CODE OF CONDUCT FOR EMPLOYEES

Date of Implementation of policy January 30, 2012

Last Amended date November 06, 2017




DILIP BUILDCON LIMITED
NFRASTRUCTURE & BEYOND

BUSINESS CONDUCT RULES / CODE OF CONDUCT

Overview: This Business Conduct Rules / Code of Conduct Policy is designed to build a
culture that will embrace and sustain values of the Company. This Policy comprises clause
1 to 19 as follows:

Clause No. | Content Page
1 Welcome 2
2 Definitions 2
3 Employment at Will 2
4 Trial / Probationary Period 2
5 Office Procedure 3-4
6 Standard Conduct 4-5
7 Employee Exit 6
8 Conflict of Interest 6-7
9 Equal Employment Opportunity 7
10 Harassment Policy 7-8
11 Reporting Procedure 8-9
12 Customer / Client Relations 9
13 Safety 9
14 Security 9-10
15 Confidentiality Policy 10
16 Company Property / Intellectual Property 10-11
17 Dress Code 11
18 Final Paycheck 1
19 Retirement 11
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Clause 1 : WELCOME

1.1

1.2

INTRODUCTION We Welcome You at Dilip Buildcon Limited having its corporate registered
office at Plot No. 5, Behind Govind Narayan Singh Gate, Chuna Bhatti, Kolar Road, Bhopal
(MP).

APPLICABILITY: This ‘Business Conduct Rules / Code of Conduct’ are applicable to the
employee(s) of Dilip Buildcon Limited and its group/subsidiary company (ies) (hereinafter
referred as ‘company’).

If you are ever in doubt as to your work assignment, i.e., how to do it, when to do it, or what
to do, please ask your HoD/Reporting Manger/Supervisor or Project Manager. It is their job to
give you assistance, information, instruction and advice.

Below is the Governing Rules & Regulations of the Company and the management reserves
the right to modify or amend the same from time to time. Please read these rules carefully.
Failure to follow these rules may result in disciplinary action ranging from an oral warning to
immediate discharge, depending on the seriousness of the offense.

Clause 2 DEFINITIONS:

2.1

Employees are classified as:

2.1.1 Permanent Employees - “Permanent Employee” means an employee whose
appointment has been confirmed in writing by the management.

2.1.2 Probationers - “Probation “means an employee who is provisionally employed to fill a
permanent vacancy and who has not completed his probation period.

2.1.3 Temporary Employees - “Temporary employee “means an employee who has been
appointed for a position, which is of a temporary nature.

2.1.4 Trainees/Apprentices - “Trainee or Apprentice” means a person who is undergoing
his/her vocational training and who may or may not be given an allowance/stipend
during the period of his/her training or apprenticeship.

2.2 Client is defined as: Any Legal entity wish to hire the services of company.
Clause 3: EMPLOYMENT AT WILL:

YOU ARE AN AT-WILL EMPLOYEE. THIS MEANS THAT YOU MAY LEAVE COMPANY AT ANY TIME
AND THAT YOUR EMPLOYMENT MAY BE TERMINATED BY COMPANY AT ANY TIME. THESE
WORK RULES ARE GUIDELINES ONLY AND DO NOT CREATE A CONTRACT OF EMPLOYMENT.
NO ONE IS AUTHORIZED TO PROVIDE ANY ONE TO THE SOURCE EMPLOYEE OF COMPANY
WITH AN EMPLOYMENT CONTRACT OR SPECIAL ARRANGEMENT UNLESS IT IS IN WRITING
AND SIGNED BY THE PRESIDENT/DIRECTOR OF COMPANY.

Clause 4: TRIAL/PROBATIONARY PERIOD:

As per the letter of appointment, the first six months (up to) of employment shall be considered a
trial or probationary period. The purpose of the trial or probationary period is for you to become
familiar with the duties of your new position and for your Supervisor to determine whether you are
meeting the expectations of your new position.
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Clause 5 : OFFICE PROCEDURE

5.1 Working Hours & Weekly Off: The normal working hours for employees shall be eight hours
every day depending upon the routine shifts as applicable for Project locations. All Sundays
shall be observed as weekly offs for Head Office. However, for Project locations, weekly off will
be observed in accordance to the routine shifts.

