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We are committed to the safe, moral and ethical 
standards and practices of our business. We strive 
towards the continued development and improvement of 
a workplace where these standards are at the forefront 
of our business.

TWEDDLE GROUP CORPORATE 
RESPONSIBILITY POLICY
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Tweddle Group (“Company”) employees will maintain the highest 
ethical standards in the conduct of Company affairs. Intent of this 
policy is that each employee will conduct the Company’s business 
with integrity and comply with all applicable laws in a manner that 
excludes considerations of personal advantage or gain.

PURPOSE
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CONFLICTS OF INTEREST
Employees should avoid any situation which involves or 
may involve a conflict between their personal interest and 
the interest of the Company. As in all other facets of 
their duties, employees dealing with customers, suppliers, 
contractors, competitors or any person doing or seeking to 
do business with the Company are to act in the best interest 
of the Company. Each employee shall make prompt and 
full disclosure in writing to their manager of any potential 
situation which may involve a conflict of interest.

1. Ownership by employee or  
 by a member of their family  
 of a significant interest in  
 any outside enterprise  
 which does or seeks to  
 do business with or is a  
 competitor of the company.

2. Serving as a director,   
 officer, partner, consultant,  
 or in a managerial or   
 technical capacity with  
 an outside enterprise which  
 does or is seeking to do
 business with or is a   
 competitor of the company. 

3. Acting as a broker, finder,  
 go-between or otherwise  
 for the benefit of a third  
 party in transactions   
 involving or potentially  
 involving the Company or  
 its interests.

4. Any other arrangements or  
 circumstances, including  
 family or other personal  
 relationships, which might  
 dissuade the employee from  
 acting in the best interest of  
 the Company.

SUCH CONFLICTS INCLUDE:
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CONFIDENTIAL INFORMATION

COMPLIANCE

The revelation or use of any confidential product information, 
data on decisions, plans, or any other information which 
might be contrary to the interest of the Company without 
prior authorization, is prohibited. The misuse, unauthorized 
access to, or mishandling of confidential information, 
particularly personnel information, is strictly prohibited 
and will subject an employee to disciplinary action up to 
and including immediate discharge.

Any violation of this policy will subject the employee to 
disciplinary action or immediate discharge. Any Company 
employee having knowledge of any violation of the policy 
shall promptly report such violation to the appropriate 
level of management.
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ANTI-RETALIATION
Retaliation against any individual who raises an issue in 
good faith regarding a possible violation of the Code 
will not be tolerated. Anyone who retaliates against such 
an individual will be subject to disciplinary action up to 
and including discharge. No individual may be demoted, 
terminated, suspended, threatened, harassed, coerced 
or intimidated as a result of reporting, in good faith, 
unethical behavior or participation in an investigation of 
a matter reported under the Code. In order to ensure that 
Tweddle Group remains free of retaliation, if you feel you 
or anyone you know is being potentially retaliated against 
in any way for reporting a violation or participating in an 
investigation, please speak up.
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ANTI-CORRUPTION/BRIBERY
It is the policy of Tweddle Group to prohibit bribery and 
other corrupt conduct in any form. Bribery and kickbacks 
involving government officials, customers, suppliers and 
other counterparties in the commercial marketplace are 
specifically prohibited. 

Accordingly, neither Tweddle Group nor any Company 
Representative may, directly or indirectly, offer, promise, 
pay, give or authorize any financial or other advantage, or 
anything else of value, to any other person or organization, 
with the intent to exert improper influence over the recipient, 
induce the recipient to violate his or her duties, secure 
an improper advantage for Tweddle Group or improperly 
reward the recipient for past conduct. 

No person subject to this policy will suffer adverse 
consequences for refusing to offer, promise, pay, give or 
authorize any such benefit, advantage or reward, even if 
this results in the loss of business to Tweddle Group. 

In addition, no Tweddle Group director, officer, employee, 
agent or other representative may request, agree to receive, 
or accept anything of value from any other person as an 
inducement or reward for violating his or her duties to 
Tweddle Group or in exchange for an improper benefit. 

1. Offering or paying bribes for  
 continued or future contracts  
 to customers or suppliers.

2. Threatening to cancel   
 or remove current or  
 future business based on  
 any non-contractual or  
 illegal grounds.

3. Blackmail or extortion of  
 any kind.

EXAMPLES INCLUDE:
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PROTECTING OF  
INTELLECTUAL PROPERTY

1.  Protecting our Company’s information is the 
responsibility of every employee and we all share a 
common interest in making sure it is not improperly 
or accidentally disclosed. Do not discuss the 
Company’s confidential business with anyone who 
does not work for us.

2.  All telephone calls regarding a current or former 
employee’s position/compensation with our Company 
must be forwarded to Human Resources.

