
UNIVERSAL PRECISION SCREWS EMPLOYEE MANUAL  
REV. 02, 20TH Mar 2023

PAGE 8 OF 97 
 

 
Annexure-B © Universal Precision Screws, Rohtak 

Policy No. 1 - Code of Conduct 

Introduction 

This Code of Conduct is statement of Core Operating 
Principles and Values and has been designed to establish clear 
guidelines for our daily business conduct and ethical behavior. 
This code of conduct is applicable for all the employees 
working for the company . 

Why the Code of Conduct? 

This Code adopted by the Management of the company 
applies to all the employees. The purpose of this Code is to 
provide guidance to all the employees on the standards of 
behavior expected of them in performing their duties and 
undertaking business on behalf of the and expected of them 
during their association with the company. 

Responsibility 

Every Employee will receive a copy of this Code at the time 
of joining the organization and will be required to confirm 
their acceptance to adhere to the principles enumerated in 
this Code.  

Every Employee shall be responsible for: 

Reading, understanding, and following the Code. 

Completing all required training(s) related to the Code 
and other company policies and procedures in a timely 
manner. 

Being familiar with the important legal and ethical issues 
that affect the respective  jobs, work, or 
performance. 

Ensuring compliance with all applicable laws, regulations, 
and company policies and procedures. 

Acting with integrity and responsibility and in a manner 
that protects  reputation and interest, 
even where no specific law or policy is violated. 

Reporting known or suspected misconduct to 
appropriate channels as soon as we become aware of it. 

Company Commitment 

Corporate social and environmental responsibility policy 
statements affirming Employees commitment to compliance 
and continual improvement, endorsed by executive 
management, and posted in the facility in the local language.  

Compliance with laws and regulations 

Employees should conduct business as responsible persons, 
and must comply with all applicable governmental laws, rules,  
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and regulations. Employees must acquire appropriate 
knowledge of the legal requirements relating to their duties 
/ work / business sufficient to enable them to recognize 
potential non-compliances/ dangers, and to know when to 
seek advice from their Legal Officer. 

Freedom of Association and Collective Bargaining 

All Employees shall respect the right of all workers to form 
and join trade unions of their own choosing, to bargain 
collectively, and to engage in peaceful assembly as well as 
respect the right of workers to refrain from such activities. 
The company will not interfere directly or indirectly with and 
will not finance a trade union. The company will not dominate 
or interfere with the formation or administration of any trade 
union or contribute support, either financial or human 
resources. Where legally required, the company will permit 
the democratic election of worker representatives. Employees 
shall openly communicate and share ideas and concerns with 
management regarding working conditions and management 
practices without fear of discrimination, reprisal, intimidation, 
or harassment. The company will provide meeting area & 
material only. 

Competition and Fair Dealing 

All Employees are obligated to deal fairly with fellow 
employees and with the customers, suppliers, competitors and 
other third parties engaging / dealing with the company. They 
should not take unfair advantage of anyone through 
manipulation, concealment, or abuse of privileged information 
/ position, misrepresentation, or any other unfair-dealing 
practice. 

Freedom of movement and access of liberties 

All Employees can freely move to access the basic liberties 
like drinking, eating, toilets, canteen, and other processes. 
But supervisor permission required to go in restricted areas 
and hazardous areas as defined on shopfloor. 

Avoid Conflicts of Interest 

All Employees are expected to act in the best interests of the 
company while discharging their duties and are required to 
avoid situations where their personal interest conflicts or 
appear to conflict with their ability to take decisions in the 
best interests of the company. A conflict may arise in the 
following common scenarios: 

a) Personal investments 

Employees are required to not hold any financial 
relationship or interests in the entities in which the 
company directly or through its subsidiaries, Associates, 
or fellow subsidiaries invests. 

b) Outside employment

All Employees are prohibited from holding or entering 
employment or any similar commercial / financial 
opportunities outside the company during the tenure of 
employment with the company. 
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c) Related parties 

All Employees should avoid entering business 
relationships on behalf of the company with a related 
party, or with a business in which a related party is 
associated in any significant role. 

