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BUSINESS ETHICS AND CODE OF CONDUCT

1. OBJECTIVE:

CLR Group (CLR Facility Services Private Limited and its subsidiaries) aims to ensure that all
employees, departments, divisions, vendors, service providers, contractors, and other associated
parties aresfamiliar with the Company’s culture, principles, and philosophy concerning business
operations, official dealings, and social behavior within and outside of office premises.

2. SCOPE:

This Code of Conduct applies to all individuals and entities associated with CLR Group, including but
not limited to employees (permanent, part-time, contractual, and temporary), departments,
divisions, vendors, service providers, contractors, and other stakeholders. The Code applies to
everyone, regardless of gender, age, ethnicity, religion, sexual orientation, disability, or any other
characteristic protected by law.

All personnel and associated parties connected to CLR Group are expected to be aware of, accept,
and adhere to this Code in order to uphold the company's reputation and values. CLR Group is
committed to maintaining high standards of conduct, transparency, and fairness, as outlined in this
Code.

3. ETHICAL CONDUCT:

The success and reputation of CLR Group are founded on principles of fair dealing and ethical
conduct. Maintaining our reputation for integrity and excellence requires strict adherence to all
applicable laws and regulations, as well as the highest standards of conduct and personal integrity.
Employees must exercise good judgment based on high ethical principles and seek guidance from
their supervisor or HR when facing challenging situations. Failure to comply with these standards
may result in disciplinary action, up to and including termination of employment.

3.1.Reporting Ethical Concerns or Violations: Steps and Channels

=z
/(/ 3.1.1. Initial Reporting:

a. Direct Supervisor/Manager: Employees should first report any ethical concerns
or violations to their direct supervisor or manager. This allows for immediate
attention and resolution of the issue at a local level.

a Rt b. HR Department: If the concern involves the direct supervisor or if the employee
\R is uncomfortable reporting to them, the HR department should be the next point
of contact.

3.1.2. Alternative Reporting Channels:

a. Email Reporting: Individuals can submit their concerns securely via email. This
method ensures confidentiality while aljowing for detailed reporting.
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All reports can be sent to legal@clrservices.com , where they will be handled
discreetly and in compliance with company protocols.

b. Compliance Officer: A designated compliance officer is available to handle
ethical concerns and violations. This person can be contacted directly if the
concern is complex or if other reporting channels are not suitable.

3.1.3. Reporting Process:

a. Documentation: Employees should document their concerns with as much
detail as possible, including dates, times, individuals involved, and the nature of
the violation. This documentation helps in investigating the issue effectively.

b. Confidentiality: All reports should be treated with the highest level of
confidentiality. The company shall ensure that the identity of the reporting
employee is protected, and that the information is only shared with those who
need to know to address the concern.

c. Acknowledgment: Upon receiving a report, the company shall acknowledge
receipt to the reporting employee (if their identity is known) and outline the next
steps in the process.

3.1.4. Investigation Process:

a. Initial Review: The complaint shall undergo an initial review to determine its
validity and scope. This review shall involve gathering preliminary information
and assessing whether a formal investigation is warranted.

b. Formal Investigation: If a formal investigation is required, it shall be conducted
impartially and thoroughly by trained investigators. The investigation process
shall include interviews, evidence collection, and analysis of relevant
documentation.

c. Resolution: Once the investigation is complete, the findings shall be reviewed,
and appropriate action shall be taken. This may include corrective measures,
disciplinary actions, or policy changes. The outcome shall be communicated to
the reporting employee, if their identity is known, and any other relevant
parties, while maintaining confidentiality as much as possible.

3.1.5. Follow-Up and Feedback:

a. Follow-Up: After the investigation and resolution, the company shall follow up
with the reporting employee to ensure that the issue has been resolved to their
satisfaction and to address any further concerns.

b. Feedback Mechanism: Employees shall have access to a feedback mechanism
where they can express their thoughts on the reporting process and suggest
improvements. This helps the company refine its procedures and maintain trust
in the system.