3.  The Company’s address shall not be used for the 
receipt of personal mail.

PROTECTING COMPANY INFORMATION
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PROTECTING OF  
INTELLECTUAL PROPERTY

1. As a user of the network, you may be allowed to  
 access other networks (and/or the computer systems  
 attached to those networks). 

  Therefore:

  a. Use of systems and/or networks in attempts  
   to gain unauthorized access to remote   
   systems is prohibited.

  b. Use of systems and/or networks to connect  
   to other systems, in evasion of the physical  
   limitations of the remote system/local,  
   is prohibited.

  c. Decryption of System or User passwords  
   is prohibited.

  d. The copying of System files is prohibited.

  e. Attempts to circumvent the protective   
   mechanisms of any Company System are  
   prohibited. Deliberate attempts to degrade  
   system performance or capability, or attempts  
   to damage systems, software or intellectual  
   property of others are prohibited.

  f. Unauthorized downloading and/or  
   installation of software without express   
   permission is prohibited.

  g. The unauthorized publishing of copyrighted  
   material on a Company server is    
   prohibited and users are responsible for the  
   consequences of such unauthorized use.

2. Virtually all commercial software is protected by the  
 Federal Copyright Act. Use of Company facilities for  
 the use of or the copying of computer software that  
 does not contain specific permission to copy (some  
 licenses do allow the making of one copy for backup)  
 is prohibited.

NETWORK SECURITY POLICY



10

PROTECTION OF  
COMPANY ASSETS

1. The Company purchases or licenses the use of   
 various computer software programs. Neither the  
 Company nor any of the Company’s employees   
 has the right to duplicate this computer software or  
 its related documentation. Unauthorized duplication  
 of computer software is a federal offense, punishable  
 by up to a $250,000 fine and up to five years in jail.

2. The Company does not condone the illegal   
 duplication of software. You must use the software  
 in accordance with the license agreement. This policy  
 applies not only to individual desktop computers and  
 laptops but to local/wide area networks as well.

3. Employees learning of any misuse of software or  
 related documentation within the Company shall  
 notify a member of management. Employees who  
 reproduce, acquire, or use unauthorized copies of  
 computer software will be subject to discipline, up to  
 and including termination.

COMPUTER SOFTWARE LICENSING
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SUPPLIER SUSTAINABILITY
Tweddle Group communicates our corporate standard 
through two initial communications which both require return 
responses. First, through our company terms and conditions, 
which must be read and agreed to in writing from our 
suppliers. Secondly, through our initial supplier qualification 
checklist, which must be reviewed, completely filled out and 
returned to the Tweddle Group Purchasing department. 



12

WORKING CONDITIONS

1. We are committed to providing the best possible  
 climate for maximum development and goal   
 achievement for all employees. Our practice   
 is to treat each employee as an individual. We seek  
 to develop a spirit of teamwork; individuals working  
 together to attain a common goal.

2. In order to maintain an atmosphere where   
 these goals can be accomplished, we provide   
 a comfortable and progressive workplace.  
 Most importantly, we have a workplace where   
 communication is open and problems can be  
 discussed and resolved in a mutually respectful   
 atmosphere. We take into account individual   
 circumstances and the individual employee.

3. We firmly believe that with direct communication, we  
 can continue to resolve any difficulties that may arise  
 and develop a mutually beneficial relationship.

  a. The work or service of prisoners if they   
   are hired out or placed at the disposal   
   of private individuals, companies, or   
   associations involuntarily and without  
   supervision of public authorities;

  b. Involuntary labor for development   
   purposes required by the authorities, including  
   assistance in construction, agriculture, and  
   other public works;

  c. Work required in order to punish opinion  
   or expression of views ideologically opposed  
   to the established political, social or   
   economic system; and

  d. Bonding workers through debt.

PHILOSOPHY
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WORKING CONDITIONS

1. Tweddle Group is committed to respect and protect  
 all rights of our employees, customers, contractors,  
 suppliers and stakeholders. We believe we are   
 all equally entitled to our human rights without   
 discrimination. 

2. We respect and protect basic human rights   
 guaranteed by international declarations as well as  
 national constitutions and judicial precedents, and we  
 do not infringe on such rights.

3. We respect one another as individuals and do not  
 discriminate on the grounds of ethnicity or race;  
 religious or political convictions or other beliefs;   
 gender; regional or family background; disability;  
 or age. 

4. We do not speak or act in ways that degrade   
 individual dignity based on issues such as gender,  
 authority or position (sexual harassment or power  
 harassment), nor do we engage in any other form  
 of harassment. 

5. We will respect, protect and promote human rights.  
 It is essential in sustaining a better work environment  
 and enhancing global productivity. 

