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Definitions/ Glossary of Terms 

 
 

For the purpose of the Code of Conduct, the following definitions and glossary of terms will apply: 
 
 

 
“All parties” 

 
 

 
“Board of Directors” 

 
Refers to all individuals/ parties covered by the Code of Conduct as stated 

in paragraph 1.2.1 below. 

 

Includes the independent and non-independent non-executive directors, 

executive directors and their alternates. 

 

“Cash equivalents” These include government bonds, bank certificates of deposits, bankers’ 

acceptance, corporate commercial paper and other money market 

instruments. 

 

 
“MD” A person appointed by as the Managing Director by the Board of Directors. 

 
 
 
 

“Chairman” A person appointed by as the Chairman by the Board of Directors. 

 
 
 
 

“Confidential information” This is information which concerns or relates to the trade secrets, 

processes, operations, style of work, or apparatus, or to the production, 

sales, shipment, purchases, transfers, identification of customers, 

inventories, or amount, or source of any income, profits, losses, or 

expenditures of any firm, partnership, corporation, or other organisation, 

or other information of commercial value. 
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“Conflict of interest” This occurs when an individual has several interests and uses his/ her 

official position to exploit, in some way, his or her position for his/ her own 

direct, unique, financial, and personal benefits. 

 

 
“Consultants” Experienced professional(s) who provides expert knowledge for a fee to 

HSIB and works in an advisory capacity only. 

 

 
“Contractors” Independent entity that agrees to furnish HSIB with certain number or 

quantity of goods, material, equipment, personnel, and/ or services that 

meet or exceed stated requirements or specifications, at a mutually 

agreed upon price and within a specified timeframe. 

 
 

“Counterparty” Other party(s) or participant(s) in an agreement, court case, deal, or 

negotiation with HSIB. 

 

 
“Employees” A person employed by HSIB, whether confirmed in a position or on 

probation, or any other person employed on contract, temporary basis or 

secondment or retained or appointed by the company for a fixed or 

indefinite term to perform any function for the company (inclusive of 

interns and apprentices). 

 

 
“Family Members” Refers to spouse, parents, spouse’s parents, children, siblings, and the 

spouse of such children and siblings (biologically and non-biologically). 

 

“Gifts” Cash, cash equivalents, personalised gifts, bonds, commissions, 

negotiable securities, personal loans, travel package, airline tickets, 

usage of vacation property, vouchers, shares, etc. 
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“Insider trading” The illegal practice of trading on the stock exchange to one’s own 

advantage through having access to confidential information. 

 

 
“Management” Refers to any individual/ group/ committee which has a decision-making 

authority on certain issues/ areas. 

 
“Managers” Includes all senior and middle management and anyone who is in a 

supervisory role. 

 
“HSIB/ The Company” Refers to Hup Seng Industries Berhad and Its subsidiaries. 

 

 
“Misconduct” 

 
 

 
“MNPI” 

 

“NGO” 

 
Means a mode of behaviour or conduct of an employee which is 

inconsistent with expressed or implied obligations to the Company. 

 
Refers to materials non-public information. 

Refers to non-government organisation. 

“Sexual Harassment” 

 
 

 
“SOP” 

 

“Whistleblowing” 

Refers to any unwanted conduct of sexual nature having the effect of 

verbal, non-verbal, visual, psychological or physical harassment. 

 
Refers to standard operating procedure. 

 

The disclosure by a person to HSIB or to those in authority of 

mismanagement, corruption, illegality, violation of the Code of Conduct or 

some other wrongdoings. 



                                                                                                                                                                                                                                                                              
Code of Conduct                                                                                                                                                                                                                                                                                                                         

                                                                                                      Hup Seng Industries Berhad 199101015786(226098-P)                                                                                                                                                                                                        
        

7  

 

 

Document Revision History 
 

 
Version Date Document No. Summary of 

Changes 

1 18/11/2020 COCP-V1/2020 Original / Initial document. 



                                                                                                                                                                                                                                                                              
Code of Conduct                                                                                                                                                                                                                                                                                                                         

                                                                                                      Hup Seng Industries Berhad 199101015786(226098-P)                                                                                                                                                                                                        
        

8  

 

1.0 INTRODUCTION 

 
1.1. The Purpose of the Code of Conduct 

 
 

1.1.1. The purpose of the Code of Conduct is to act as a guide to help HSIB’s 

employees and relevant stakeholders adhere to the established ethical 

standards. 