5.2Lunch Break: Designated break times are assigned for you to have your meals and take
breaks in areas designated by company. Except in designated areas, eating are prohibited
while working at site(s).

The lunch break of the employees shall not exceed more than 30 minutes duration.

5.3 Paid Holidays / Leaves: The paid holidays / leaves shall be governed as per the Company
Policy. This shall be announced at the beginning of each calendar year.

5.4 Absence: Employees are expected to be at work each day as per schedule. In case of
sickness or an emergency, the immediate superior should be notified within two hours of the
start of the work day, in accordance with the leave rules.

5.4.1 Irregular attendance or tardiness will not be tolerated and may result in termination:

5.4.2 Employees who will be late or absent from work must inform their Supervisor at least
two (2) hours prior to normal starting time

5.4.3 During your absence, you must call your Supervisor each day until you are able to
return to work. Voluntary resignation (no show/no call) applies to employees that fail
to report to work and fail to notify their Supervisor of their absence for two (2)
consecutive days.

5.4.4 Where timekeeping devices are used, employees must personally punch in and out.
Only handwritten entries are not acceptable- under no circumstances should employees
leave the assigned work area early without express permission from a Supervisor.

5.5Change of address and telephone: An employee shall inform in writing his immediate
superior/HOD and the HR departments any change in his/her residential address or
telephone number within two weeks of the change.

5.6_Attendance: All employees shall report at their respective workplace at the time fixed and
notified by the management. An employee reporting late shall be governed by the business
rules as may be in force from time to time:

5.6.1 All employees shall report for duty on all working days on time.
5.6.2 On arrival employees at all level shall mark their attendance through Bio-metric device
as implemented by the Company.

5.6.3 All employees, prior to proceedings on tour /leave should fill in the requisite form(s)
and submit to the HR department, after getting it approved by the immediate superior,
to enable the attendance to be regularized.
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5.6.4 In the event of an employee being late for more than three occasions in a month,

his/her %2 day’s leave shall be deducted.

5.6.5 No employee after making his/her attendance should leave the office without

permission or sanction of his/her immediate superior unless the nature of his/her job
requires him/her to do so.

5.6.6 Your Supervisor must always be notified if you cannot come to work. You are required

to be at your appointed work place and ready to begin work at the appointed starting
time. Irregular attendance or tardiness will not be tolerated and may result in
termination:

5.6.7 Employees who will be late or absent from work must inform their Supervisor at least

two (2) hours prior to normal starting time

5.6.8 During your absence, you must call your Supervisor each day until you are able to

return to work. Voluntary resignation (no show/no call) applies to employees that fail
to report to work and fail to notify their Supervisor of their absence for two (2)
consecutive days.

5.6.9 Employees will only be paid for time worked. Where timekeeping devices are used,

employees must personally punch in and out. Handwritten entries are not acceptable-
under no circumstances should employees leave the assigned work area early without
express permission from a Supervisor.

5.7 OQut-Door duty: While going out of the office on official work, employee shall plan their travel

as per the Travel Policy / as per requirement and submit approved tour authorization to the HR
department on or before proceeding.

Clause 6: STANDARD CONDUCT:

6.1

6.2

Employees are expected to conduct themselves on the job in a manner that contributes to
operating effectiveness, productivity, safety and a harmonious work environment. If
employees do not meet the company’s expectations of performance and/or conduct,
corrective action, up to and including termination may be taken. It is within management’s
discretion to determine what measure would be appropriate under each circumstance. This
is without prejudice to the rights provided under the law.

All employees are strongly encouraged to distinguish between business and personal
interests. For instance, company material, equipment, facilities, etc., should not be
misused for personal purposes. Any activity that jeopardizes the good working relations
between the Company, its employees, suppliers or customers is prohibited. The following
acts and omissions on part of an employee shall amount to “misconduct” in accordance
with the standing model orders/or otherwise, including but not limited to:

6.2.1 Fighting, horseplay, boisterous conduct, and verbally or physically threatening or
intimidating other individuals.

6.2.2 Falsification of application, time cards and Company records

6.2.3 False reporting to the financial and accounting records, improper payments /
transactions and related matters.
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6.2.4 Dishonesty, fraud, theft, destruction or damaging of Company and/or client
property.