CLR Facility Services Pvt. Ltd.
Register Off.: A-1,1st floor, Minar Apt., CTS. No. 124, Plot - 83, Law College Road, Erandwane, Pune - 411004. Phone: +91 - 20 - 25463032
Corporate Off.: Sai Trinity, A-Block, 2nd Floor, S. No. 146/1/28, Pashan-Sus Road, Pune - 411021. Maharashtra, INDIA. Phone: +91 - 20 - 66803600

Website: www.clrservices.com E-mail: info@clrservices.com
CIN No : U74910PN2008PTC168139



_ | Simply Better

Document No. CLR/ECOC J :

Version:1.1; W.E.F. 01.04.2024 / & / '
‘I.. ol J

3.1.6. Protection Against Retaliation:
Retaliation against employees for reporting violations is strictly prohibited and shall be
addressed immediately if it occurs.

4. NATIONAL INTEREST:

CLR Group is committed to contributing to the economic development of the country and will avoid
engaging in any activities that could negatively impact this goal. The Group shall not undertake any
project or activity that is detrimental to the nation's interests or that may adversely affect the social
and cultural fabric of its citizens.

5. USE OF CLR BRAND:

The names and trademarks of CLR Group entities are owned by CLR Facility Services Pvt. Ltd. and are
governed by the relevant manuals, codes, and agreements issued by the Company from time to time.
The use of the CLR Group brand is subject to the CLR Group Brand Equity and Business Promotion
Procedures or Agreements. No third party is permitted to use the CLR Group or CLR brand to further
its own interests without explicit authorization.

6. BRIBERY, GIFTS, AND DONATIONS:

No employee or associated party shall offer or accept any illegal payments, remuneration, gifts,
donations, or similar benefits intended to secure business or gain an unfair competitive advantage.
CLR Group is committed to eliminating bribery, fraud, and corruption in all forms. Any violation of
this policy will result in disciplinary action, up to and including termination of employment, as well
as potential legal action.

7. CONFLICT OF INTEREST:

External parties must not engage in financial or other relationships with CLR Group employees that
create actual or potential conflicts of interest. Business dealings with outside firms should not result
in unusual gains for those firms. This includes, but is not limited to, bribes, product bonuses, special
benefits, unusual price reductions, or other windfalls designed to benefit the employee, the
employer, or both. Promotional plans that could be interpreted to involve unusual gain require
specific executive-level approval.

A conflict of interest arises when an employee is in a position to influence a decision that may result
in a personal gain for that employee or for a relative because of CLR Facility Services Private Limited
and its subsidiaries business dealings. For the purposes of this code of conduct, a relative is any
person who is related by blood or marriage, or whose relationship with the employee is similar to
that of persons who are related by blood or marriage. The existence of such a relationship does not
automatically imply wrongdoing, but employees who are involved in transactions related to
purchases, contracts, or leases must disclose any actual or potential conflict of interest to an officer
of CLR Facility Services Private Limited and its subsidiaries as soon as possible. This allows for
safeguards to be put in place to protect all parties involved.
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Personal gain can occur not only in cases where an employee or their relative holds a significant
ownership stake in a firm doing business with CLR Facility Services Private Limited and its subsidiaries,
but also when they receive any form of kickback, bribe, substantial gift, or special consideration as a
result of such transactions or dealings.

Simply Better

8. REGULATORY COMPLIANCE:

All employees must comply with all applicable laws and regulations, both in letter and in spirit, in
every territory where the company operates. If the ethical and professional standards outlined in
these laws and regulations fall below those established by this Code of Conduct, the higher standards
of the Code shall take precedence.

9. CONFIDENTIALITY OF INFORMATION:

Employees and associated parties must respect and protect the confidentiality of all information
related to CLR Group and third parties. This includes, but is not limited to, patents, intellectual
property rights, trademarks, inventions, and any other proprietary or sensitive information.
Unauthorized disclosure, use, or access to such information is strictly prohibited.

10. DATA PROTECTION & SECURITY:

All data protection and privacy laws must be strictly adhered to, and personal data should only be
processed for the purpose of providing services. Any breach of data security must be reported to IT
and HR immediately. All external parties and CLR Group employees must:

10.1. Comply with all applicable data protection and privacy laws related to the processing of
personal information/data.

