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Chairman and Managing Director:

Companies are distinguished on the basis of
trust and commitment. And if our company and
we have worked hard to create it is to flourish
and grow, we need to trust each of the
shareholders and our employees, which comes
on top of our priorites and that can be
achieved through the upgrading of the ongoing
standards of professional conduct and care of
our employees and this feature major
companies where we have to always exercise
all of our activities according to established
standards and determine the individual and
collective behavior of the workers what is
known as the Charter of professional Conduct,
which sets the standards for each of us in a
clear and detailed. This charter is a true
expression of our values and principles that we
believe in and defend. The effective application
of the Charter of the most important priorities
for the shareholders in the company. It is also
mandatory without any exception, and
everyone is responsible for the company's
commitment to its terms, and in particular the
leaders of the company role models who
represent all workers. The lack of commitment
to the application of the Charter of Professional
Conduct and ignored cause serious
repercussions, including disciplinary action.

References
e Egyptian Labor Law 12 /2003 - Book 5.
e Egyptian Environmental Law4 / 1994 and

Law no. 9/2009 and their executive
regulations.

¢ OHSAS 18001 — Occupational Health &
Safety Management System—The Standard

e ISO 14001- Environmental
System — The Standard

e Share holders, EGAS and EGPC other
requirements.

Management
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1 Our commitment to integrity and ethics

1.1 What is the Charter of the professional
conduct for UGDC?

The Code of Conduct stands for UGDC'’s
fundamental commitment to comply with all
applicable legal requirements and the high
ethical standards set out in this Code. It
defines what UGDC expects of its people. It
provides guidance in key areas.

The Code cannot describe every law,
regulation or UGDC requirement that may
apply to you. The Company has additional
standards, instructions and processes to
further implement the principles in the Code.
Make sure you know the rules that do apply to
you.

Employees must not use contractors, agents,
consultants or other third party to perform any
act which conflicts with this Code. Employees
who engage third parties such as contractors,
agents or consultants to work on behalf of
UGDC must seek to ensure that these parties
are made aware of the code and should seek
their co-operation in adhering to the code —
including, where possible, a contractual
requirement to act consistently with the code
when working on our behalf. You must report
any breaches or inconsistent behavior by these
third parties.
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1.2 The Duties of Those Who

Supervise Others

Those who supervise others have additional
responsibilities under the code. They must:

» Promote compliance and ethics by
example — in other words, show by their
behaviors what it means to act with
integrity.

Make sure that those who report to them
understand the code’s requirements
Monitor compliance and ethics of the
people they supervise.

Enforce the code consistently.

Support employees who, in good faith,
raise questions or concerns

Respect individual rights and treat those
they supervise with professional respect.
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1.3 Your Duty to Speak Up

You must report any breaches or potential
breaches of UGDC’s compliance and ethics
commitments of which you become aware —
whether these relate to vyourself, direct
reports or others. You must similarly seek
advice if you are ever unsure about the
proper course of action.

If you are in any doubt about whether to

speak up, ask yourself some simple

questions:

» Is the action you are concerned about
legal?

» Does it comply with the UGDC'’s code of
conduct?

> Does it expose UGDC to any

unacceptable risks?

» Does it match our commitments and
guarantees that we have made to
others?

» What would others think about this
action — your manager, colleagues or
family?

» How would this look if reported in the
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newspapers?
» Does it feel right?
It may seem easier to keep silent or look the
other way. But our commitment to integrity
means we must never ignore a legal or
ethical issue that needs to be addressed.
If you have doubts regarding the answer of
any of these questions it is preferred to raise
this issue with:
*Legal Department

Retaliation will not be tolerated

Any employee, who in good faith seeks
advice, raises a concern or reports
misconduct is following this code — and is
doing the right thing. UGDC will not tolerate
retaliation against that person. We take
claims of retaliation seriously. Allegations of
retaliation  will be investigated and
appropriate action taken. Anyone
responsible for reprisals against individuals
who report suspected misconduct or other
risks to the business will be subject to
disciplinary action.
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2.0 Health, Safety, Security and the

Environment

UGDC'’s aspirations are — no accidents, no harm

to people and no damage to the environment.
We are committed to the protection of the
natural environment, to the safety of the
communities in which we operate, and to the
health, safety and security of our people.
Everyone who works for UGDC has a
responsibility for getting HSSE right.

2.1 Health, Safety & Security
UGDC is committed to providing all employees —

and those of other companies working on our
premises — with a safe and secure work
environment where no one is subject to
unnecessary risk. We recognize that safe
operations depend not only on technically
sound plant and equipment, but also on
competent people and an active HSSE
culture. No activity is so important that it
cannot be done safely. Simply obeying
safety rules is not enough. UGDC'’s
commitment to safety means each of us
needs to be alert to safety risks as we go
about our jobs.