6.2.5 Failure or refusal to perform work assigned or to comply with proper instructions
given by a Supervisor or others in authority

6.2.6 Deliberate misconduct such as defacing or damaging client/company’s property

6.2.7 Use of loud, abusive, profane or obscene language or racial epithets while at work
directed to any fellow employee, supervisor, office personnel or client or anyone in
person or on the telephone.

6.2.8 Sleeping on the job.

6.2.9 Going on an illegal strike or abetting, aiding/instigating or acting in furtherance
thereof.

6.2.10 Willful slowing down in performance of work.

6.2.11 Engaging in trade within the premises of the establishment.
6.2.12 Act subversive of discipline.

6.2.13 False claims/declarations (on non-compensation heads)
6.2.14 Misuse of power/authority for personal gains.

6.2.15 Taking out any property/document of outside the premises without prior approval
of the immediate superior

6.2.16 Using office telephone for personal usage

6.2.17 Reading material that is not related to your job assignment, using cell phones or
portable CD players/radios during working hours

6.2.18 Gambling, selling goods, or solicitation of any kind

6.2.19 Use or possession of alcoholic beverages or illegal substances; any employee
arriving to work under the influence of alcohol or an illegal substance will not be
permitted to work.

6.2.20 Possession of weapons, explosives or firearms

6.2.21 Willful insubordination or disobedience. Leaving your assigned work site, building or
work area without a Supervisor’'s permission. Employees should avoid actions,
which damage the reputation of the company.

6.2.22 Removing Company /client supplies, equipment or material, including items found
in garbage. An employee is required to be conscious of time and cost issues and
ensure no misuse of the same.
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6.3 Whenever an employee is invited by external agencies/education institutions/professional
bodies, etc., to deliver lectures /make presentations, etc., he should first take approval by
making a written request to the HR Department, through his immediate superior.

Clause 7:

7.1 TERM

EMPLOYEE EXIT:

INATION/SEPARATION: Upon termination / separation of your employment, you (or

your legal heirs as the case may be) will complete the exit formalities and shall immediately
return to the Company, any and all documents, manuals, documented confidential information
(without making any copies thereof and/ or extracts therefrom), Kkits and other property
belonging to the Company that may be entrusted to and/ or placed in your possession by
virtue of and/ or during the course of your employment with the Company. You (or your legal
heirs as the case may be) shall also deliver to the Company immediately all notes, analyses,
summaries and working papers relating thereto. Prior to leaving the Company, you will also

ensure

that all your outgoing/ pending activities are successfully completed and properly

handed over to the satisfaction of your reporting manager.

7.2 For misconduct committed by an employee, the Company may inflict any of the following
punishments:

7.2.1
7.2.2
7.2.3
7.2.4

Clause 8:

Warning
Discharge
Dismissal
Termination

CONFLICT OF INTEREST: Conflict of Interest “Conflict Of Interest” is defined as
“when an individual’s personal economic interest conflict with the interests of his
company”. The use of one’s position to obtain personal gain or advantage for oneself,
members of one’s family or friends may result in a “Conflict of Interest” if the
Company ‘s reputation and good name is jeopardized in any way, even though there
may be no immediate or apparent financial loss to the Company.

8.1 In order for employees to be free to act in the best interests of the Company,
they or members of their immediate families should not engage in any activity
or have any outside interest which might conflict with the company’s interest in
any way, be harmful or publicity detrimental to the Company of their loyalty in
carrying out its policies and satisfactory performance of their duties. A conflict
of interest is deemed to exist where:

8.1.1 An employee’s holds an outside position, which effects the performance
of his/her work for the company.

8.1.2 An employee is an employee of or consultant to any public or private
concern which is a competitor, a supplier or a dealer of the Company.
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8.1.3 An employee or a member of his/her immediate family acquire an
interest in a firm which to his/her knowledge, the company is
investigating or with which the company is carrying on or contemplating
negotiations for merger, consolidations, acquisition or joint venture.

8.1.4 An employee or a member of his/her immediate family deals in the
Company’s stock based information gained in the course of performance
of the employee’s duties and not available to the public or otherwise
misuses information available to or gained by the employee through
his/her employment.

