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Policy Statement

This policy is to bring to peoples' attention the level of legal, moral and ethical standards
expected from all the employees of ClNl.

Purpose of the policy

This "Code of Conduct Policy" (the "Policy'') has been formulated in order to foster a6fi
maintain Employee trust and confidence in the professionalism and the integrity of the
Employees of the lnstitute by ensuring that all Employees adhere to appropriate standards of
conduct as set out in this Policy that maintains and enhances the reputation of the lnstitute.

This Policy aims to provide guidance to all Employees of the organization on how and in
which manner should the conduct of Employees be when they are undertaking business on
behalf of the lnstitute. The circumstances of conducts as set out below in this policy,
although not exhaustive, are intended to cover those situations, which are most likely
perceived to be encountered by Employees.

ln case any Employee encounters any circumstance which is not covered hereunder or in
case of any doubt, Employees should seek guidance from the Reporting Manager/
Revibwing Manager and/or from the HR Manager and act accordingly. A breach of the policy
may result in disciplinary action against the Employee concerned including, potentiat
dismissal or termination of employment or any other legal action as rnay available with the
Institute or all of the above together.

Objectives

The lnstitute's objective in establishing this "Code of Conduct" is to promote ethics,
hondsty and professionalism within the organization and among itsdmployees. The
institute believes in being an integrated organization and that the action of every
employee affects its entire organization, its reputation and vice versa. Any employee is
obligated to strive for the extension of the lnstitute's interests within legal limits, and
responsible of preventing damages or loss of te Organization's interests. The institute
expects all employees to abide by this @in carrying out their duties and functions so asto preserve public trust and to ensure the organization's sustainable growth and
development.
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Responsibilities

All employees and the Management of clNl are responsible for the implementation of thispolicy.

COVIRAGT

This Policy applies to all the Employees of the lnstitute. Employee shall mean all individualson full-time or part-time employment with the lnstitute, with permanent, probationary,trainee, consurta nt, vor unteer, tem pora ry or contractua r appointment.

The lnstitute also expects its managers to lead by example and perform their duties inaccordance with this Policy and ensure that the content of this policy are communicatgs. toall persons reporting to them. Every outsourced employee, partner and vendors are alsoexpected to conform to the norms laid out by this policy.

Business Etltics

The lnstitute's reputation and credibility are based upon its total commitment to ethicalbusiness practices and also on ethical conduct of its Employees. To safeguard the Institute,sreputation, Employees must conduct themselves in accordance withlhe highest ethicalstandards and also be perceived to be acting ethically at all times. compliance with all policiesof the lnstitute, relevant applicable laws and regulations is the minimum standard whichshould be adhered to by all the Employees all the times.

Professionalism

The personal and professional behavior of Employees shall confirm to the standards expectedof persons in their positions, which includes a commitment to and adherence to professional
standards in their work and in their interactions with other Employees of the lnstitute.

Canflict of lnterest

Each Employee is expected to avoid situations in which his or her financial or other personalinterests or dealings are, or may be, in conflict with the interests of the.lnstitute. Accordingly,the'lnstitute expects its Employees to act in the organization's interest at all times. Employeesare advised not to engage in any other business, commercial or investment activity that mayconflict with their ability to perform their duties to the rnstitute. Employees must also notengage in any other activity (cultural, political, recreational, and social) which couldreasonably conflict with the organization's interests and interfere with the performance oftheir duties.

Conflicts of interest also occur when we or our family
benefits, or preferential treatment as a result of our
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member' in the lnstitute' we should remember that such situations might impact ourjudgment or responsibilities towards lnstitute, donors and partners. we shtuld also avoidconducting lnstitute activities with a relative, or with ,n orgrniration in which a rerative isassociated in any significant role. Relatir", inctrJ"-spouse, sibrings, chirdren, parents,
iJ_i:*::*'ts, 

grandchirdren, aunts, uncres, nieces, n.prr"*r, cousins, step rerationships, and

Confid e nti a I ity of t nfarm ati o n

confidential information includes all non-pubric information. rt arso incrudes personarinformation (regardless of its sourc") at',r, we obtain ;n ir.," .orrre of business. we must takecare that all confidential information is used for rnstitrte Lrsiness purposes onry and in caseof personal informa,tion' in addition, it must o" pro."rruj on instructions from the rnstitutq,in accordance with laid out policies, procedures.no sriJ.rlnes.and as per appricabre privaflilaws and regurations' As a resurt oi 
"rptoyr.r, i,iii1r.,e rnstitute, Empioyees may beentrusted with confidential information; with regard to the rnstitute and/orits affiliates, itscustomers and suppliers' on all contract agreements, Emproyees are required to sign andaccept 'confidentiality Agreement'that shaI expricitrymentions the terms and conditions of

;?:r::il$i;:i[.,:j,::ition and i'"",.n, of confidentiar information and interectuar

I nteg rity of Fi n a ncia I I nformatian

Government Board' management and other interested parties must have comprete andaccurate financiar information in order to make ,ri*,i.a. decisions. Many Emproyeesparticipate in accounting processes that directry impact the integrity of exteinar financiarstatements and internal management reports. Alr such Emproyees have a responsibirity to,"ffi ::i1 fl [:,, jffi "ffiffi ::? t|""ili ff :m]r#::: ::::* r. 
rv, n r p,"o m p,,y a n d

that resurt from intentionar acts that may concear o,^ otrr.r'rtJ:[:Tr"#1::;:"T:TH[::transaction are clear contraventions of this policy.

