6. NASHUA LIMPOPO CODE OF CONDUCT POLICY
Integrity and professionalism

All employees are obligated to ensure that their personal behavior and conduct whilst representing Nashua Limpopo is at all times professional and lawful according to the reputation of Nashua Limpopo. Behavior should not cause embarrassment or reflect negatively on Nashua Limpopo in a way that can bring the reputation of Nashua Limpopo into disrepute or cause a loss of public confidence in its work.

Nashua Limpopo expect staff to be punctual and honorable in dealing with the company and market place by being on time and present Nashua as a company and brand leader and also as an employer of high caliber staff.

All employees of Nashua Limpopo are required to perform their duties to the highest standard and conduct their daily duties with honesty, integrity and pride. Employees should seek to excel in providing service to customers (directly and indirectly).

Employees are to ensure that there is no real or apparent conflict of interest between their private activities and their official duties.
Fair and courteous behavior

All employees have the right to be treated fairly and with respect, spoken to politely by colleagues without discrimination or harassment based on race, colour, religion, gender, age, sexuality, disability, marital status or any other protected class on practices relating to employment. Private life and commitments outside work should be respected. Views of employees should be listened to and considered.
Sexual Harassment

Nashua Limpopo is committed to maintain a professional work environment for all employees and disapproves of any form of sexual harassment. Employees who believe they have been exposed to or witnessed sexual harassment should report such incidents to their managers or HR immediately. This will be dealt with accordingly. 
Safety

The safety of employees, co-workers or other persons on company premises, or other locations where Nashua employees are present and fulfilling their work-related duties, should be considered at all times. Staff should adhere to safety regulations according to safety policies. 

Alcohol & illegal substances

All employees are expected to be fit and able to perform their respective duties when reporting for work. The usage, possession, manufacture, dispensing or distribution of alcohol or illegal substances by a Nashua Limpopo employee is strictly prohibited. The company will not tolerate the abuse of legal/illegal drugs on company premises during normal working hours. Any employee found under the influence of alcohol or illegal substances during working hours will be disciplined accordingly. 

Nashua Limpopo retains the right to search through company property as well as an employee’s person/personal possessions, at ANY time. Employees using prescribed medication, who find that this medication impairs their ability to work, should seek medical help from their physician. 
Outside employment

Nashua Limpopo regards itself as the primary employer of it employees. Employees are expected to be devoted exclusively to Nashua Limpopo and be available to perform their assigned full-time duties and commitments during normal working hours or otherwise, if necessary. An employee who accepts or contemplates employment outside of Nashua should consider the impact this would have to fulfilling their duties and responsibilities to the company. The use of Company resources, i.e., equipment, manpower, supplies, facilities, etc., by an employee for another organization, whether that employee receives compensation from that organization or not, or for personal use, is strictly prohibited.

This policy is effective from 01 January 2011 until further notice.
I have read and been informed about the content, requirements, and expectations of the code of conduct for employees at Nashua Limpopo. I have received a copy of the policy and agree to abide by the policy guidelines as a condition of my employment and my continuing employment at Nashua Limpopo. 
I understand that if I have questions, at any time, regarding the code of conduct policy, I will consult with my immediate manager or the Human Resources Administrator.
Please read the code of conduct policy carefully to ensure that you understand the policy before signing this document.




------------------------------------
Employee signature



----------------------------------
Employee Name (Please print)



---------------------------------
Date