 
 

1.1.2. The Code of Conduct is neither a contract nor a comprehensive manual that 

covers every conceivable situation that may occur. It serves as a guide on 

behavioural expectations of all involved as well as identifies relevant policies, 

procedures, laws and regulations. 

 

 
1.2. Coverage under the Code of Conduct 

 
 

1.2.1. Unless expressly stated otherwise, this Code of Conduct covers the following 

groups of individuals and/ or parties which are in relations with HSIB, namely; 

i. All members of the Board of Directors 
 

ii. All employees 
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1.3. Guiding Principles and Seeking Clarification 

 
1.3.1. The Code of Conduct represents basic guiding principles for all parties to 

follow and live by, in form as well as in spirit and rationale. 

1.3.2. In case of lack of understanding or ambiguity, all parties must seek clarification 

from the Risk Management Division as guardians of the Code of Conduct 

Policy. 

1.3.3. This Code of Conduct will be reviewed once in every three (3) years or as and 

when deemed fit by HSIB’s Management, especially to reflect changes in the 

working environment or to establish new standards. 

 
 

1.4. Responsibility and Accountability 
 

1.4.1. All parties are obliged to ensure their actions abide by the Code of Conduct, 

rules and regulations set by HSIB. 

1.4.2. It is the responsibility of the Board members as well as the Management to 

set the right “Ethical Climate” and for all managers to adopt the said ethical 

climate and lead based on its philosophy. 

1.4.3. In case of known or suspected illegal/ unethical actions that violate the Code 

of Conduct, all parties must refer it to the Management or to the Audit 

Committee via HSIB’s Whistleblowing Policy & Procedures. HSIB expects all 

parties to cooperate fully in the event of an investigation, inquiry, audit or 

litigation relating to the Company. 

1.4.4. All employees are governed by the Code of Conduct as part of the terms and 

conditions of employment and any violation of the policy will lead to 

disciplinary action appropriate to the violation and may even result in 

immediate termination of employment. 
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1.4.5. All parties must always strive to demonstrate conduct and behaviour which 

reflects high ethical values and professionalism at all times, during or outside 

working hours. Hence, all parties are expected to conduct themselves in a 

manner that do not cause any disrepute, embarrassment or discredit to HSIB. 

 
 

1.5. Acknowledgement and Affirmation 

 
1.5.1. Upon joining HSIB, new employees are required to acknowledge in writing 

that they have read and understood the contents of the Code of Conduct, 

Whistleblowing, Integrity and Anti-Corruption policies and SOPs. 

1.5.2. Existing employees are required to acknowledge their understanding and 

compliance of the content of the Code of Conduct, Anti-Fraud, Whistleblowing 

as well as Integrity and Anti- Corruption policies and SOPs on annual basis 

which is a condition of continued employment (refer to Appendix I for the 

Employee Undertaking and Acknowledgement). 

1.5.3. Other external parties may access the Third Party Code of Conduct via 

HSIB’s website and required to sign/ acknowledge the Third Party Declaration 

Form as stated under the Integrity & Anti-Corruption Policy and SOP. 
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2. COMMITMENT TO ETHICS AND INTEGRITY 

 

HSIB expects all parties to maintain the highest ethical standards in everything 

they do which means; 

i. All parties are responsible to make ethical decisions and comply with 

all applicable rules, regulations and laws (e.g. insider trading, fraud, 

corruption, money laundering, workplace safety, etc.). 

ii. Protecting confidentiality and trust is crucial for HSIB hence any breach 

of confidence either through abuse, misuse or carelessness when 

dealing with confidential information is highly unacceptable and 

consequently punishable. It is best to assume all information relating 

to HSIB (business or personal) is confidential, unless clearly stated 

otherwise. 

iii. All parties are required to report any known or suspected violations of 

the Code of Conduct, Whistleblowing, and Integrity & Anti-Corruption 

policies and SOPs, as well as other internal HSIB policies, laws or 

regulations to HSIB and/ or the relevant authority. 

 
 

2.1. Conflicts of Interest 
 

2.1.1. Conflict of interest is a serious matter that may involve either employees or 

Board members, hence each individual must be wary of and avoid. 

2.1.2. In case one finds himself/ herself in a position that could be construed as or 

is an actual conflict of interest, he/ she must declare all facts, including the 

nature, character and extent of the conflict as soon as practicable to; 

i. MD for all HSIB employees. 

 
ii. Chairman of the Board for MD and other members of the Board of 

Directors. 
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MD/ Chairman will advise on the proper next course of action. 