All employees should consider and handle the documents as company’s
property and these should not be released to outside people or organization
without express permission of the Management.

Company employees must use good judgment and maintain a high degree of
honesty and integrity when dealing with suppliers, customers and vendors. All
bids and quotations submitted to company must be evaluated on the basis of
quality, service, reliability and price, along with the financial stability of the
suppliers of company.

Clause 9: EQUAL EMPLOYMENT OPPORTUNITY (EEO) POLICY:

9.1

9.2

9.3

Company’s policy has been, and shall continue to be, to provide equal
employment opportunity to all applicants regardless of race, color, religion, sex,
national origin, age, veteran status, disability, or any other classification
protected by law.

This policy is in accord with laws of India and affirms the Company’s
commitment to equal employment opportunity with respect to recruitment,
selection, terms and conditions of employment, training, transfer, promotion
and all personnel actions.

Violation of the Company’s Equal Employment Opportunity policy, including
discriminatory statements or acts and harassment of any kind based on sex,
age, race, national origin, religion, sexual orientation, marital status, gender
identity and expression, or any other purported differentiation is strictly
prohibited.

Clause 10: HARASSMENT POLICY:

10.1 PURPOSE: To establish a policy prohibiting harassment on the basis of any protected
classification (such as gender, race, national origin, religion etc.) and to provide
employees with a vehicle to report prohibited harassment on the part of co-workers,
supervisors, client, customers or any other individual that they may encounter in the
workplace.

10.1.1 Physical Harassment includes hitting, pushing, or other aggressive physical

contact or threats of physical harm that are either implicit or explicit
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10.1.2 Verbal Harassment includes derogatory or vulgar comments or the
distribution of written or graphic material regarding a person’s sex, religion,
age, ethnic heritage, physical appearance, or threatening physical harm, or the
distribution of written or graphic material having such effects.

10.2 SCOPE: The policy covers to all employees of company and protects them from

harassment by co-workers, supervisors or any other individuals that they may
encounter in the work place. Harassment includes, but is not limited to:

10.2.1 Misconduct which creates a hostile work environment because of an employee’s
race, color, sex, religion, national origin, physical or mental disability, age, or
sexual orientation

10.2.2 Reassignment by management to undesirable work or management refusing to
acknowledge an employee who has reported a harassment violation because
the employee has complained about harassment

10.2.3 Posting or showing of photographs, calendars, cartoons or other literature,
which may be considered derogatory, including any and all computer based
inappropriate materials of an offensive nature

10.2.4 Discussion or telling of “dirty” jokes or jokes with sexual connotation regarding
an employee’s anatomy

10.2.5 Any other conduct that MIGHT be considered offensive by a group of
employees or an individual, and/or which creates a hostile work environment
Sexual Harassment consists of unwelcome sexual advances, requests for
sexual favors or other verbal of physical acts of a sexual or sex-biased nature
where:

10.2.6 Submission to such conduct is explicitly or implicitly a condition of employment
(explicit shall mean, “definite, clearly stated,” and implicit shall mean
“implied”).

10.2.7 Submission to or rejection of such conduct is used as the basis for employment
decisions.

10.2.8 Such behavior has the purpose or effect of “unreasonably” interfering with an
individual’s performance on the job or creating an intimidating, hostile, or
offensive work environment.

Clause 11 : REPORTING PROCEDURE:

11.1

Anyone who feels that he/she has been subjected to conduct which violates this policy
should immediately reports the matter to his/her immediate Supervisor, Human
Resources Manager. If you are unsure whom to raise an issue of harassment with, or, if
you have not received a satisfactory response within five (5) business days after
reporting any incident that you perceive to be harassment, please immediately contact
the Corporate Human Resources Department at Plot No. 5, Behind Govind Narayan
Singh Gate, Chuna Bhatti, Kolar Road, Bhopal (MP).
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11.2 Violation of this harassment policy will result in disciplinary action, up to and including
discharge. In addition, company will not allow any form of retaliation against individuals
who report unwelcome conduct to management or who cooperate in the investigation of
such reports in accordance with this policy.