10.2. Process personal data solely for the purpose of providing services to customers.

10.3. Maintain reasonable and appropriate physical, administrative, and technical safeguards
designed to protect personal data from loss, misuse, unauthorized access, disclosure, alteration, and
destruction.

11. PROTECTING COMPANY ASSETS & PASSWORD GUARANTEE:

Employees must ensure that company assets are used responsibly and solely for authorized business
purposes. These assets include both tangible items, such as equipment, machinery, systems,
facilities, materials, and resources, as well as intangible assets, such as information technology
systems, proprietary information, intellectual property rights, and relationships with customers and
parties. Employees must avoid causing damage to the company’s property, assets, or human
resources.

To enhance security, employees should:

e Protect all laptops and tools with strong, unique passwords
s Update passwords frequently and avoid sharing or writing them down
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e Report any unusual activity to IT and HR immediately

While working, employees will handle tools, information, or networks protected by passwords.
Employees must ensure the protection of these passwords and prevent any misuse or breaches
related to these tools.

12. MAINTAINING PERSONAL & PROFESSIONAL INTEGRITY:

All employees must uphold both personal and professional integrity in their work and in transactions
related to CLR Group, including those involving customers, employees, and business partners.
Employees must ensure that the terms of all contracts and business agreements are stated clearly
and unambiguously to all clients and vendors.

13. INTELLECTUAL PROPERTY:

All individuals and entities associated with CLR Group must ensure that their supply network respects and
protects the intellectual property rights of others. They must take reasonable steps to ensure that their
vendors, service providers, and themselves safeguard sensitive and confidential information.

If any violation of CLR Group’s intellectual property rights occurs, employees must immediately notify CLR
Group and fully cooperate in all proceedings initiated by the Company against the infringement.

No party associated with CLR Group may register any intellectual property of CLR Group in their own name
or use CLR Group’s intellectual property for any unauthorized purposes. Upon request by CLR Group or at
the end of a supply relationship, the party must return all sensitive and confidential information to CLR
Group and certify, in a format acceptable to the Company, that all such information has been satisfactorily
returned or destroyed.

14. NON-DISCRIMINATION AND EQUAL OPPORTUNITY

CLR Group is committed to being an equal opportunity employer. Employee policies and practices
will be administered fairly, ensuring that all employees are treated with dignity and respect, free
from harassment or discrimination. This commitment applies regardless of race, color, religion, sex,
national origin, sexual orientation, age, disability, or marital status.

15. OCCUPATIONAL HEALTH & SAFETY:

CLR Group is committed to protecting employees from workplace hazards, including chemical,
biological, and physical risks. We will provide and maintain appropriate controls, personal protective
equipment, and safe work procedures to ensure a safe working environment. Employees are
required to adhere to all safety protocols to effectively mitigate health and safety risks.

16. SEXUAL HARASSMENT PREVENTION:

CLR Group is committed to maintaining a safe and respectful working environment for all employees.
We strictly enforce compliance with sexual harassment prevention laws and take any violations
seriously. Any confirmed instance of sexual harassment will result in immediate disciplinary action,
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up to and including termination of employment.
17. CONSTANT DELIVERY EXCELLENCE:

All CLR Group employees must strive to deliver exceptional service to customers by applying their
professional skills and expertise. Employees are expected to respond promptly and effectively to all
queries and responsibilities, maintaining high standards of excellence in every aspect of their work.

18. DUAL EMPLOYMENT:

Employees are required to refrain from engaging in any other employment, consulting, or business
activities (whether full-time or part-time) that could create a conflict of interest with the Company’s
business or impair their ability to perform their duties with CLR Group, unless they have obtained
prior written consent from the Company. If an employee is found to have outside employment that
conflicts with CLR Group’s interests, management may require the employee to terminate the
outside employment to continue their association with the Company.

19. PROHIBITION OF CHILD & INVOLUNTARY LABOUR:

CLR Group is committed to ensuring that child labor is not used in any aspect of its operations. For
the purposes of this policy, a child is defined as an individual who is either younger than 14 years old
or younger than the minimum age specified by applicable law, whichever is higher.

