
Business Conduct Guidelines 

 

Employee Conduct Guidelines 

 

Subjects of Application 

All directors, officers, and employees of the Company (hereinafter referred to as 
"Employees"), regardless of position, shall abide by these guidelines. The department 
responsible for ethical management shall provide training and supervision, and take follow-
up measures to ensure that Employees comply with these guidelines. 

 

Monitoring and Control 

If found in breach of these guidelines, strict disciplinary action may be taken in accordance 
with the personnel regulations and the reward and punishment regulations, depending on 
the severity of the violation. 

 

1. Basic Ethics in a Work Environment 

1) Human respect and fair treatment 

The Company shall pursue humanistic management that regards people as the highest value. 
The Company shall strive to improve the quality of life by enabling Employees to achieve 
self-growth and self-realization based on mutual trust and cooperation. The Company shall 
provide fair opportunities based on individual ability and performance, and pursue fair 
compensation according to achievements, thereby ensuring no discrimination or 
disadvantage based on religion, gender, physical disability, region, academic background, etc. 

 

2) Safety and disaster prevention 

Employees shall strive to create a pleasant, safe and productive work environment, accept 
their responsibilities and obligations to prevent safety accidents, and make every effort to 
respond to fires and other emergencies. 

 

3) Honest and sincere business handling 

Employees shall perform their duties by exercising their best efforts in a legitimate way, such 
as complying with corporate laws and regulations. Employees shall be courteous to fellow 
employees, clearly recognize the authority and responsibility given to them, and do their best 
in performing their duties. 

Superiors shall not give unfair instructions that do not conform to corporate laws and 
regulations, and subordinates may refuse to perform tasks that do not conform to corporate 
laws and regulations. 

 



- Prohibition of private activities within the Company's facilities 

Employees shall not engage in any other employment or other business activities on 
Company property or during working hours, and shall not use information and 
communication devices for personal purposes such as pursuing personal interests or 
entertainment. (e.g. Internet stock trading, indecent chatting, online games, etc.) 

 

- Prohibition of engaging in business other than the business of the Company or for-profit 
activities 

Employees shall not engage in any business other than the business of the Company or 
engage in for-profit activities without the Company's permission. 

Accurate and honest recording and reporting 

Employees shall keep accurate and honest records and reports while performing their duties, 
and shall undertake their duties transparently. Employees shall claim expenses incurred in 
the course of their duties. However, claiming expenses that have not actually occurred or 
relate to personal use constitutes dishonest records and reports. 

 

4) Prevention of sexual harassment in the workplace 

Sexual harassment is punishable by law, so Employees shall be strictly subject to the 
following restrictions: 

Prohibition of obscene language and forcing alcohol serving during company dinners; 
accessing pornographic sites on the Internet within the company's facilities; exchanging 
obscene materials by email; sexual remarks about the bodies of coworkers; and unnecessary 
physical contact. 

 

5) Refrain from private gatherings in the workplace 

Employees shall refrain from private gatherings that are not officially permitted by the 
Company, such as the following: ▶ The privacy of individuals shall be respected with regard 
to activities such as alumni associations, hometown associations, and comrades associations. 
However, private gatherings are not desirable for a healthy work-life as they can undermine 
the fairness of work, cause unnecessary misunderstandings with other employees, and may 
result in unwanted financial transactions within the gathering. 

 

2. Fair trade 

 

1) Compliance with laws and regulations 

Employees shall comply with all domestic and foreign laws and regulations and conduct 
business while respecting commercial customs and traditions. 

 



2) Acquisition and utilization of information 

Employees may collect and use critical information from competitors or stakeholders for 
legitimate purposes. 

Prevention of misuse and abuse of information 

Even when proprietary information is obtained lawfully, it shall be used in a way that is 
appropriate for the purpose by following reasonable procedures. If there is a provision 
prohibiting the copying, distribution, or presentation of the information, Employees shall 
comply with it and shall be careful to handle it transparently, so as not to be misunderstood 
that they have misused or abused it. 

 

3) Relationships with customers 

Supplier Selection 

When selecting a person who provides products and services (hereinafter referred to as 
“supplier”), equal opportunities shall be given to all applicant companies that meet the 
requirements, and the candidate selection process shall be legally compliant based on 
objective and fair screening standards. - Prohibition of purchasing goods or services of a 
specific individual or company at a significantly overestimated price; intervention in 
transactions 

Unless officially authorized by the Company, Employees shall not become a supplier while 
employed by the Company, and shall not have a supplier representative for the purpose of 
pursuing self-interest or becoming an executive of the organization. In addition, Employees 
shall not provide advice or services to a third party in a business relationship with the 
Company, and shall not receive payment or other economic benefits from a supplier. 

 

▶ Abuse of superior position 

Employees shall not abuse their superior position to impose an unreasonable burden on a  
supplier (High-pressure sales, sponsorship, entertainment, kickbacks, expenses for business 
trips, etc.), or exert pressure to unilaterally suspend transactions. In case of any change in 
the terms and conditions of the transaction, sufficient consultations shall be held in advance. 

 

4) Relations/contact with competitors 

In all contacts with competitors, Employees shall not discuss critical information such as 
pricing policy, contract terms, costs, production plan, and product-related technology. 

 

Competition in good faith 

The Company practices fair competition in good faith both at home and abroad, and pursues 
business activities based on mutual respect with competitors. Employees shall not use 
advertisements or other media to slander competitors or unfairly compare each other, and 
shall not unfairly infringe on the interests of competitors by spreading malicious rumors. 