Clause 12 : CUSTOMER/CLIENT RELATIONS:

12.1

12.2

Employees are prohibited from providing or entering into an agreement with any
client/customer of company to provide any personal services in competition with the
company.

Employees must immediately report any breakage, damage, or unusual circumstances
while on the client’s property to their Supervisor.

Clause 13: SAFETY:

13.1

13.2

13.3

13.4

13.5

It is the responsibility of all employees to exhibit safe working practices and utilize any
safety equipment that the Company may use or require.

All injuries, no matter how slight, must be immediately reported to your Supervisor.

Any unsafe condition, unsafe practice or hazard should be immediately reported to
your Supervisor.

Employees shall not make unauthorized repairs to equipment.

Employees must wear all safety equipment supplied by company.

Clause 14: SECURITY:

14.1

14.2

14.3

14.4

14.5

14.6

14.7

14.8

Employees are expected to follow all security programs that are implemented by either
the client and/or company.

Visitors and off-duty employees are not allowed in the work area/site without
Supervisor approval

All entrance doors should be locked while personnel are inside cleaning. All entrance
doors should be locked and lights turned off when a cleaning person leaves an area

All bags, packages, handbags, coats or other outerwear are subject to a search when
entering or exiting sites.

On certain sites, your personal vehicle driven to work may be searched

No personal belongings should be left at work place. Company is not responsible for
the loss of personal property

Unless specifically authorized, no Company property or client property may be
removed from the building/site.

Employees should not unlock any doors for anyone unless instructed by their
Supervisor.
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Any keys issued to an employee shall be safeguarded, and the loss of any keys must
be immediately reported to the employee’s Supervisor. Where required, keys must be
turned in to your Supervisor at the conclusion of your shift.

Clause 15: CONFIDENTIALITY POLICY

15.1

15.2

15.3

15.4

15.5

Company considers it vital that employees understand that certain Company
information and all customer information is CONFIDENTIAL. Most client require that
Company promise that any information obtained from the client or seen while working
on a client’s site will be treated by Company as private, confidential information and
will not be disclosed to anyone.

You shall not, except as authorized or required by your obligations in terms hereof,
reveal to any person or entity any of the trade secrets, secret or confidential
information, information contained in any manuals or dealings or any information
concerning the organization, business, finances, transactions, or affairs of the company
and/or its affiliates/associates/group companies (‘confidential information’), which may
come to your knowledge and/or be imparted to you by the company during his/her
employment hereunder. You shall hold in strict confidence, all such confidential
information. This restriction shall survive termination of your employment with the
company without limit in point of time but shall cease to apply to information or
knowledge which may come into the public domain without any of fault on your part.

You shall not during the term of your employment or at any time thereafter, use or
permit to be used, any information, notes or memoranda relating to the business
and/or transactions of the company and/or and/or its affiliates/associates/group
companies which may come to your knowledge and/or possession by virtue of his
employment with the company for any purpose other than for the benefit of the
company.

You acknowledge that the breach of any of the provisions of the clause 15 hereof will
cause irreparable loss and harm to the company which can’t be reasonably or
adequately compensated by damages in an action at law, and accordingly, the
company will be entitled, to injunctive and other equitable relief to prevent or cure any
breach or threatened breach hereof, but no action for any such relief shall be deemed
to waive the rights of the company to an action for damages. Violation of Company’s
Confidentiality Policy will result in disciplinary action up to and including discharge.

You are required to report to your Supervisor, any employee you know who is
inappropriately discussing, passing or using company’s information learned or obtained
from company.

Clause 16: COMPANY PROPERTY/INTELLACTUAL PROPERTY:

16.1

16.2

You will be responsible for the safe custody of all documents, manuals and kits and
other property belonging to the company that may be entrusted to and/or placed in
your possession by virtue of and/or during the course of your employment with the
company.

All keys, identification cards, and any other property issued to you by the Company
must be returned to Company upon termination.
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The work product generated by you while performing the services during the term of
your employment, including all electronic data, papers, worksheets, logs, records
reports, documents training material and other materials developed and prepared by
you, shall be the sole and exclusive property of the company. Without limiting the
generality of the forgoing, the company will own all intellectual property rights in any
work, invention, discovery, improvement or design, which you make or conceive:

16.3.1 While employed by the company and in connection with the business of the
company or its affiliates/associates/group companies.