2.1.3. Employees/ Board Members are not allowed to engage (directly or indirectly), 

in any business activity that conflicts with or is prejudicial to the interests of 

HSIB. 

2.1.4. A non-exhaustive list of possible scenarios where an employee may be faced 

with conflict of interests is provided in Appendix II. 

 
 

2.2. Other employment and the conduct of other business within and 

outside working hours 

 
2.2.1. Unless prior consent in writing has been granted by the MD, employees are 

not allowed to engage in the following activities while under the employment 

of HSIB, regardless of whether such activities take place during or outside 

HSIB’s office hours, as such activities may directly or indirectly prejudice the 

interests of HSIB or adversely affect the job performance of the staff 

concerned: 

i. Be directly or indirectly involved in any other external employment, 

whether at executive or non-executive level, whether full-time or part- 

time, with any organisation or entity or on an individual basis or in 

partnership. 

ii. Carry out any part time or full time business activities (e.g. direct selling, 

sale of food, etc.) during office hours. 

iii. Accept reward for any work done for any institution, company, firm or 
an individual. 

iv. Be involved in or own any business entity. 

v. Accept a directorship in any corporation. 

vi. Make use of any of HSIB’s properties or facilities such as equipment or 
entertainment allowance, in order to conduct business, activities or for 
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personal use not related to the staff’s official duties at HSIB. 

 

2.2.2. To obtain such approval, the employee needs to formally request MD’s 

consent in writing by stating nature of business/ employment/ activity in 

question, possible conflict with HSIB or HSIB’s business, timetable, expected 

income and any other information considered as essential to MD’s decision 

making. MD reserves the right to either consent or otherwise to any/ all 

requests without providing any fact or reason. 

 
2.3. Confidentiality & Secrecy 

 
2.3.1. Protecting confidentiality and trust is crucial for HSIB’s business hence any 

breach of confidence either through abuse, misuse or carelessness when 

dealing with confidential information is highly unacceptable and is severely 

punishable. 

2.3.2. Confidential information may be in written, oral or electronic (both voice and 

data) form and may originate from different sources (e.g. technology 

applications, business strategies, customer lists, credit procedures, 

personnel information etc.). It is best to assume all information relating to 

HSIB (business or personal) is confidential, unless clearly stated otherwise. 

2.3.3. All parties must exercise due care in handling information/ data (including the 

safekeeping and/ or destruction thereof), obtained in the course of their 

duties, in particular information/ data which is considered as confidential. 

2.3.4. All parties are bound by any statutory/ legal provision which regulates data/ 

data privacy such as the Personal Data Protection Act 2010. 

 
 

2.4. Misuse of Position or Information 
 

2.4.1. The use of position to obtain preferential treatment, such as in purchasing 

goods or permissible shares/ securities, is strictly prohibited. All parties must 
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always refrain from using HSIB’s name for personal advantage in any way or 

form. 

2.4.2. All parties are also forbidden from using/ abusing any information obtained in 

their official capacity other than the purpose the information was intended for. 

 
 

2.5. Acceptance/ Providing of Gifts, Entertainments and Corporate 
Hospitalities 

 

2.5.1. An employee/ Board member must never (directly or indirectly) ask for, 

accept or receive (whether for his/ her own benefit or otherwise) any 

gratification (tangible or intangible gifts, services, gratuities, monies, 

properties, free passages, travel facilities, entertainment, corporate 

hospitalities or the likes), which are in any way related to the performance of 

his/ her official duties from any party, as part of a reward or consideration for 

the work done. 

2.5.2. Likewise, an employee/ Board member must never provide any gratification 

(tangible or intangible gifts, services, gratuities, monies, properties, free 

passages, travel facilities, entertainment, corporate hospitalities or the likes) 

to the third parties. 

In this regard, all parties are reminded of the various provisions in laws, such 

as those embodied in the Malaysian Anti-Corruption Act 2009 (Amendment 

Act 2018) and the Penal Code, which strictly prohibit corrupt practices. 

2.5.3. Nevertheless, there are certain exceptions in regards to the acceptance/ 

providing of gifts, entertainment and corporate hospitalities from/ to the 

external/ third parties. For the operational details on acceptance/ providing of 

gifts, entertainment and corporate hospitalities from/ to the external/ third 

parties, the employees may refer to the Integrity & Anti-Corruption Policy and 

SOP. 
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2.6. Prevention and Eradication of Sexual Harassment 
 

2.6.1. HSIB will not tolerate any form of sexual harassment involving any/ all parties 

related to the Company either inside or outside HSIB’s premises, during or 

outside working hours and would treat reports of sexual harassment seriously 

and confidentially. 