Basic rules you must follow:

Always

Comply with the requirements of the HSE
management system and the Security’s at
your work location — including the use of
relevant  standards, instructions and
processes — and with the Golden rules of
safety.

Stop any work that becomes unsafe.

Only undertake work for which you are
trained, competent, medically fit and
sufficiently rested and alert to carry out.

Make sure you know what to do if an
emergency occurs at your place of work.
Ensure that those who work with you —
employees, contractors and other third
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parties — act consistently with UGDC’s HSSE
commitments.

Promptly report any accident, injury, illness,
unsafe or unhealthy condition, incident, spill
or release of material to the environment, so
that steps can be taken to correct, prevent or
control those conditions immediately. Never
assume that someone else will report a risk
or concern.

Seek advice and help if:

You are ever unclear about your HSSE
obligations.

You have a concern about a potential or
actual breach of HSSE law or a UGDC HSSE
requirement.

Never

» Undertake work when your performance is
impaired by medication prescribed or
otherwise.

» Possess, use or transfer illegal drugs or other
substances on company premises.

» Use threats, intimidation or other violence at

work

2.2 Environment

Wherever we operate, we will strive to
minimize any damage to the environment
arising from our activities.

In addition to fully complying with all legal
requirements, we will constantly strive to
drive down the environmental and health
impact of our operations through the
responsible use of natural resources and the
reduction of waste and emissions.

Working to protect the natural environment
and the health and safety of the community in
which we operate is a core commitment of
our company.
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Basic rules you must follow:

» You must play your part. Within your area of
work:

» Make sure that you implement work
assignments within the standards, rules and
regulations and policies of the Company
and/or of the government, which ever are
more stringent.

» Safely handle, transport and arrange for the
disposal of raw materials, products and
wastes in an environmentally responsible
manner.

» Promptly report any breaches of HSSE laws
or UGDC’s own HSSE requirements.

3.0Employees and Workers

At UGDC we seek to build a workplace that is
safe, professional, and supportive of teamwork
and trust. Everyone who works for UGDC
contributes to our success and to creating a
great company. Working together, drawing from
our diverse talents and perspectives, we will
stimulate new and creative opportunities.
Employees will be recruited, selected, developed
and advanced on merit, irrespective of color,
religion, gender, age, marital status or disability.
They will be entitled to feel included as part of a
meritocratic organization of people from diverse
backgrounds.

3.1 Fair Treatment and Equal Employment
Opportunity

We respect the rights and dignity of all

employees. UGDC aspires to create a work

environment of mutual trust and respect, in

which diversity and inclusion are valued, and

where everyone who works for UGDC:

Knows what is expected of them in their job.

Has an open, constructive performance

conversation.

Is helped to develop their capabilities.

Is recognized and competitively rewarded for

their performance based on merit.
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» Is listened to and is involved in improving
team performance.

» |Is fairly treated, with respect and dignity,
without discrimination.

Basic rules you must follow:

In support of these aspirations, as a UGDC
manager you must:

» Make sure your own decisions regarding
recruitment, selection, development and
advancement of employees are based on
merit — qualifications, demonstrated skills
and achievements. Do not allow factors such
as, background / family, contacts, color,
religion, gender, age, marital status or
disability to influence your judgment.

» Never be directly involved or influence in the
selection or recruitment of close family
members.

» Always seek to influence other parties with
whom we work (contractors, agents) to do
the same

» Follow all applicable labor and employment
laws.

As a UGDC employee you must:

» Report any breaches of which you become
aware and seek advice if you have a
concern in this area — whether it concerns
yourself, direct reports or others.

Child and forced labor — UGDC is committed

to:

> The elimination of all forms of forced and
compulsory labor.

> The effective abolition of child labor.

Each UGDC employee is expected to be aware
of and to abide by these commitments in their
job:

o Be alert to any evidence of child labor or
forced labor abuses in operations linked to
Contractors activities or UGDC businesses —
and report them.
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3.2 Respectful Workplace

At UGDC, we believe every employee is entitled
to fair treatment, courtesy and respect.

UGDC will not tolerate any form of abuse or
harassment, in any company workplace, toward
employees, contractors, suppliers, or others.

Basic rules you must follow:
Never

» Engage in Dbehavior that could be
characterized as offensive, intimidating,
malicious or insulting.

» Engage in any kind of erotic actions

» Engage in any form of harassment with the
intent or effect of:

o Creating a hostile or intimidating work
environment, including one in which
employees may be driven to engage in
inappropriate work practices in order to fit
in’.

o Unreasonably interfering with an individual’s
work performance.

o Affecting an individual's
opportunity.

» Humiliate, denigrate or injure another person.