16.3.2 By using the resources, facilities or confidential information of the company or
its affiliates/associates/group companies.

For the purposes of this clause, intellectual property rights include, but are not limited
to, rights in relation to or arising from patents, design registrations, trademarks and
copyright. You undertake to execute necessary documents and do all such acts, at the
request of the company that may be required to give effect to this provision. You shall
return to the company such materials upon the termination of your employment or at
the request of the company at any time during the term of your employment.

Clause 17: DRESS CODE:

17.1

17.2

17.3

Employees must wear their uniforms at locations where uniforms are required. You
should be well groomed (No long/unkempt hair) and expected to look neat and
presentable while on the job. Neatly ironed clothes are expected.

Shorts (except if part of the Company uniform), halter-tops, clothes that expose the
midriff, low-cut tops, miniskirts, or similar clothing items are not acceptable at
Company locations or at client sites

Employees are required to wear closed-toe polished leather shoes/sandals for their
own protection. Sandals, flipflops, slippers, torn tennis shoes, open toe and high heel
shoes are prohibited.

Clause 18: FINAL PAYCHECK:

18.1 Terminated employees will make arrangements with their site Supervisor to receive their
final paycheck at the job site or it will be mailed to the address last recorded in the
employee records.

18.2 Final paychecks will not be distributed at the Corporate office

Clause 19 : RETIREMENT:

You shall retire on the attainment of 60 years unless specially required by the Company in
writing to continue in service beyond this age. Your employment shall stand terminated on the
date of your retirement for which no notice shall be required.
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I hereby certify that I have read the *‘Business Conduct Rules / Code of Conduct’ (or have
had it read to me) of Dilip Buidlcon Limited and its group/subsidiary company (ies) (hereinafter
referred as ‘company’) which I understood and agree to comply with it & other regulations and
policies thereof.

This certification is in compliance to the ‘Business Conduct Rules / Code of Conduct’ and I
confirm the followings:

i

As a condition of employment, I agree to abide by all rules, regulations and policies as
frame or to be framed by the Company from time to time.

I agree that, during my employment with Dilip Buildcon Ltd., I will not engage myself in
any outside business and/or within the Company (DBL) by engagement of my relatives /
friends / family members. I further assure that I shall not be in direct and/or indirect
supervision as employee or contractor / vendor of my relatives / friends / family members
in contravention to the 'Conflict of Interest’ rules of Business conduct Rules / Code of
Conduct. In case of any such circumstances, I shall keep the Company updated in the
prescribed “Relationship Declaration Form”.

As a condition of my employment, I agree that I shall not violate the Business Conduct
Rules and regulations / Code of Conduct.

As a condition of my employment, I shall immediately report/disclose in all respects to the
management where others (employee) violate the Business Conduct Rules and
Regulations / Code of Conduct.

At such time that I leave the employment of the Company, I agree to return all the
property of company (e.g., keys, identification cards, access card, documents, uniforms,
laptop, mobile phones, pen drives etc.) to my immediate Reporting Manager / Supervisor
or Project Manager.

I agree to settle all the dues with the organization on separation/exit/termination, if any
arises but are not limited to the misuses of Assets of the Company and/or its client’s
against my full & final settlement of accounts.

Name of the Employee

Business Unit/Project

Employee Code

Signature

Place

Regd. Office :

7= | Plot No.5, Inside Govind Narayan Singh Gate,
g -+ | Chuna Bhatti, Kolar Road, Bhopal - 462 016 (M.P)
b > | Ph.:0755-4029999, Fax : 0755-4029998

MASTORION

CIN No. L45201MP2006PLC018689  ISO 9001:2008 E-mail : db@dilipbuildcon.co.in, Website : www.dilipbuildcon.co.in
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Regd. Office :

Plot No. 5, Inside Govind Narayan Singh Gate,

Chuna Bhatti, Kolar Road, Bhopal - 462 016 (M.P)

Ph. : 0755-4029999, Fax : 0755-4029998

CIN No. L45201MP2006PLC018689  ISO 9001:2008 E-mail : db@dilipbuildcon.co.in, Website : www.dilipbuildcon.co.in