Anti-Bribery, Corruption, Extortion and Embezzlement 

Employees shall not offer or provide an undue monetary or 
other advantage to any person or persons, including public 
officials, customers or employees or consultants or any other 
third party dealing with company, in violation of laws and the 

 

Avoiding Gifts and Hospitality 

No Employee shall accept any gift / hospitality from anyone 
having direct or indirect interest with the business of company 
beyond the limit as prescribed in the Anti-Bribery and Anti-
Corruption policy and/ or without prior necessary approval of 
the Compliance Officer. 

Professionalism, Whistleblower, Discrimination and 
Harassment 

committed to provide a work environment that is open, 
mutually supportive, and free of inappropriate behavior of all 
kinds and harassment on account of age, physical disability, 
marital status, race, religion, caste, sex, sexual orientation, or 
gender identity and are expected to demonstrate high 
professional behavior. Employees can report their issues as 
per defined policy or anonymously. 

Health and Safety in the workplace 

All Employees should exercise high standards of safety, 
hygiene, and housekeeping. The Employees must comply with 

them from time to time and should bring to the 
Management's attention any workplace safety or health 
hazard. 

Intellectual Property  

Intellectual property rights are to be respected, transfer of 
technology and know-how is to be done in a manner that 
protects intellectual property rights, and customer and 
supplier information is to be safeguarded. 

Privacy  

All Employees shall be committed to protecting the 
reasonable privacy expectations of personal information of 
everyone they do business with, including suppliers, 
customers, and employees. All Employees shall comply with 
privacy and information security laws and regulatory 
requirements when personal information is collected, stored, 
processed, transmitted, and shared. 
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Protection of Identity and Non-Retaliation 

Programs that ensure the confidentiality, anonymity, and 
protection of supplier and employee whistleblowers (Any 
person who makes a disclosure about improper conduct by an 
employee or officer of a company, or by a public official or 
official body.) are to be maintained, unless prohibited by law. 
Participants should have a communication process for their 
personnel to be able to raise any concerns without fear of 
retaliation. 

Responsible Sourcing of Minerals 

All Employees shall adopt a policy and exercise due diligence 
on the source and chain of custody of the tantalum, tin, 
tungsten, and gold in the products they manufacture to 
reasonably assure that they are sourced in a way consistent 
with the Organization for Economic Co-operation and 
Development (OECD) Guidance for Responsible Supply Chains 
of Minerals from Conflict-Affected and High-Risk Areas or an 
equivalent and recognized due diligence framework. 

Political Activities 

All Employees are prohibited from directly or indirectly 
utilizing any company resources for personal political activities 
including, but not limited to, funds, facilities or other property, 

authorized by relevant company policies or procedures. 

Anti-money laundering and Anti-terrorism 

No Employee shall knowingly engage in or aid or abet any 
other person to engage in following prohibited transactions: 

Any financial transaction that promotes or results from 
criminal activity. 
The receipt, use, diversion, or concealment of the 
proceeds of any criminal activity. 
Any arrangement that would result in a violation of this 
Code or the Anti-Corruption Policy by any employee. 

Misuse of Company Assets 

All Employees are responsible for protecting and taking 
necessary steps to prevent the theft or misuse of, or damage 
to company's assets  and property. 

Organization Records and Communications 

All employees are responsible for accounting and 
recordkeeping must fully disclose and record, maintain, and 
report business documentation, all assets, liabilities, including 
but not limited to financial accounts, quality reports, time 
records, expense reports, resumes and submissions to 
company, the customer, or regulatory authorities. 

 

 
 all kinds of physical assets, movable, immovable, and tangible property, corporate information, and intellectual property such as 

inventions, copyrights, patents, trademarks, and technology. 
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Employees must not make or engage in any false record or 
communication of any kind, whether internal or external, 
including but not limited to: 

 False expense, attendance, production, financial, or 
similar reports and statements. 

 False advertising, deceptive marketing practices, or other 
misleading representations 

Counterfeit Parts 

All employees involved in the purchasing of goods are 
responsible for Counterfeit, Fraudulent and Suspect Items, 
and advised that all goods must be purchased from the 
approved and authorized suppliers / vendors. 