» Make racial, religious, age-related, or erotic
jokes or insults.

» Distribute or display offensive material,
including inappropriate pictures or cartoons.

» Misuse personal information.

» Spread malicious rumors or use voicemail, e-
mail or other electronic devices to transmit
derogatory or discriminatory information.

employment

3.3 Privacy and Employee Confidentiality
Basic rules you must follow:

» Access to personal data is strictly limited to
company personnel who have appropriate
authorization and a clear business need for
that information. If you do not have
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authorization or a valid business reason, do
not seek access to this information.

» Those with access to personal employee
data must only use it for the purpose for
which it was collected and must adhere to
the highest standards of confidentiality in
using it.

» Never provide personal employee data to
anyone inside or outside of UGDC without
proper authorization.

Personal data, information or electronic
communications created or stored on company
computers or other electronic media such as
hand-held devices are not private. Records of
your electronic communications may be made
and used for a variety of reasons, and may be
subject to monitoring or auditing at any time and
without notice. Keep this in mind and exercise
care when you use company electronic media.

4.0 Business Partners

At UGDC, we believe that business relationships
founded on trust and mutual advantage — where
both sides benefit — are vital to our success. We
will strive to create mutual advantage by
understanding the needs of our customers,
contractors, suppliers and conducting ourselves
honestly, responsibly and fairly.

4.1 Receiving and Giving Gifts and
Entertainment

The exchange of gifts and entertainment can
build goodwill in business relationships, but
some gifts and entertainment can create
improper influence (or the appearance of
improper influence). Some can even be seen as
bribes that tarnish UGDC’s reputation for fair
dealing or break the law.

‘Gifts and entertainment’ means anything of
value, e.g. discounts, loans, favorable terms on
any product or service, services, prizes,
transportation, use of another company’s
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vehicles, use of vacation facilities and tickets.

As a general term, any acceptable gift under

the Code of Conduct shall not exceed the

value of USD 50; this amount will be revised

periodically by the Legal department and

approved by the KOs.

Gifts and entertainment between UGDC

employees and others fall into three categories:

» Those that are usually acceptable and that
you may approve yourself.

» Those that are never acceptable.

» Those that may be acceptable but require
prior approval.

Usually Acceptable Self-Approval Test

Some gifts and entertainment are sufficiently
modest that they do not require prior approval.
Subject to your applying a ‘self-approval test’
(see below), the following are usually acceptable
without prior approval:

> Meals: Modest occasional meals with
someone with whom we do business.

> Entertainment: Occasional attendance at
ordinary sports, theatre and other cultural
events.

» Gifts: Gifts of nominal value, such as pens,
calendars, or small promotional items.

Self-Approval Test. In addition to applying the

principles above, ask the following questions to

determine whether a gift or entertainment is
appropriate:

» Intent — Is the intent only to build a business
relationship or offer normal courtesy, or is it to
influence the recipient’s objectivity in making
a business decision?

» Materiality and frequency - Is the gift or
entertainment modest and infrequent or could
it place you (or the other party) under an
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> Legality — Are you sure that the gift or
entertainment is legal in Egypt and in the
country of the third party?

» Compliance with the other person’s rules
— Is the receipt of gift or entertainment
allowed by the donor’s organization?

» Transparency — Would you be embarrassed
if your manager, colleagues or anyone inside
or outside UGDC became aware? If so, there
is probably something wrong.

» Hypocrisy — Are you adopting double
standards? We should only accept what we
would be comfortable to offer (and vice
versa).

Always Unacceptable

Other types of gifts and entertainment are simply
wrong. These are never permissible, and no one
can approve them. These are:

» Any gift or entertainment that would be illegal
(i.e. in breach of local or international bribery
laws).

» Gifts or entertainment involving parties
engaged in a tender or competitive bidding
process.

» Any gift of cash or cash equivalent (such as
loans, stock).

» Any gift or entertainment that is offered for
something in return

» A gift or entertainment that you pay for
personally to avoid having to report or seek
approval for.

What to Do In All Other Situations

If you receive an impermissible gift or are not

sure whether it is acceptable to receive it, then

you should take one of the following three
actions, depending on which is appropriate given
the circumstances.

1. It is acceptable to receive a gift that exceeds

a designated monetary limit if it would be

insulting to decline it, but the gift must be

reported to line management who will decide
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» May be retained by the recipient.

> Will be retained for the benefit of UGDC.

» Will be sold and the money donated to
charity.

» Will be returned to the donor.

2. You must immediately return any gift of cash
or cash equivalent such as, but not limited to,
a bank cheque, money order, investment
securities.

3. If the gift or entertainment does not meet the
Self-Approval Test outlined earlier and/or you are
in any doubt as to whether the gift or
entertainment is appropriate under these “self-
approval” tests, then you must declare it to your
line manager and seek approval before
accepting it.

