personal (non-business purpose) is permitted
but must not be excessive, contrary to business interests, non-interference with an employee’s job
performance or the performance of others. Example are ; Computers , E mail , telephones , photocopies
, Fax machines , cellular phone , video teleconference , intra & internet etc.

Public representation of the company-
PLASSER India honors the information requirements of the public and its stakeholders. All its public

appearances while disclosing company and business information to public constituencies such as the
media, the financial body, shareholders, distributors etc. shall be done only by Managing Director.

Regulatory compliance-

Itis our obligation to obey Law. Employees of PLAEER India in their business conduct shall comply with
all applicable laws and regulations in letter and spirit in their areas of operations. We shall not engage
in unlawful conduct or fraud through any means.

Leading by example-

The PLASSER India management set the professional tone for the company through both their words
and their actions. The organization leadership conveys what is constantly reinforced through their
actions and behaviors.

Whistleblower-

Each employee has the responsibility to promptly report any breach of this code of conduct. PLASSER
India recognizes that issues concerning such breaches can sometime be extremely sensitive & deter
employees from open communication on it. This provides a supplementary channel to normal
management hierarchy, for employees to raise concerns about behavior inconsistent with PLASSER
India code of conduct.
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If an employee has reasons to believe that any employee(s) of PLASSER India has / have displayed
behavior inconsistent with PLASSER India code of conduct, he / she can report to Managing Director.
Managing Director will take next step towards the investigation / verifying the facts. Managing Director
has the right to involve internal employees for investigation or third party investigation. It is the
responsibility of Managing Director to protect the whistleblower so that he /she shall not become the
victim.

8. Relevant documents incl. guidelines, laws, standards and regulations

EC Directives, as applicable -

Statutory & Regulatory
requirements

Standards
(National & International)

Internal documents
(Procedures / work PI-KJ-IMS: Integrated Management System Manual
instruction etc.)

9. Attachments (Documents/Records)

*End of Document*
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