Additionally, CLR Group strictly prohibits the use of forced or involuntary labor in any form. This
includes, but is not limited to, forced labor, indentured labor, involuntary prison labor, or any other
type of coerced employment.

20. ADHERENCE TO POLICIES:

All CLR Group employees must fully and willingly adhere to the company’s policies and processes at
all times. Employees are responsible for taking due care to ensure a safe, secure, and comfortable
work environment for themselves, their colleagues, and all business associates.

21. CONFIDENTIALITY ON COMPENSATION DETAILS:

Employees of CLR Group are prohibited from disclosing their own compensation package or
discussing the compensation of any other employees with others. Any failure to adhere to this policy
may result in severe consequences, including termination of employment.

22. RESPONSIBILITY TOWARDS TEAM:

All CLR Group employees are expected to set a positive example through their innovation, work
discipline, sustained high performance, problem-solving initiatives, and thought leadership.
Employees should share their professional knowledge and experience with colleagues to enhance
their skills and remain open to learning from others. Public accusations or criticisms of other
employees at any level within CLR Facility Services Private Limited and its subsidiaries should be
avoided. Any issues should be addressed privately with those involved or with a supervisor for
resolution.
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Additionally, employees planning to leave CLR Group must not directly or indirectly hire, solicit, or
encourage other employees to leave CLR Facility Services Private Limited and its subsidiaries.

23. REPORTING VIOLATION:

All CLR Group employees must promptly report any actual or potential violations of the Code, as well as
any events that could impact the business or reputation of the Group, to Management.

24. EMERGENCY PREPAREDNESS:

Each Head of Department (HOD) is responsible for developing an emergency preparedness plan to ensure
the safety of employees and the continuity of operations during emergencies. The plan should detail
specific roles, responsibilities, and procedures tailored to the unique needs and functions of each
department. This approach will facilitate coordinated efforts and minimize disruptions to the
organization’s operations.

25. WHISTLEBLOWER POLICY:

Employees and associated parties of CLR Group are encouraged to report any violations of the Code of
Conduct or misconduct to Corporate HR or through the Whistleblower Policy. All reports will be handled
confidentially, and retaliation against whistleblowers is strictly prohibited.

26. NON-COMPLIANCE & DISCIPLINARY ACTION:

To maintain orderly operations and a safe work environment, CLR Group expects all employees to adhere
to the rules of conduct. Disciplinary action may range from a verbal warning to termination of
employment, depending on the severity of the violation. Some infractions may warrant immediate
suspension or termination without progressive discipline.

While it is not possible to list all forms of unacceptable behavior, the following exam‘plg_s-.-_rf}?:ﬁ‘lﬁesult in

disciplinary action, up to and including termination of employment: C DR
G AT @A
o Theft or inappropriate removal or possession of property "' *' " ¢ gz TS n WAER
¢ Falsification of timekeeping records SRV e T
e Working under the influence of alcohol or illegal drugs rmf\
e Fighting or threatening violence in the workplace ‘\?Q\ '

e Negligence or improper conduct leading to damage of employer-owned or customer-owned
property

e Insubordination or other disrespectful conduct

e Violation of safety or health rules

e Sexual or other unlawful or unwelcome harassment

e Possession of dangerous or unauthorized materials, such as explosives or firearms, in the
workplace

e Unauthorized use of telephones, mail systems, or other employer-owned equipment

e Unauthorized disclosure of business secrets or confidential information

e Outside employment, including accepting another position without prior notification and written
approval from the HR department

e Unsatisfactory performance or conduct

Disciplinary action may involve any of the following steps, depending on the severity of the issue and the
number of occurrences:
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First Offense: Verbal warning

Second Offense: Written warning

Third Offense: Suspension

Fourth Offense: Termination of employment

PLONPE

CLR Group reserves the right to take immediate suspension or termination actions for serious issues
without following the usual progressive discipline steps.

PREPARED BY REVIEWED & APPROVED BY

SUJIT PADHY SANTOSH SUVARNA

SR. MANAGER- CORPORATE HR DIRECTOR
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