4.2 Conflicts of interest

Conflicts of interest can arise in many ways.
Here are examples of some of the more common
ones.

Outside jobs and affiliations:

Any Employee is not permitted to work for others
in paid or unpaid jobs even at times other than
UGDC official working hours unless approved by
the two Managing Directors. Also, Employees
are not permitted to have commercial activities
and business or to have any interest in business
(i.e. contracting activities, tenders, and biddings)
related to his job in UGDC.

Jobs and affiliations of close relatives: The
activities of close relatives sometimes can create
conflicts of interest, too. If you learn that a ‘close
relative’ works or performs services for a
competitor, customer or supplier, you must
promptly notify your line manager to determine if
action is required. In general, a relative should
not have any business dealings with you, with
anyone working in your department, or with
anyone who reports to you. In addition, you
should never be in a situation where you have
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the ability to hire, supervise, affect terms and
conditions of employment, or influence the
management of any close relative, regardless of
whether that person is a UGDC employee or
employed by a UGDC contractor.

Even where there is actually no conflict, you
should ensure that there is no appearance of a
conflict. For example, if a relative works for a
supplier, but that supplier deals with a different
part of the company to you and you and your
department have no dealings with them, you
should still notify your line manager of this. An
appearance of a conflict, even where none
exists, can often be as damaging as an actual
conflict of interest.

Exceptions require specific written approval by
the legal department. ‘Close relative’ means a
spouse, parent, child, sibling, step-sibling,
nephew, niece, aunt, uncle, grandparent,
grandchild and in-law.

Other relationships: You must also be careful
to notify your line manager if you have any other
relationships which could create or appear to
create a conflict of interest.

Investments: Employees and their close
relatives need to be careful that their investments
do not create conflicts of interest, impairing the
employee’s ability to make objective decisions on
behalf of UGDC. Conflicts can occur if
investments are made in competitors or
suppliers. Any ‘substantial interest in a
competitor, supplier or customer requires the
prior written approval from the legal department.
A ‘substantial interest means any economic
interest that might influence or give impression to
influence your judgment.
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Some investments are always wrong

> Never invest in a supplier or contractor if you
have any involvement in the selection or
assessment of, or negotiations with, the supplier,
or if you supervise anyone who has such
responsibility.

4.3 Competition and Anti-Trust

Certain arrangements almost always break
competition laws

Never talk with or exchange information with
competitors and/or suppliers and Contractors to:
» Influence, control or manipulate prices — this
can include setting minimum or maximum prices,
or ‘stabilizing’ prices.

» Influence, control or manipulate terms related
to price, pricing formulas, credit terms, etc.

» Influence, control or manipulate a competitive
bidding process, including arrangements to
submit sham bids

4.4 Money Laundering

Money laundering is the process by which
individuals or entities try to conceal illicit funds,
or otherwise make these funds look legitimate.
UGDC will not condone, facilitate or support
money laundering.

Few UGDC employees will ever personally be in
the position to infringe ‘money laundering’ laws,
but there are two areas which we all need to
watch out for:

» lrregularities in the way payments are made.

» Suppliers, contractors or customers who
appear to lack integrity in their operations.
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Payment Irregularities

UGDC supports anti-money laundering policies
by using procedures to avoid receipt of cash or
cash equivalents that are the proceeds of crime.
Be wary of:

» Payments made in currencies other than that
specified in the invoice.

» Attempts to make payments in cash or cash
equivalents.

» Payments made by someone not a party to
the contract (unless approved in the contract).

» Payments to/from an account other than the
normal business relationship account.

» Requests or attempts to make payments for
each invoice or group of invoices by multiple
cheques or drafts.

» Requests to make an overpayment.

Know your suppliers’ and contractors’
guidelines

To help make sure that we only do business with
firms that share UGDC standards of integrity.

Always:

» Assess the integrity of potential supplier and
contractor and other business relationships.

» Communicate with suppliers and contractors
about our compliance expectations of them.

» Continue to be aware of and monitor
suppliers’ and contractors’ business practices.

» Do not do business with any supplier or
contractor or other business partner suspected of
wrongdoing relating to dealings with us unless
those suspicions are investigated and resolved
or otherwise approved by UGDC legal.

The above are guidelines only and are not a
substitute for using good judgment and common
sense when assessing the integrity and ethical
business practices of suppliers and contractors.

