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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 CINI.

Purpose of the Policy

This “Code of Conduct Policy” (the “Policy”) has been formulated in order to foster and
maintain Employee trust and confidence in the professionalism and the integrity of the
Employees of the Institute 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 Institute.

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 Institute. 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.

In 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/
Reviewing 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, potential
dismissal or termination of employment or any other legal action as may available with the
Institute or all of the above together.

_Objectives

The Institute’s objective in establishing this "Code of Conduct" is to promote ethics,
honesty and professionalism within the organization and among itsemployees. 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 Institute’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 Gekin carrying out their duties and functions so as
to preserve public trust and to ensure the organization’s sustainable growth and
development.
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Responsibilities

All employees and the Management of CINI are responsible for the implementation of this
policy.

COVERAGE

This Policy applies to all the Employees of the Institute. Employee shall mean all individuals
on full-time or part-time employment with the Institute, with permanent, probationary,
trainee, consultant, volunteer, temporary or contractual appointment.

The Institute also expects its managers to lead by example and perform their duties in
accordance with this Policy and ensure that the content of this Policy are communicated to
all persons reporting to them. Every Outsourced employee, Partner and Vendors are also
expected to conform to the norms laid out by this policy.

Business Ethics

The Institute's reputation and credibility are based upon its total commitment to ethical
business practices and also on ethical conduct of its Employees. To safeguard the Institute's
reputation, Employees must conduct themselves in accordance with the highest ethical
standards and also be perceived to be acting ethically at all times. Compliance with all policies
of the Institute, relevant applicable laws and regulations is the minimum standard which
should be adhered to by all the Employees all the times.

Professionalism

The personal and professional behavior of Employees shall confirm to the standards expected
of 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 Institute.

Conflict of Interest

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

Conflicts of interest also occur when we or our family members receive improper personal
benefits, or preferential treatment as a result of our position, or the position of a family
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Confidentiality of Information

Confidential information includes all non-public information. It also includes personal
information (regardless of its source) that we obtain in the course of business. We must take

property of the Institute.

Integrity of Financial Information

prevent the theft or misuse of, or damage to Organization's assets, including all kinds of
physical assets, movable, immovable and tangible property, corporate information and
intellectual Property such as inventions, copyrights, patents, trademarks and technology and
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Use of the Institute’s resources

Employees should ensure that Institute’s resources (je materials, funds, personnel,
equipment, plant, facilities, electronic communications, organization logo and letterhead,
etc) are used efficiently, carefully, professionally, ethically, lawfully and honestly. Unless any
other policies or instruments allow or permission has been granted, Institute resources are
not to be used for private purposes.

Acceptance of Gifts and Other Benefits
s

Employees should not give or accept gifts, entertainment, or any other personal benefit or
privilege that would in any way influence or appear to influence any business decision.
Accepting money, gifts, entertainment, loans or any other benefit or preferential treatment
from any existing or potential Customer, supplier or business associate of the Institute, is
strictly prohibited, except occasional gifts of modest value and entertainment on a modest
scale as part of customary business practice.

Whole Time and Attention

prior written consent of the Organization (and subject to any terms and conditions as may be
imposed by the Institute) engage or be interested in (whether directly or indirectly) in any
other business, employment or vocation for pecuniary gain.

Reporting Any lllegal or Unethical Behavior

Employees are encouraged to talk to supervisors, managers or other appropriate personnel
about observed illegal or unethical behaviour. Employees, consultants and Board Members
. Who are concerned that violations of this Code or that other illegal or unethical conduct by

approaching their supervisors or superiors about their concerns or complaints, then they may
contact the HR Manager. In compliance with recent legislation, Concerns regarding
questionable accounting or auditing matters or internal controls may be communicated,
confidentially and anonymously, to the HR Manager.

The Institute will not permit retaliation of any kind by or on behalf of the Institute and its
employees, officers and Board members against good faith reports or complaints of violations
of this Code or other illegal or unethical conduct.
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Harassment

Supporting the Institute in its endeavoyr to protect others from any form of such

Alcohol & Substance Abuse

The use or possession of alcohol, illegal drugs, and other controlled substances in the
workplace and being under the influence of these substances on the job and during working
hours is strictly prohibited. However, Possession of prescription medication for medical
treatment js permitted.

Fraud

Compliance with Laws and Agreements

All Employees shal| conduct business in compliance with a|| applicable laws and regulations
of the particular District, State or Country.

Hea/zsh, Safety and Environment
ployeés shall comply with the institute health and safety norms as communicated to

All Em
them from time to time. Employees shall bring to the Management's attention any workplace
safety or health hazard.

NON-CONFORMANCE WITH THE PoLicy
T 0k WITH THE POLICY
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The Management may take action against Employee if they breach this Code. Any such
action may result in the imposition of sanctions, up to and including, termination of
employment, 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 employment
or other form of engagement.

In some circumstances, breaches of the Code may also result in the Institute notifying a
relevant statutory authority and/or agency, and action being taken by a statutory authority
and/or agency where breaches of relevant legislation may be evident. This may result in
criminal action, fines or imprisonment.
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