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Code of Conduct Policy 
 
Xtreme Graphics Ltd (‘XG Group’) maintains certain policies to guide its employees with respect to 
standards of conduct expected in areas where improper activities could damage the company's 
reputation and otherwise result in serious adverse consequences to the company and to employees 
involved. The purpose of this policy is to affirm, in a comprehensive statement, required standards of 
conduct and practices with respect to certain types of payments and political contributions 
 
Supporting policies 
A number of the principles in this Code are supported by more detailed policies to guide employees. For 
example, Healthy and safe working environment principle is supported by the Health and Safety policy. 
All employees are required to comply with Xtreme Graphics Ltd policies. 

 
Our Business  

 
Bribery and Other Corrupt Behaviour 
The Company has a strict anti-bribery and corruption policy in line with the Bribery Act (2010). A 
bribe is defined as: giving someone a financial or other advantage to encourage that person to 
perform their functions or activities improperly or to reward that person for having already 
done so.   
If an employee bribes (or attempts to bribe) another person, intending either to obtain or retain 
business for the company, or to obtain or retain an advantage in the conduct of the company's 
business this will be considered gross misconduct. Similarly accepting or allowing another 
person to accept a bribe will be considered gross misconduct. In these circumstances, the 
employee will be subject to formal investigation under the Company’s disciplinary procedures, 
and disciplinary action up to and including dismissal may be applied. 

Gifts and Hospitality 
Employees shall not be influenced by receiving favours nor shall they try to improperly 
influence others by providing favours. Employees may only offer or accept reasonable 
meals and symbolic gifts which are appropriate under the circumstances, and they shall 
not accept or offer gifts, meals, or entertainment if such behaviour could create the 
impression of improperly influencing the respective business relationship.  
No employee shall offer to or accept from any third-party gifts taking the form of any of 
the following, whatever the value involved: – money – loans – kickbacks – similar 
monetary advantages 
 
Customers and Suppliers 
XG Group’s reputation and the loyalty of our customers depends upon the quality and 
value of our products and the service we deliver. The integrity of our dealings with 
customers and suppliers is therefore critical to our long-term success. 

We will pay our suppliers and contractors in accordance with agreed terms. 
We expect our suppliers and contractors to adhere to this code or adopt similar ethical 
standards.  
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Sustainability 
We believe that developing a sustainable business is not only the best way to help look after our 
environment, but also contributes to delivering a successful and ethical company.  
Our environmental impact is relatively small, but we all still have a responsibility to look after it. 
For our clients and candidates, this can be an important issue as an increasing number seek to 
do business only with companies who have a clear understanding of their impact, and have 
policies in place to try and reduce their impact. 

• Waste management: 
Elimination or reduction of waste by practices such as modifying production, improved 
maintenance, materials substitution, conservation, recycling and re-use of materials.  

• Energy and water reduction:  
Reduction of the consumption of water, electricity, gas, oil and other fuels through 
improved employee awareness, investment in energy/water saving equipment, 
improvement in production efficiency, use of rainwater and recycled water etc.  

• Hazardous Substances:  
Safe handling, movement, storage, use, recycling or reuse and disposal of hazardous 
chemicals and other materials. 

Company Assets and Confidential Information 
All company assets, whether physical or intangible, must only be used for legitimate and 
authorised business purposes. Theft, misuse, and carelessness have a direct impact on the 
company’s profitability. 
 
Physical Property and IT Resources 
XG Group provides tools, products and equipment for carrying out our work which should never 
be used for personal use or profit. The company also gives access to IT resources, such as PCs, 
laptops, mobile phones, e-mail and the internet for business purposes. Limited and occasional 
personal use of company IT resources is permitted, provided it does not interfere with colleague 
productivity or performance of his or her duties, or adversely impact the reputation of the 
company. 
 
Intellectual Property and Confidential Information 
The obligation of all colleagues to protect the company’s assets includes its intellectual 
property, such as trade secrets, patents, trademarks and copyright material, including customer 
lists and operating manuals as well as other business and marketing material, ideas, designs, 
databases, records or any unpublished financial data and reports. A considerable proportion of 
the value of the group is represented by intellectual property rights and all colleagues have a 
responsibility to protect these important assets. Colleagues must not use the company’s 
confidential information in an inappropriate manner, either for personal gain or to provide an 
unfair advantage to a third party. All non-public information about the company is confidential 
information and should be kept secure and not be discussed with or disclosed in any way to any 
external parties. This confidential information includes details of customers and suppliers, the 
way the company operates its services, and how the company’s products are manufactured or 
purchased. In the case of required disclosure of information to third parties, such as advisers 
and business partners, there must be contractual arrangements in place containing clear rules 
on the nondisclosure of information. 
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Our People 
 

Healthy and Safe working environment 
XG Group will provide a safe and healthy working environment and will not compromise the 
health and safety of any individual. 
Our aim is to create an accident-free workspace and we are committed to continuous 
improvement in health and safety performance throughout our operations. 
The Company has high standards of care for the safety of our people, products and operations 
and for the environment in which our people work. 

