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1. Purpose

[bookmark: _Toc208298307]The purpose of this policy is to establish a comprehensive framework that guides employees in maintaining ethical conduct, ensuring legal compliance, and fostering a respectful and responsible workplace environment. It aims to protect the company's reputation, support lawful business practices, and encourage a culture of integrity and accountability. Scope

This policy applies to all employees, contractors, and representatives of Namlog, regardless of their role or location. It covers all activities related to employment, including interactions with clients, suppliers, colleagues, and the community, both during and outside of working hours if such activities impact the company.
2. [bookmark: _Toc208298308]Introduction

This policy establishes broad guidelines outlining the ethical standards and expected behaviours of employees in relation to their duties and responsibilities. It aims to promote integrity, compliance, and professionalism within Namlog. This policy should be read in conjunction with the Namlog Group Gifts and Hospitality Policy.
3. [bookmark: _Toc208298309]Legal Compliance

Employees must adhere to all applicable laws, regulations, and statutory requirements relevant to their roles. Violations, whether illegal acts or unethical business conduct, will result in disciplinary action, up to and including dismissal, and may involve criminal prosecution where appropriate.
4. [bookmark: _Toc208298310]Law and Morality

Employees are expected to conduct themselves in a manner that upholds the company's reputation. All interactions and behaviours should align with moral and ethical standards, ensuring they are respectful and do not offend or harm any community, group, or individual, including colleagues.
5. [bookmark: _Toc208298311]Relationships with Clients, Customers, and Suppliers

Employees must maintain professional relationships built on integrity and transparency. Conflicts of interest—whether real or perceived—must be avoided. Accepting bribes, inducements, or other corrupt benefits is strictly prohibited. Gifts, entertainment, or travel should be offered or received solely for fostering genuine relationships that benefit the company, in accordance with the Namlog Group Gifts and Hospitality Policy.
6. [bookmark: _Toc208298312]Conflict of Interests

Employees must avoid situations where personal interests conflict with those of the company. This includes:
· Not engaging in or holding financial interests in competing businesses or vendors without prior written approval.
· Declaring any personal or family business interests that may influence or be affected by their employment.
· Disclosing all potential conflicts in writing to the Managing Director.
· Ensuring that neither the employee nor immediate family members have material interests in competitors or suppliers that could create conflicts.

Failure to disclose conflicts may be deemed dishonest and could jeopardize employment.
7. [bookmark: _Toc208298313]Confidential Information

Employees must treat all proprietary and confidential information—including trade secrets, technical data, customer lists, marketing strategies, financial data, and other sensitive information—with strict confidentiality. Such information must only be accessed and used for authorized purposes during employment and remain confidential indefinitely, even after employment ends. Unauthorized disclosure or use of this information is prohibited.
8. [bookmark: _Toc208298314]Media and Public Relations

Employees must exercise discretion when engaging with the media. All media communications or statements related to the company require prior approval from the Managing Director.
9. [bookmark: _Toc208298315]Workplace Harmony and Conduct

Respect for diversity in political beliefs, race, religion, language, and culture is essential. Employees should conduct themselves professionally and sensitively, fostering a harmonious work environment. The promotion of personal ideologies within the workplace is inappropriate. Political donations using company resources are strictly forbidden.

10. [bookmark: _Toc208298316]Employment Equity

Namlog is committed to fair employment practices, ensuring equal opportunity in hiring, treatment, and promotion, within the limits of available resources and operational needs.
11. [bookmark: _Toc208298317]Social and Environmental Responsibility

The company is dedicated to conducting its operations responsibly, including providing safe working conditions, conserving natural resources, minimizing pollution, and reducing waste.
12. [bookmark: _Toc208298318]Family Members in Employment

Employment of immediate family members or spouses within the same or linked businesses is discouraged. Final decisions in this regard rest with the Chief Executive.
13. [bookmark: _Toc208298319]Use of Company Resources

Company resources—including labour, equipment, and facilities—are to be used solely for authorized business purposes. Private use is prohibited unless expressly approved by the Chief Executive. Employees must not influence suppliers to provide services privately or for personal benefit.
14. [bookmark: _Toc208298320]Information Systems and Data Security
Employees must:

· Refrain from installing unauthorized or pirated software.
· Use licensed software in accordance with license agreements.
· Not copy, transmit, or take proprietary company data or information without authorization.
· Avoid tampering, damaging, or introducing viruses into company systems.
· Use internet and network access solely for authorized business purposes, following IT policies.

15. [bookmark: _Toc208298321]Copyright and Intellectual Property

All inventions, designs, research, and works created during employment that relate to the company's business are the company's intellectual property. Employees must disclose and, if required, assign rights to the company. This includes software, documents, and any creative work.
16. [bookmark: _Toc208298322]Employee Conduct and Responsibility

Employees are expected to uphold the highest standards of integrity, professionalism, and respect in all interactions, including dealings with colleagues, clients, and external parties.
17. [bookmark: _Toc208298323]Policy Review and Acknowledgment

This policy will be reviewed periodically to ensure relevance and effectiveness. Employees are required to acknowledge understanding and compliance with these guidelines.
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