2.6.2. Any party who files a genuine complaint will be treated fairly and discretely 

and HSIB would not condone/ tolerate any retaliation against those who file 

a complaint. 

2.6.3. Sexual harassment is divided into 2 categories, namely sexual coercion and 
sexual annoyance: 

i. Sexual coercion is sexual harassment that results in some direct 

consequence to the victim’s employment. An example of sexual 

harassment of this coercive kind is where a superior, who has the 

power over salary and promotion, attempts to coerce a subordinate to 

grant sexual favours. If the subordinate agrees to the superior’s sexual 

solicitation, job benefits will follow. Conversely, if the subordinate 

refuses, job benefits are denied. 

ii. Sexual annoyance, is sexually related conduct that is offensive, hostile 

or intimidating to the recipient. The annoying conduct creates a 

bothersome working environment which the recipient has to tolerate in 

order to continue working. 

2.6.4. Hence, sexual harassment in the work place includes any employment 

related sexual harassment occurring outside the work place as a result of 

working responsibilities or working relationships. 

 

2.7. Bankruptcy 
 

2.7.1. An employee who is declared a bankrupt by a court of competent jurisdiction 

shall immediately notify the Anti-Bribery & Anti-Corruption Committee who 
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shall then consult with the MD to decide on an appropriate course of action. 

 

2.8. Involvement in Political Activities 
 

2.8.1. Employees are generally not allowed to be involved or participate in the 

following political activities; 

i. Take an active part in any activities of any political party. 

ii. Engage in canvassing support for any candidate to an office in any 
political party. 

iii. Stand for or accept an office in any political party. 
iv. Contest any election in any State Legislative Assembly or any local 

authority and/ or the Dewan Rakyat or accept an appointment or 

nomination to the Dewan Negara. 

 

2.9. Misconduct 
 

2.9.1. Any violation or infringement of this Code of Conduct, the terms and 

conditions of employment, any legal or statutory laws and any conduct on the 

part of the employee/ Board member which is inconsistent with the faithful 

discharge of his/ her duties towards the company whether committed within 

or outside the premises of the company would be construed as a misconduct. 

The examples set out in Appendix III are some of the possible misconducts. 

It is important to note that the list is not exhaustive. 

2.9.2. Even though in general HSIB considers what an employee/ Board member 

does in his/ her own free time is a private matter, however, where such off 

duty conduct or behaviour have an adverse effect on the relationship between 

the employee/ Board member concerned and HSIB or on HSIB’s business or 

reputation, disciplinary proceedings may be taken by the Company against 

persons involved. 

Examples of off-duty conduct or behaviour, which may attract disciplinary 

proceedings, include but not exhaustive to: 
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i. Conduct or behaviour that results in adverse publicity on the 

employee/ Board member, which may then have detrimental impact 

on HSIB’s standing. 

ii. Friction created between two or more parties which in turn renders 

continued working relationships impossible. 

iii. The relationship of trust and confidence has irretrievably broken down 

between HSIB and the employee/ Board member. 

iv. The employee/ Board member being involved in activities outside of 

work, which could make him/ her unsuitable for continued service 

with HSIB. 

 

2.9.3. It is also important to note that this Code of Conduct is not intended to affect 

or abrogate any existing and independent right of HSIB conferred by law, 

including the enforcement of its contractual right expressly and impliedly 

forming part of the contract of employment with the individual employee/ 

Board member. 
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3.0 DISCIPLINARY ACTION 
 

3.0.1. Disciplinary action may be taken against any party which contravenes this 

Code of Conduct. The severity of punishment will commensurate with the 

misconduct. 

3.0.2. HSIB may issue a public notice of the dismissal/ contract termination of any 

party following the disciplinary action. 

3.0.3. For employees, upon dismissal from the service of the company, he/ she will 

forfeit all claims to any entitlements, leaves or benefits for which he/ she might 

otherwise have been eligible. 

3.0.4. He/ she will also forthwith surrender all documents, records, files, keys, 

vehicles and any other assets belonging to HSIB in his/ her possession and 

shall immediately settle all outstanding liabilities, loans/ financings and other 

obligations with HSIB. 