Al g adal) Cildiia

Je Shleal 3alae Slubu zedS A4S )4 ol
JI a1 Al Caial i) ja ) (amy A e Ul s
de b e Juel duas G588 ) Wil L
O Ly

gﬁw b.'AA oS

oo Lee Al 45085 Gllemy o5 Al e Bl o
Bl (Bale o aie

Alilay Loy 5l sl gl Y glae @

Bl & Gk Gl Gl Gl JMS e dall
(S8 35 Al e 388 5al Jls 8 Y))
el e caline Glea e 28 e
Aealiall A O ebaall

e ST gl sasl gl B ) 5ila ads Y gl Sl il o
aaaie Y sa ol s DA
w\w)ﬁ\émcmahlk °

Crlgiall g (pasgall g o cial
Al 5 050 jubea ol V) saaidl

b L e Laila Laal
RAASIUR PN PRCREPR IR WE -
L Jalai Sl LY &S

pete axdsii Lo o Gl gBall 5 ) sall g3 e
GLEN 1aa 8 il U1 il 8L 2 o) 5 (ga
Glajleay L2 5 de o Wil oS8 ol o
Ll a5 ddlall 5 4 el cpd slaall 5 (3 ) sl
Gkl gl sl Jie 5 )50 gl pe Jalai Y @
Bhla Bllae 8 L) b adidy s Al A s
SN sda 8 Gadl) ab s L Gl ddllaa
A el il ) el i e MRS Leauaaly
sall 13a 8 Cuslic 48 1L

Y5 dale (silae s Ay e Lol L ey o Lo )
plad) oSall g Blaiall g Jeall solia Jae) oo 30
O sal) pa Lidalad (Slusl (sae apiil 51 o
Al il 5 digall LENAY 5l glaall

UGDC Internal Use Only
Consider for information only if not stamped




Date: 01/02/2012

Issue: 1
A Code of Conduct

OHSAS 18001 ISO 14001

UGDC Procedure g;’ugg% A | Clause:432, 441, | Clause:.3.24.4.1,

- N 4.431,452 4.43.,452
UGDC-P-64 Page 19 of 33

4.5 Working with Suppliers

UGDC'’s suppliers play a critically important role
in our ability to operate. That is why we must
choose suppliers carefully, based on merit, and
with the expectation that our suppliers will act
consistently with our compliance and ethics
requirements.

If your job involves selecting or working with
suppliers, keep the following rules in mind.

Basic rules you must follow:

» Choose suppliers based on merit, avoiding
conflicts of interest, inappropriate gifts and
entertainment or any other kind of favoritism that
might compromise selection.

» Seek to do business with suppliers who
comply with legal requirements and who act in a
manner that is consistent with UGDC’s
commitment to compliance and ethics as
outlined in this code.

» Help our suppliers understand UGDC’s
compliance and ethics requirements.

> Be alert to and report to line management
activity by suppliers that is inconsistent with
those requirements.

» Be careful not to give one supplier's
confidential business information (proposed
rates, winning bid information, etc.) to another.
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5.0 Governments & Communities Llaal) cilaaiaal) g il gSal) 5.0
5.1 Bribery and Corruption ALl g 3 g I 5.1

Bribery means giving or receiving an undue reward
to influence the behavior of someone in
government or business to obtain commercial
advantage

Anti-bribery and anti-corruption laws

» Forbid making, offering or promising to make a
payment or transfer anything of value,
including the provision of any service, gift or
entertainment, to government personnel and
other officials for the purpose of improperly
obtaining or retaining business, or for any
other improper purpose or business
advantage.

» Forbid making improper payments through
third parties — UGDC personnel must therefore
be diligent in selecting and monitoring
contractors, agents and partners.

» Require that the company keep accurate books
and records so that payments are honestly
described and company funds are not used for
unlawful purposes

Basic rules you must follow

Never

» Offer or make an unauthorized payment, or
authorize an improper payment (cash or
otherwise) to an official, or any related person
or entity.

» Attempt to induce an official to do something
illegal

» Dismiss or fail to report any indication of
improper payments

» Offer or receive money (or anything of value),
gifts, kickbacks or commission, in relation to
obtaining business or awarding contracts.

» Establish an unrecorded ‘slush’ fund for any
purpose.
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» Do anything to induce or facilitate someone
else to break these rules

» Permit an agent or representative of UGDC to
take questionable actions (‘looking the other
way’).

5.2 Dealing with Governments

Being transparent in our communications about
our performance (whether good or bad) increases
trust in our activities, and makes others wish to do
business with us.

Government or regulatory agency enquiries or
investigations

If you have contact with government officials
during your work, or are asked to provide
information in connection with a government or
regulatory agency enquiry or investigation, you
must make sure that any information you provide
is truthful and accurate, and that UGDC'’s
legitimate interests are protected. Always seek
advice from UGDC legal and your line manager
before responding to a non-routine request for
information from a government or regulatory
agency.

Basic rules you must follow

Never

» Mislead any investigator or other government
or regulatory official.