 
 Environment 

The Company will run efficient operations that minimise waste and reduce any negative effect 
on its business activities on the environment. We will promote sustainable development. 
We will prevent, or otherwise minimise any harmful effects of its operations on the natural 
environment. We will continually look for ways to reduce the environmental impact of our 
operations and products. 
We encourage all employees to conduct their work with regard to the highest environmental 
practices and minimise the waste of natural resources. 

 
Equal Opportunities 
XG Group welcome and value a diverse and inclusive culture, and recognises the different 
backgrounds and experiences of all its employees. The Company is therefore committed to 
providing equal opportunities in employment, with all job applicants and members of the 
company receiving equal treatment in all aspects of their employment (including recruitment 
and promotion), regardless of age, colour, nationality, religion, disability, sex, sexual orientation, 
pregnancy, martial or family status, and any other category protected by laws. The Company 
expects that all its employees treat each other with courtesy, dignity and respect. 
 
Child/Forced Labour 
XG Group does not employ any person below the age of eighteen years at the workplace. The 
Company prohibits the use of child labour and forced or compulsory labour at all its units. No 
employee is made to work against his/her will or work as bonded/forced labour, or subject to 
corporal punishment or coercion of any type related to work. Employees have the right to 
freedom of movement and accordingly their movements will not be unreasonable or 
unnecessarily restricted. 
 
Harassment-free workplace 
XG Group is committed to ensuring that all employees enjoy a workplace that is free from 
discrimination, harassment and victimisation, which the company considers unlawful and 
unacceptable behaviour, and will not be tolerated under any circumstances. All employees have 
a personal responsibility to behave in a manner which is not, nor likely to be perceived as, 
offensive to others. Our goal is excellence in the workplace and an environment that supports 
honesty, integrity, respect, trust and responsibility. 
 
Drugs and alcohol 
XG Group is a drug-free workplace. While at work and attending business-related activities in 
any location employees are strictly prohibited from using or being under the influence of alcohol 
or illegal drugs. From time to time the company may organise events where alcohol is served. 
Employees are always expected to drink responsibly at these events. 
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Gambling 
Gambling activities must not be conducted on business premises, discretion may be used in 
relation to small raffles for charitable purposes, national lotter syndicates and occasional 
sweepstakes etc. 
 
Grievance Handling 
We take the welfare of our employees, officers and directors very seriously and will investigate 
all claims of harassment. 
The human resources department has the responsibility of determining the appropriate course 
of action and will take the decisions and actions it deems necessary in each case. Investigations 
will be kept confidential to the extent possible. 

 
Freedom of Association 
The Company respects the right of all employees to join an association to represent their 
interests as employees, to organize and to bargain collectively or individually. The Company 
shall respect the recognized unions. An employee’s right to refrain from joining a union is 
equally respected. The Company shall notify employees’ representatives and relevant 
government authorities, of major changes in our operations as required by law. 
 
Hours of Work 
Hours in excess of contracted standard hours (overtime) must be offered fairly and contracted 
voluntarily. Workers must be able to refuse to work overtime without any form of penalty. 
Workers who refuse overtime must not be denied the opportunity to work overtime in the 
future.  
Working hours, excluding overtime, shall be defined by contract, and shall not exceed 48 hours 
per week. All overtime shall be voluntary. Overtime shall be used responsibly, considering all of 
the following: the extent, frequency and hours worked by individual workers and the workforce 
as a whole. It shall not be used to replace regular employment. 
 
Training and Development 
The Company will provide employees with opportunities to enhance their skills and capabilities, 
helping them to develop fulfilling careers and to maximise their contribution to our business. 
 

This Policy will be subject to regular review and will also be reviewed in the following circumstances: 

• Where new legislation is published or existing legislation is updated. 

• Where new guidance is published or existing guidance is updated.  

• Research, monitoring or auditing suggests that a review may be required. 
 
Signature 
 
Warren Verwey 
Managing Director 
June 2017 
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Xtreme Graphics Ltd 
Tel: 01280 707 180 
Email: …..hr?...... 