 

 
4.0 CONCLUSION 

 
This Code of Conduct is a guide for all parties related to HSIB on their 

expected behaviour while serving the company. The Management reserves 

the right to amend the Code of Conduct from time to time as may be deemed 

necessary. 

 

This policy was approved by the Board on 18 November 2020.
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Appendix I – Employee Undertaking and Acknowledgement 
 

 

 
EMPLOYEE UNDERTAKING AND ACKNOWLEDGMENT 

 
 

 
1. I am an employee of Hup Seng Industries Berhad and / or its subsidiaries (“HSIB”). 

 

 
2. I hereby declare that I have read and understood HSIB’s Code of Conduct, Whistleblowing 

and Integrity & Anti-Corruption policies and standard operating procedures and will 

adhere to the aforementioned. 

 
3. AND I further acknowledge that this undertaking will form part of the terms and conditions of 

my employment and/ or contract of service. 

 
 

Signature : 
 

 
Name (in block letters) : 

 

 

Position : 
 

 

Division/ Department : 
 

 

Date : 
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Appendix II – Examples of Potential Conflict of Interests 

 
Conflicts of interest may arise in the following situations: 

1. Financial interests: A director or employee has a financial interest in any entity or 

contract which may place him/ her in a position of conflict with the interest of HSIB. This 

includes contracts or proposed contracts that will or could be funded by HSIB. 

2. Personal relationships and interests: Personal conflicts occur when a director’s or an 

employee’s private relationships or interests interfere with the interests of HSIB. Directors 

and employees must consider carefully whether any activities or relationships, including 

business or volunteer positions outside HSIB could conflict or appear to conflict with 

HSIB’s interests. Even if an activity does not seem to be related to their roles in HSIB, 

they should seek approval from the Chairman and the board (for directors) and from the 

MD (for staff) before engaging in it. 

Directors and employees may not therefore participate in or influence the procedures for 

signing up products or services with companies or people with whom they have an 

economic or family relationship. They may not provide special treatment or working 

conditions or recruit staff on the basis of personal or family relationships. 

3. Corporate opportunities: Directors and employees are not allowed to take on (or to 

direct any other persons to take on) a business opportunity discovered through the use of 

corporate property, information or position in HSIB, unless HSIB has already been offered 

the opportunity and has rejected it. Directors and employees are not allowed to use 

corporate property, information or position for personal gain or to compete with HSIB. 

4. Gifts, entertainment and corporate hospitalities: Employees and third parties engaged 

by HSIB must not accept or offer any personal benefits (including all types of gifts, meals, 

entertainment and corporate hospitalities) likely to conflict with their duties to or from any 

third parties such as customer, supplier, contractor of HSIB etc. Employees should actively, 

but sensitively, discourage customers, suppliers or contractors etc. from offering personal 

benefits in any circumstances. Gifts of cash or cash equivalents may not be provided or 

received under any circumstances. However, HSIB’s policy does allow some gifts, 

entertainment and corporate hospitalities, subject to limitations, approvals, and proper 
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recording as prescribed under the Integrity & Anti-Corruption Policy and SOP. 

 
5. Outside activities: Directors and employees must not allow their activities outside HSIB 

to reflect adversely on HSIB or to suggest a possible conflict of interest. Employees are 

expected to put their job with HSIB ahead of other business opportunities, not-for-profit 

activities or a second job. Directors and employees: 

5.1. May not accept a business opportunity from someone who does or seeks to do 

business with HSIB if the offer is made because of their position in HSIB. 

5.2. May not allow their activities, or the time they spend on them, to interfere with 

job performance. 

5.3. Must be alert to potential conflicts, be proactive in obtaining any necessary 

approvals or clearances and, finally, be aware that they may be required to 

discontinue any activity if a conflict arises. 

5.4. May not act as a personal fiduciary for anyone other than a family member or 

close personal friend (but not if the friendship grew out of an HSIB customer or 

supplier relationship). 

5.5. May not take on a business opportunity that belongs to HSIB. 

5.6. May not engage in a business that competes with HSIB. 

5.7. May not work for or serve as a director, officer of or advisor to a competitor of 
HSIB. 

5.8. May not invest in a competitor of HSIB unless the investment is in a public listed 

company. 
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Appendix III – List of Possible Misconducts (non-exhaustive) 

1. Absenteeism without prior approval and reasonable excuse. 

2. Habitual absenteeism from work without prior permission and reasonable excuse. 

3. Late attendance or habitual late attendance. 

4. Leaving workplace or leaving earlier than the stipulated working hours, without permission. 

5. Malingering at the workplace. 

6. Failure to attend training programmes approved by the Management. 

7. Refusal to wear Staff Identification card provided by the company. 

8. Posting, altering or removing any matter on the bulletin boards posted within the company 

premises without proper authorisation. 

