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CODE OF CONDUCT POLICY
Policy No.: BLT-HR-COC-001
Effective Date: [DD/MM/YYYY]

1. Professional Conduct
1. Treat all colleagues, clients, vendors, and visitors with courtesy and respect.
1. Maintain professional decorum in workplace communications (verbal, written, digital).
1. Report to work on time and maintain regular attendance as per policy.
1. Dress appropriately per the company Dress Code Policy.

2. Conflict of Interest
1. Employees must disclose any financial or personal interest that may conflict with company interests.
1. No employee shall hold employment, directorship, or consultancy with a competitor without prior written approval.
1. No personal transactions involving company clients or vendors that could benefit the employee personally.

3. Confidentiality & Data Protection
1. Never share company data, source code, client lists, trade secrets, or proprietary information with unauthorized parties.
1. Access only data and systems that are required for your role.
1. Report any suspected data breach or unauthorized access immediately to IT/management.
1. Confidentiality obligations survive termination of employment.

4. Use of Company Resources
1. Company systems (computers, phones, internet) are for official use. Limited personal use permitted within reason.
1. No installation of unauthorized software. All software must be licensed and approved by IT.
1. Company assets must not be removed from premises without authorization.
1. Company vehicles/equipment must be used only for official purposes.

5. Anti-Bribery & Corruption
1. No employee shall offer, accept, or solicit bribes, kickbacks, or any form of improper payments.
1. Gifts received from vendors or clients must be disclosed if exceeding INR 1,000 in value.
1. All business decisions must be made in the best interest of the company.

6. Social Media & Public Communication
1. Employees must not post confidential company information on social media platforms.
1. Public statements on behalf of the company require prior authorization from management.
1. Personal social media use must not harm the company's reputation or brand.

7. Workplace Safety
1. Report any unsafe conditions or accidents to HR/management immediately.
1. Workplace violence, threats, or aggressive behavior are strictly prohibited.
1. No possession of weapons on company premises.

8. Violations & Consequences
Violations of this Code of Conduct may result in disciplinary action, including verbal/written warnings, suspension, or termination, depending on the severity and frequency of the violation.
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