» Attempt to obstruct in any manner the
collection of information, data, testimony or
records by properly authorized government or
regulatory officials.

» Conceal, alter or destroy documents,
information or records that are subject to an
investigation or enquiry.

» Attempt to hinder another employee from
providing accurate information.
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» Retaliate against anyone who co-operates with
the government or regulatory agencies.

Always

» Co-operate courteously with officials
conducting a government or regulatory agency
enquiry or investigation.

o However, where the request is non-routine,
notify and seek advice from UGDC legal and
your line manager before responding.

» Make sure that records and information
relevant to any government or regulatory
agency enquiry or any litigation are preserved.

o Make sure that any automatic systems,
including electronic systems, for record
disposal are stopped to avoid destruction of
relevant records and information relating to
such circumstances.

5.3 Community Engagement

At UGDC we seek to engage in open and
transparent dialogue and consultation with
communities and other representatives of civil
society — e.g. recognized local and international
non-governmental organizations (NGOs) — who
have a legitimate interest in our operations.

Basic rules you must follow

Always:

» Comply with local laws and regulations in each
community in which you work.

» Respect the cultures and varying business
customs of those communities (as long as
they do not conflict with the principles in this
code).

» Seek to recruit qualified local personnel, where
practical.

> Notify in writing contact with designated local
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and international NGOs to your line manager
and the legal department in advance of
engaging in dialogue.

We encourage employee participation in support of
local community development initiatives and civil
causes..

5.4 External Communications

Stakeholders and the media

External communications with these audiences
require careful consideration and a unique
understanding of legal and media issues. Only
those employees specifically authorized to do so
may respond to enquiries from external bodies.

Basic rules you must follow

Always:

» Take advice from the legal department before
talking about company matters with a reporter
or analyst, either on or off the record.

» Report enquiries promptly to the legal
department as appropriate, and take their
advice before responding.

External speaking engagements

Basic rules you must follow

» Statements of UGDC’s existing financial
position and  forward-looking  financial
statements may be made only by properly
authorized officers of the company.

» Non-financial formal speaking engagements on
behalf of the company must be cleared by
your senior leadership.

» Even where the venue is informal, if possible,
seek review of your presentation by your line
manager and in all cases take care not to
cause any harm to the reputation of UGDC or
its shareholders.
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5.5 Political Activity
Corporate political activity

UGDC’s approach on corporate

participation is very simple and applicable:

» The company will not participate directly in
party political activity.

» The company will make no political
contributions, whether in cash or in kind.

political

Personal political activity

UGDC recognizes employees’ rights to participate
as individuals in the political process. However,
you must be careful to make clear that you do not
represent UGDC as you participate in the political
process.

Basic rules you must follow

» Do not use company time, property or
equipment to carry out or support your
personal political activities. In short, engage in
the political process in your own time and with
your own resources.

» Always make clear that your views and actions
are your own and not UGDC

» If you plan to seek or accept a public office,
notify your manager in advance. You should
discuss whether your official duties might
affect your work and work constructively with
your manager to minimize any adverse impact
on your job.

Propaganda and bias to some of the issues

Although the company does not have a political or
partisan activity directly, but the company will
participate in any dialogue or discussion about
policies and issues of concern to the project
company and its employees and the communities
in which we operate (such as propaganda
activities).
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Basic rules that you must follow:

* propaganda activities on behalf of the interests of
the company organized by the laws and
regulations are fully and completely for each of the
two members assigned to the company.

» Consult your line manager before any non-
routine contact with officials or government
employees. Can be defined as non-routine
communications as:

o contact each other than what is required for the
implementation of routine government actions and
communications regulatory standard.

o All about government policies or amendments to
the legal / regulatory.

6.0 Company Assets and Financial Integrity

6.1 Accurate & Complete Data, Records,
Reporting and Accounting

Honest, accurate and objective recording and
reporting of information — whether financial or non-
financial —is essential to:

» UGDC’s credibility and reputation.
» Meeting UGDC’s legal and
obligations.

» Meeting UGDC'’s responsibility to shareholders
» Informing and supporting our business

decisions and actions.

regulatory

All data that UGDC’s employees create — whether
financial or non-financial — must accurately reflect
transactions and events.

Financial data

» (E.g. books, records and accounts) must
conform  both to generally accepted
accounting principles and to UGDC’s reporting
policies.

» Failure to keep accurate and complete records
is not only contrary to UGDC policy but also
may break the law.
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» There is never a justification or an excuse for
falsifying records or misrepresenting facts.
Such conduct may constitute fraud and can
result in civil and criminal liability for you and
for UGDC.

Other Data

Must also be accurate and complete. This is true

whether the data is in paper documents, computer-

based or any other medium that contains
information about UGDC or its business activities.