Trade Control and Economic Sanctions 

All employees are responsible for complying with all the laws 
and regulations applicable to trade control and economic 
sanctions. 

All employees are expected: 

 To consult compliance if you have any doubt, suspicion, 
or indication that a (potential or actual) counterparty is 
under any sanction or has a link with a sanctioned 
country, entity or individual. 

 To consult the list of high-risk countries before entering 
any new business with a customer, supplier, or other 
business partner to identify whether the counterparty is 
established in or has a link with a high-risk country and 
to reach out to Compliance in case of questions. 

Not to engage in any business, make any sales, 
exports, or purchases, or make any investments for 
the benefit of any supplier, customer or other 
business partner who is established in or has a link 
with a high-risk country, without prior approval from 
Compliance. 

Note : Trade control and economic sanctions can vary in 
Scope. 

Non-Disclosure of Company Information & Trade 
Secrets 

 Employees should not disclose trade secrets and 
information relating to product, process, customers, 
suppliers, services, opportunities, positions, job posting, 
company / facility promotion, commercial advertising, 
press releases, website, irrespective of whether a Non-
Disclosure Agreement has been signed or not with that 
customer or third party.  

Employees should not disclose information about the 
movement of senior officials within or outside the group 
companies and exercise a disciplined approach to 
info  

 1) The most comprehensive economic, trade and financial 
sanctions may prohibit exports or imports of goods, technology, or 
services to or from sanctioned countries. 
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within the organization. One should seek only that much 

Similarly, while providing information, one should provide 
only the relevant information and not superfluous 
information. 

 Employees should avoid using personal e-mail ids for 
official mail and official e-mail ids for personal mail. 

 Employees should not disclose any information to the 
press or other media. In case any query is received from 
the press or any outside agency, the employee should 
politely request them to contact the concerned person 
or Marketing or Sales employees. 

 Employees should not disclose any company record as 
accurate and complete record keeping is essential to the 
successful operation of our company, as well as to our 
ability to meet our legal and regulatory obligations. Each 
employee has a responsibility to be accurate, complete, 
and honest in what he/she reports and record to meet 
regulatory requirements, as well as in all internal and 
external documents of our company, including 
accounting records, timecards, expense reports, invoices, 
payroll records, safety records, business records, 
performance evaluations etc. Employees can disclose any 
information in accordance with Law / Prevailing industry 
practice. 

 

We stand committed to complying with all the requirements 
as the received Code of Conduct from the external party. 

Supervision & Monitoring 

We stand committed to evaluating and approving the 
truthfulness and appropriateness of collected data through 
layered screening before taking any decision on that basis and 
sharing with Stake holders. Internal Audit will ensure that the 
Policy is monitored and audited annually for effectiveness. 

Reporting of Violations 

Any violation of the Integrity Policy must be reported to the 
relevant authority. 

Level  1 Level  2 Level  3 Level - 4 
Immediate 
Supervisor 

HRD QMS Head 
Top 

Management 

Threats or retaliation and hiding the policy violation leads to 
violation of COC itself. 
If any employee voluntarily declares its violation to the 
relevant authority, actions might not be taken. 

Violation of the COC may lead to 

1) Show cause notice for explanation  Twice max. 
2) Suspension from Duties: 

(a) A workman may be suspended for a period not 
exceeding four days at a time or dismissed without 
notice with his due payments if he is found to be 
guilty of misconduct.  
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(b) The following acts and omissions shall be treated 
as misconduct.  
(I) willful in subordination or disobedience, 

whether alone or in combination with 
others, to any lawful and reasonable order 
of a superior,  

(II) theft, fraud, or dishonesty in connection 
 

(III) willful damage to or loss of empl
goods or property,  

(IV) taking or giving bribes or any illegal 
gratification,  

(V) habitual absence without leaves or absence 
without leave for more than 10 days,  

(VI) habitual late attendance,  
(VII) habitual breach of any law applicable to the 

establishment,  
(VIII) riotous or disorderly behaviors during 

working hours at the establishment or any 
act subversive of discipline,  

(IX) habitual negligence or neglect of work,  
3) Legal action 
4) Termination of Job 
5) Legal action and Termination of job 

(b) 
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