Protection ond use af lnstitute property

All Employees of the lnstitute are responsible for protecting and taking reasonabre steps toprevent the theft or misuse of , or damage to organizatioi,, ,rr"ts, incruding a1 kinds ofphysicar assets, movabre, immovabre and tangibie nr"f"ran corporate information andintellectual property such.as inventions, cop.yrights, patents, trademarks and technorogy andintellectual property used in carrying out their ,"sponsibiiities. att Employees must use allequipment' tools, materials, supplies, and Employee time onty for lnstitute,s legitimatebusiness interests' organization'r'propuuy must not be borrowed, loaned, or disposed of,except in accordance with appropriate lnstitute,s pori.ir. All Employees must use andmaintain lnstitute's property and resources efficiently ano *i*, due care and diligence.
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Use of the lnstitute,s resources

Employees should ensure that lnstitute's resources (ie materials, funds, personnel,equipment, plant, facilities, electronic communications, organization logo and letterhead,etc) are used efficiently, carefully, professionally, ethicaliy, tJwrutty and honestly. Unless anyother policies or instruments allow or permission has been granted, rnstitute resources arenot to be used for private purposes.

Acceptance of Gifts and Other Benefits

ti{Employees should not give or accept gifts, entertainment, or any other personal benefit orprivilege that would in any way influence or apperr-,o ,nnr.nce any business decision.Accepting money, gifts, entertainment, loans or any other benefit or preferential treatmentfrom any existing or potential customer, supplier or business associate of the lnstitute, isstrictly prohibited, except occasional gifts of modest varue and entertainment on a modestscale as part of customary business practice.

Whole Time and Attention

All Employees shall devote their time including timely attendance, maintenance of officedecorum and their best efforts to promote the lnstitute's business and may not without theprior written consent of the organization (and subject ,o ,ny terms and conditions as may beimposed by the lnstitute) engage or be interested in (whether directly or indirectly) in anyother business, employment or vocation for pecuniary gain.

Reporting Any illegat ar LJnethical Behavior

Employees are encouraged to talk to supervisors, managers or other appropriate personnelabout observed illegal or unethical behaviour. rmployees, consultants and Board Members.. who are concerned that violations of this code or that other illegal or unethical conduct by" employees' consultants or Board Members have occurred or may occur should either contacttheir supervisor or superiors. lf they do not believe it appropriate or'are not comfortableapprbaching their supervisors or superiors about their concerns or complaints, then they maycontact the HR Manager' ln compliance with recent regislation, concerns regardingquestionable accounting or auditing matters or internal controls may be communicated,confidentially and anonymously, to the HR Manager.
The lnstitute will not permit retaliation of any kind by or on behalf of the lnstitute and itsemployees' officers and Board members against good faith reports or complaints of violationsof this Code or other illegal or unethical conduct.
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Harossment

The lnstitute is committed to pror
behavior orar'rinos ;;;;;;;ri:1,,0" a work environ
relision, ..r*, sex, sexuar or,"n,.,',1-tcount 

of age, t;yT:Ji1i:;fir:;"JJ.iXilffiT:::
supporting the rnstitute i; il ;#JJif"l:1,'j.Jlitv. Emprove;;;;" responsibre rorharassments. "' ':rc trrru'avour to protect others f;";;r; form of such

ln the course of business conduct of ;Employee as a resurt or ,n ,.ii; ;;t" 
Employee, wherever harassment occurs to any such

:i::;Hff ;:::H::,;,;;;.;','J'';:kT:l':1,:il1il",f :',::Lti**1liffi,,
Alcohol & Substonce Abuse

The use or possession of alcohol, illegal drugs, and otlworkprace and being under il;#il.::r[:::.t,i1_:1", controned substances in the

ll:ffi ;:;:*I:;;;;.';";:;ilT:H1.,,*,1il:;;"n"":::ffi ;:r[i
Froud

Fraud - or the ,.a,o: intent to cheat, trick, steal, deceive, 
1r.lie 

_ is both dishonest and, in.Tfi::T:';i'ilLl;ffi ,-,:7,"1T*,f 
,ff 

,..ffi,.,,,,*:::::,,..;1,,;#Jiijllinc,uding

Compliance with Laws and Agreemen*

All Employees shall conduct business inof the particular District, state or aoun,rrl.o'pliance 
with all applicable laws and regulations

Heolth, Sofety ond Environment

::fi#:,;ii: h'J!,.I#[:: :;]'l,.1:: :":,ln a nd sarety norms as com m un icated tosafety or hearth hazard. Jrlng to the management's.u"ri,", .ny"*ortpt...
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The Management may take action against Employee if they breach this code. Any suchaction may resurt in the imposition of sanctions, up to and incruding, termination ofemployment, appointment or engagement.

For Employee such action may include disciplinary action for ,misconduct, or ,serious
misconduct' under any applicable institute enterprise agreements or contract of employmentor other form of engagement.

ln some circumstances, breaches of the code may also result in the lnstitute notifying arelevant statutory authority and/or agency, and action being taken by a statutory authorityand/or agency where breaches of relevant legislation may be evident. This may result incriminal action, fines or imprisonment.

*{
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