Again, both our own company standards and, in

many cases, legal standards, require it.

Basic rules you must follow
Always

» Ensure all transactions are properly authorized
as per the company policy and accurately and
completely recorded.

» Follow all laws, external requirements and
company processes for reporting information,
which apply in the jurisdiction(s) where your
actions are recorded.

» Ensure that no undisclosed or unrecorded
account, fund or asset is established or
maintained.

» Co-operate fully with our internal and external
auditors, provide them with accurate
information and on request allow them
unrestricted access to staff and documents
(subject to legal constraints).

» Show financial integrity in submitting or
approving expense claims.

Never

» Deliberately make a false or misleading entry
in a report, record or expense claim.

» Falsify any record, whether financial or non-
financial (e.g. safety, environmental or quality
results).

» Sell, transfer or dispose of company assets.

» Try to influence others to do anything that
would compromise the integrity of UGDC'’s
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financial records or reports.

» Commit UGDC to contractual obligations which
are beyond the scope of your delegated
authority.

Finance manager and others responsible for the
accuracy of financial reporting have an additional
responsibility to ensure that proper controls are in
place to achieve truthful, accurate, complete,
objective, consistent, timely and understandable
financial reports.

Record Retention

Documents and records must be retained in
accordance with the law and our record retention
guidelines.

Basic rules you must follow

Never

» Conceal, alter, destroy or otherwise tamper
with:

o Company records or documents.

o Documents relating to actual, pending or
threatened litigation  and government

/regulatory investigations or in circumstances
where there is reason to believe such litigation
or investigation is reasonably likely to occur in
the future.

» Remove or destroy records (depending on
instructions of each kind of document) without
obtaining prior permission as outlined in
UGDC'’s records management guidelines.

6.2 Protecting UGDC’s Assets

All employees are responsible for using good
judgment to ensure that UGDC’s assets are not
misused or wasted. These assets include property,
time, proprietary information, corporate
opportunities and company funds, as well as
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personal company equipment.

Company Property

You are individually responsible for ensuring that
UGDC property that you use or come into contact
with as part of your work is not damaged, misused
or wasted. You also have a duty of care to report
the abuse of UGDC property by others. You must
not use any company equipment or facilities for
your personal activities except in the very limited
circumstances set out below.

Portable or home-working equipment that is issued
to you (for example, laptops) remains the property
of UGDC. You must take reasonable care of it as
you would other UGDC property: ensuring that it is
not damaged, abused, wasted, lost or exposed to
unnecessary risk of being stolen. Limited,
occasional or incidental personal use is permitted
of certain company equipment issued for your
individual use.

Company Time

Whilst at the workplace you are expected to be
fully engaged in your work and not undertake
personal activities. Devote the necessary time to
your work in order to fulfill your job responsibilities.

Protected Information and Intellectual Property

At UGDC we regularly produce valuable, non-
public ideas, strategies and other kinds of
business information — ‘intellectual property’ —
which we own and need to protect just as we do
with other kinds of property. Because it is the
product of UGDC’s own hard work, various laws
allow UGDC to protect this information from use by
outsiders. Intellectual  property includes
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confidential business information such as:  cllally HKEY Gl cblally Gy dakall

strategies and plans. — Research and technical
data. — Business ideas, processes, proposals or
strategies - Software bought or developed by the
company.

In addition, other confidential business information,
such as personnel lists and supplier data, must
also be protected. Consult your line manager or
UGDC IT department head or UGDC legal on the
acceptable use of personal information. Always
protect and never disclose any confidential UGDC
intellectual property or any other confidential
information (see item 3.3). This is to ensure that
we reap the benefits of our own hard work and
keep our commitments to others. These
obligations apply throughout your employment and
continue after your employment ends.

On occasion, we may need to share UGDC
intellectual property with persons outside of UGDC
— for example, so that a third party can work
effectively with us. However, even when there
seems to be a legitimate reason to share
proprietary information, you should never disclose
such information without management’s prior
approval and then only under a written
confidentiality agreement approved by UGDC legal
and signed by the 3rd party.

Company Funds
Always:

Protect UGDC’s funds as you would your own
guarding against misuse, loss, fraud or theft. This
includes company monies advanced to you and
any company travel and entertainment,
procurement or credit cards you may hold. Make
sure that all claims, vouchers, bills and invoices
are accurate and submitted in a timely manner
Just as we protect our own business information
we are committed to respecting the intellectual and
protected information of others.
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Basic rules you must follow:

Never

» Do not bring to UGDC or use any confidential
information, including computer records, from
prior employers.

» Seek advice from UGDC legal when assigning
work to a new employee if there is a risk that
the employee might use protected information
from a prior employer

» Do not load any unlicensed software on any
UGDC computer.