RESPECT FOR BASIC HUMAN RIGHTS
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WORKING CONDITIONS

All employees shall be able to communicate openly 
with management regarding working conditions without 
fear of reprisal, intimidation or harassment. Employees 
shall have the right to associate freely, to join, or not 
to join, trade unions or similar external representative 
organizations and to bargain collectively in accordance 
with local laws.

COLLECTIVE BARGAINING/FREEDOM TO ASSEMBLE

Tweddle Group will not tolerate the use of child labor 
in any of its global operations or facilities. For purposes 
related to this policy, a person must be at least 15 years 
of age not to be considered a “child”.

CHILD LABOR AND YOUNG WORKERS
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WORKING CONDITIONS

All employees of Tweddle Group shall be paid at least the 
minimum wage as required by local law. In addition, all 
employees will be provided with legally mandated benefits. 
Wages will be paid at regular intervals and directly to 
employees. These wage payments will not be delayed, 
deferred, or withheld. Only authorized deductions will be 
permitted and will only be taken with the full consent and 
understanding of employees. Tweddle Group will provide clear 
and transparent information with regard to hours worked, 
pay rates, and authorized deductions. Wage deductions will 
not be used as disciplinary action or to keep employees tied 
to the employer or their jobs. Employees will not be held in 
debt bondage or forced to work in order to pay off a debt 
to the employer.

WAGES AND BENEFITS
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WORKING CONDITIONS

1. Forced labor is any and all work or service which  
 is exacted from any person under the menace of  
 any penalty for its non-performance and for which  
 the worker does not offer him-, or herself voluntarily.  
 Providing wages or other compensation to a worker  
 does not necessarily indicate that that labor is not  
 forced or compulsory.

2. Tweddle Group, together with its worldwide   
 subsidiaries, affiliates, joint ventures or other   
 associated entities, will not use forced labor   
 in any of its operations anywhere in the world. This  
 commitment also extends to the use of any factory  
 or sub-vendors who make or assemble Tweddle   
 Group products. 

3. Tweddle Group will not purchase, rent, lease, borrow  
 or otherwise use any products, goods, services, or  
 raw materials anywhere in the world made or   
 provided by a supplier who knowingly uses forced or  
 involuntary prison labor.

4. Forced labor takes many insidious forms.

FORCED LABOR

1. The work or service of  
 prisoners if they are hired 
 out or placed at the 
 disposal of private   
 individuals, companies,  
 or associations involuntarily  
 and without supervision of  
 public authorities;

2. Involuntary labor for   
 development purposes  
 required by the authorities,  
 including assistance in  
 construction, agriculture, and  
 other public works;

3. Work required in order to  
 punish opinion or expression  
 of views ideologically   
 opposed to the established  
 political, social or economic  
 system; and

4. Bonding workers  
 through debt.

EXAMPLES OF FORCED LABOR 
INCLUDE BUT ARE NOT 
LIMITED TO:
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HEALTH AND SAFETY

We are committed to doing our best to provide outstanding 
safety and health protection to our employees through 
management systems and employee involvement. Our 
Management Team will play a major role to ensure its 
success and establish accountability for safety and health at 
all levels in the organization.

MANAGEMENT COMMITMENT AND PLANNING

Every employee at Tweddle Group is entitled to a safe and 
healthful workplace. All employees will follow safe and 
healthful work practices, obey safety and health rules and 
regulations and work in a manner which maintains high 
safety and health standards. We will provide and maintain 
safe and healthful working conditions and we will establish 
and insist upon work methods and practices that promote 
a safe and healthful workplace at all times. We nurture a 
positive employee environment with open communication, 
employee involvement and participation, accountability and 
respect, which helps Tweddle Group sustain a high level of 
safety and health performances.

SAFETY AND HEALTH POLICY STATEMENT
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HEALTH AND SAFETY

Our Company is committed to equal employment 
opportunity. We will not discriminate against employees 
or applicants for employment on any legally-recognized 
basis including, but not limited to: race, color, creed, 
gender, marital status, national origin, sex, religion, age, 
physical or mental disability, protected veteran status, 
weight, height, sexual orientation, genetic characteristics, 
arrest record, educational association, familial status, 
family responsibilities, gender expression, gender identity, 
HIV status, or victim of domestic violence.

EQUAL EMPLOYMENT AND DIVERSITY
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ENVIRONMENTAL STANDARDS
We improve the environment in which we live and work. In our 
work environment, we show respect for each other’s opinions, 
feelings and experience, which improves the well-being and 
safety of our customers, colleagues and business partners. 
We engage in philanthropic activities that strengthen our 
communities and we minimize our environmental footprint. 
We prevent pollution, promote the reduction of waste 
through reuse and recycling of waste we generate, and we 
practice and promote safe work practices. We measure and 
communicate the environmental, health and safety impact of 
our processes and continuously improve these to meet and 
exceed relating legislation and requirements. We will share 
information on sustainability with external stakeholders.