9. Entertaining unauthorised visitors within the company’s premises. 

10. Using the company’s vehicles, equipment or appliances without authorisation. 

11. Trespassing into restricted areas of the company. 

12. Holding meetings unrelated to the affairs of the company within the company’s premises 

without permission. 

13. Indecently dressed within the company’s premises. 

14. Present at the company’s functions and guest areas without proper authorisation. 

15. Present within the company’s premises after working hours without proper justification or 

authorisation. 

16. Failing to observe health, fire and safety rules or failing to report unsafe action of other staff 

members. 

17. Spending too much time on the telephone for personal matters. 

18. Smoking in designated non-smoking areas within the premises of the company. 

19. Insubordination. 

20. Petitioning/ lobbying against the company or issues related to the company, amongst the 

staff members or to the public. 

21. Taking part in any anti-government activities. 

22. Violating and/ or non-compliance to policies and procedures of the company. 

23. Not following standard operating procedures of stipulated work process within the company. 

24. Violating or not conforming to the company’s policy on the use of Internet, electronic mail, 
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facsimile, telephone or of other computer related or telecommunication facilities. 

25. Stealing and/ or act of theft of property belonging to the company, colleagues, management, 

clients, etc. 

26. Abuse of and/ or misuse of the company’s facilities. 

27. Falsifying expense claims, statutory declarations and other forms of declarations and/ or 

information submitted to the company. 

28. Other employment outside the company without prior approval from the company. 

29. Sleeping while on duty. 

30. Accepting bribes. 

31. Soliciting funds from colleagues, clients or the public, as a representative of the company, 

for personal use. 

32. Accepting or allowing any form of entertainment from any persons which could influence the 

performance of his official duties. 

33. In the discharge of work, misusing position in the company or acting in a manner to benefit 

self or any of family members. 

34. Obtaining and/ or attempting to obtain leave with false pretence. 

35. Failure to report on loss or damage of the company's property, systems, equipment or 

materials under the staff member’s custody. 

36. Negligent or reckless in discharging duties. 

 
37. Forging, tampering, defacing or destroying documents belonging to the company. 

38. Interfering and/ or tampering with staff member’s record. 

39. Committing the act of rape and/ or sexual harassment which includes the act of molestation, 

act of outraging the modesty of another staff member and/ or any form of indecent or immoral 

act within the premises of the company. 

40. Gambling within the premises of the company. 

41. Behaving disorderly and/ or in an unruly manner and/ or fighting in the premises of the 

company. 

42. Behaving in a violent or abusive manner to other staff members or occupants in the 

premises of the company. 

43. Instigating ill feelings among staff members towards any other staff member of the company. 

44. Involvement in any form of discrimination or harassment. 
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45. Disrupting the peaceful working environment within the company. 

46. Conducting in such a manner as to bring the company into disrepute or to bring discredit 

thereto or being involved in any conduct or activity considered prejudicial to the standing and 

reputation of the company. 

47. Possessing or distributing pornographic materials in the premises of the company. 

48. Bringing and/ or distributing alcoholic drinks, liquors or prohibited drugs within the premises of 

the company. 

49. Being under the influence of alcohol or drugs within the premises of the company. 

50. Acting in a manner that endangers the life and safety of other staff members and occupants 

within the premises of the company. 

51. Uniformed staff member refusing to wear the uniform provided by the company. 

52. Misusing the position, entitlement, benefits facilities or utilities provided by the company. 

53. Failing or refusing to submit to a search when properly required to do so by the company’s 

authorised security personnel. 

54. Failing to cooperate with investigation officers appointed in the discharge of their duties. 

55. Impeding the company’s investigations in relation to audit or discipline by providing false 

information or withholding important information. 

56. Disclosing information obtained in the course of duties in the company, to unauthorised 

parties, without the authorisation of the company. 

57. Committing unlawful acts or criminal offences under the relevant applicable laws. 

58. Living beyond the staff member’s legitimate means or income. 

59. Engaged in extramarital affairs within the Company’s premise. 

60. Aiding and abetting in any of the misconduct listed above. 

 
 

- END OF POLICY - 