» Do not accept or use anyone else’s confidential
information except under an agreement
approved by UGDC legal.

» Only copy documents and materials (including
computer software) that are not copyrighted or
when you have specific permission to do so.

» Do not use copyrighted materials or third-party
trademarks in materials you are producing
without specific permission from the copyright
owner. Consult UGDC legal on whether ‘fair
use’ may allow the use of brief excerpts.

6.3 Digital Systems Use and Security

Digital systems and the information processed and
stored on them, are critical to our company.
Everyone who uses digital systems — employees,
contractors, consultants and other people with
temporary access — must ensure that these
resources are used appropriately and in line with
relevant security policies. Effective security is a
team effort requiring the participation and support
of everyone who deals with UGDC’s information or
digital systems.

Good judgment should guide your use of digital
systems, but these rules can help. Computer
hardware and software and all information on
UGDC digital systems, as well as any UGDC
information on your home or other non-UGDC

(el dlile G Al L) 20) g3l)

:L;J:‘ La UJG \-\,ﬂ eﬁﬂ Y

Lald B Glogae &l Jaxiad o lad Y
Gliley EBan @l Jadny cpiladl Jeadl bl
Jisasll

Gl wie A8 Al A plall sl 3Ll .
ol oha @lia € 1Y) JleeY) arn aaa calhge
alee Ko Aald 4 e clily cals gl 138 Jantiog
i)

A8 phay A3 suie g dad je e el gl Je3 Y
AS 5l pals jianS gl e Aoy pia e

oadd gl Aals 4 e clily Jaiad ol &5 Y
Osuill e Badiee A8 Can gy D (S &l Le Al
AS il 4 )

CulS 13 IS mal o sl Sgey Gls muii Y
Losie 5l (AposSall o i) (Jie) geusl) (3 siny dyens
Ay 2o o ety s i bl G S

I3 o ge desiud ¥ ASEL Lald dse Zlay
sk dald 4l cildle ol dasine s Gsia
Alle o @l dann g pal e Jpasll o0 &6
dgall aal laal W8 el sl §ia
zeany "daladl alasiuV) fase oIS 13 L ol AS Al
3 natl) Clalaisal) Jlexinly

Lilan g 4nad ) Aalaly) aladin) 6.3
liallee a3 ) Clasbeally dpad )l dadaill
doubuall ol el aa3 ASHEN 3 el e L iass
- Jaad ) Lialadl Jesiy edd IS S8 Lall
Gaa pb s Cpobliaalls Calslall s Guilasall Jia
O Gei O ey cldleaiuly e g peal agaal
il s (3 Layg aDhe J<i aly ) sall 238 Jlasi
VI Agdelay il Lkl (38a3 o ) 5 Alall cld (Yl
sl (s JS aea 5 4S jlie 5 elead) Jaoll J3A (e

Al Lgalail § 4S50 e sl
Jlarin lea’sa 5 ellly o aall oSl (55 o g
S dlacla o e ae ) @ llia o LS daad I dadasy)
s 35eaY) man dlla A, ) aaall 1

UGDC Internal Use Only
Consider for information only if not stamped




/\ Issue: 1 Date: 01/02/2012

A Code of Conduct SO 0001 OHSAS 18001 ISO 14001

UGDC Procedure Clauso: NA | Clause:4.3.2,4.4.4, | Clause:4.3.2,4.4.1,

oo o - N 4.431,452 4.43.,452
UGDC-P-64 Page 31 of 33

digital systems, are company property. Therefore,
use company digital systems responsibly and
primarily for the business purposes for which they
are intended. Do not load software onto a UGDC
digital system unless you know this is approved.

Basic rules you must follow:

Personal use — Limited occasional use of digital
systems is permitted. However, personal use must
not:

» Displace any business activity.

» Consume more than a trivial amount of
network or other UGDC resources (e.g.
downloading large files or accessing
streaming audio or video for personal use are
considered digital systems misuse).

» Interfere with your productivity or the
productivity of others doing UGDC work.

» Include soliciting other users or conducting any
non-UGDC business enterprise.

» Damage the company’s reputation.

Examples of acceptable personal use include:

» Accessing news or weather sites on the

internet.

» Accessing holiday planning or
information sites on the internet.

» Occasionally accessing your personal web-
based e-mail account from a service approved
by UGDC as having sufficient security.

travel

Never

» Use company electronic communications
systems to transmit without authorization:
— Confidential data about individuals.
— Confidential company information.
— Copyrighted or licensed materials.
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The custodian of this procedure is the Head of Legal Affaires and any suggested changes to this
procedure or queries about the applicability of it should be addressed to him. He is also responsible for
coordinating periodic reviews of this procedure, which will take place as per work needs.
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