EMPLOYEE CODE OF CONDUCT POLICY
Effective Date: _____________, 2025
Issued By: [Company Name], CIN: _______________
Registered Office: ___________________________________________
1. PURPOSE
This Employee Code of Conduct Policy (“Policy”) establishes a framework for expected behavior, professional integrity, and ethical standards that all employees of [Company Name] (“Company”) are required to adhere to during the course of their employment.
2. SCOPE
This Policy applies to all employees, interns, contractors, and consultants associated with the Company, regardless of role, department, or location.
3. GENERAL CONDUCT
Employees are expected to:
· Maintain professionalism, courtesy, and respect towards colleagues, clients, vendors, and stakeholders.
· Perform duties with diligence, honesty, and accountability.
· Abide by Company policies, applicable laws, and contractual obligations.
· Safeguard the Company's confidential information and intellectual property.
4. ANTI-DISCRIMINATION & HARASSMENT
Discrimination, harassment, or abuse based on race, gender, religion, caste, sexual orientation, disability, or any other protected characteristic is strictly prohibited. Employees are encouraged to report any such violations in accordance with the Company’s grievance redressal procedures.
5. ATTENDANCE & PUNCTUALITY
Employees must report to work on time and maintain regular attendance. Repeated or unjustified absences or tardiness may result in disciplinary action.
6. CONFIDENTIALITY & DATA PROTECTION
Employees shall not disclose any confidential information obtained during employment unless expressly authorized. This includes business plans, financial records, customer data, software code, and trade secrets. Breach of confidentiality may result in termination and/or legal action.
7. USE OF COMPANY PROPERTY
Employees must use Company resources (such as email, internet, software, hardware) for official purposes only. Misuse or unauthorized access may result in disciplinary consequences.
8. CONFLICT OF INTEREST
Employees must avoid any personal, financial, or other interests that conflict with the interests of the Company. Any potential conflict must be disclosed to management immediately.
9. ANTI-BRIBERY & CORRUPTION
Employees shall not offer, accept, or solicit bribes, kickbacks, or other improper payments, whether directly or indirectly, for business advantage or personal gain.
10. DISCIPLINARY ACTION
Violation of this Code may result in disciplinary action including warning, suspension, demotion, or termination, depending on the severity and nature of the misconduct. Legal proceedings may be initiated where warranted.
11. AMENDMENT & REVIEW
The Company reserves the right to revise this Policy at any time. Employees will be notified of any material changes, and continued employment implies acceptance of the updated policy.
ACKNOWLEDGEMENT
I, the undersigned, have read, understood, and agree to comply with the Employee Code of Conduct Policy of [Company Name]. I acknowledge that failure to follow this Policy may result in disciplinary action.
Name of Employee: __________________________
Employee ID (if any): ________________________
Signature: _________________________________
Date: _____________________________________