 



5) Use of inside information and insider trading 

- Stock trading using inside information 

Employees possessing material non-public information relating to the Company shall not 
trade the Company's stocks or securities or disclose such information to a third party until an 
official announcement is made by the Company. Material inside information is non-public 
information, which could reasonably be expected to affect the price of the securities or would 
be important to an investor in deciding whether to buy, sell, or hold the security.  The 
investment area is regarded as real estate trading 

Even if an Employee is merely aware of non-public information about the Company's 
investment in new facilities, he/she shall not directly or indirectly invest in the real estate 
where the facility is located or disclose it to others. 

 

3. Prohibition of inappropriate conduct 

1) Receiving money or gifts 

Employees shall not accept any money or gifts from stakeholders in relation to their work 
and shall politely decline such gifts. Receiving them from family members, relatives, or 
acquaintances is also regarded as a prohibited act by the Employees themselves. 

• Subject to reporting 

When employees unavoidably receive cash, gifts, or securities from interested parties in 
relation to their work, they shall report it to the Company, and all gifts exceeding KW

￦ 30,000 per case and an annual sum of KR￦ 100,000 shall be reported. 

However, items of minor value (usually less than KR￦ 30,000 per case) such as one-time 
promotional gifts that are customarily distributed to others are excluded from reporting. 

 

Reporting procedures and methods 

In case of money or gifts unavoidably received from stakeholders in relation to business 
affairs, Employees shall notify it in writing by preparing and submitting a "Money/Valuables 
Acceptance Report" to the head of the relevant department within three days from the date 
of receipt regardless of whether it is returned or not. Reports shall then be submitted 
immediately to the HR department.  

▶ How to deal with receiving money or gifts 

If an Employee is unaware of the money or gifts received or has received it in an unavoidable 
situation where he/she could not refuse out of courtesy, he/she shall immediately prepare 
and submit a "Money/Valuables Acceptance Report" to the authority in charge, and he/she 
shall immediately return any non-permissible gift provided by external parties. 

When it is impolite or inconvenient to return it, only items that are not expensive luxury 
goods may be used for public interest purposes, such as helping the less fortunate, after 
obtaining approval from the authority in charge and consultation with the HR department. 
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2) Receiving hospitality and entertainment 

Employees shall not accept any business meals, refreshments, or entertainment provided by 
stakeholders in relation to business affairs; and in particular, they shall absolutely refuse any 
of these at luxury establishments such as room salons, pubs, casinos, golf courses, and 
massage parlors. 

Even if the value of such services is insignificant and is not subject to reporting, if it is judged 
that there is a risk of misuse or abuse in the future, he/she shall immediately refuse it or 
leave the place of the meeting. Receiving such gifts from family members, relatives, or 
acquaintances is also regarded as a prohibited act by the Employee himself/herself. 

 

Subject to reporting 

If an Employee unavoidably receives meals, drinks, use of sports facilities, travel, and 
accommodations from a third party related to business activities, he/she shall prepare and 
submit a “Hospitality/Entertainment Acceptance Report.” (The reporting procedure is the 
same as that for receiving money or valuables.) In principle, the Company may receive light 
meals with a third party related to business activities. However, if entertainment is 
unavoidably received at an outside dining area for smooth business cooperation, and it is a 

standard meal, usually for less than KR￦ 30,000, it is excluded from reporting. 

 

3) Provision of money or valuables 

Providing money or valuables to stakeholders is prohibited in principle if it can be seen as a 
bribe or quid pro quo. However, exceptions can be made when it is reasonable in amount 
according to social norms, however, it shall not violate the other party's internal rules or 
ethical standards. 

 

Subject to report 

Unavoidable provision of money or valuables to stakeholders in relation to duties shall be 
reported to the Company. In principle, all money and valuables (money gift, entertainment, 

etc.) exceeding KR￦ 100,000 per case and an annual sum of KR￦ 1 million to the same 
individual shall be reported. However, exceptions can be made when it is reasonable in 
amount according to social norms (usually KRW 100,000 per case). 

 

▶Enhanced clauses (If the recipient is a public official) 

Giving or offering money or valuables to a public official (or his/her spouse) in relation to 
his/her official business, even if there is no compensation, is strictly prohibited except for 
social events, rituals, or assistance. Money and valuables such as (all money and securities, 
accommodation vouchers, membership, admission tickets, discount coupons, invitation 
tickets, admission tickets, and condominium vouchers as well as real estate items in excess of 

KR￦ 10,000 shall not be provided. 
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The value of food, gifts, and congratulations/condolence expenses provided for the purpose 
of socializing, ceremonies, and assistance shall not exceed the following standards: 

- Business-related meals and beverages  exceeding KR￦ 30,000 per person 

- Business-related gifts, golf entertainment, etc. exceeding KR￦ 50,000 per person 

- Business-related congratulations and condolence expenses exceeding KR￦ 100,000 per 
person 

However, souvenirs, promotional items to be distributed to an unspecified number of 
individuals, or products provided in a contest or prize drawing are permissible within the 
normal range. 

 

Reporting procedures 

For money or gifts, a “Money/Gift Provision Report” shall be submitted in writing to the 
head of the relevant department within three days from the date of provision and for 
entertainment, a “Hospitality/Entertainment Provision Report" shall be submitted. Reports 
shall then be submitted immediately to the HR department, which shall report to the 
Management & Planning Department every quarter after collecting the report data. 

 

4) Improper solicitation 

Business-related solicitation on behalf of the Company or voluntarily through a third party 
(public officials, private persons performing public duties, and other third parties) is 
prohibited in principle. The types of prohibited illegal solicitation are as follows: -

ᆞApproval/permission - Mitigation/exemption of administrative disposition - Change in 
results of administrative guidance and enforcement of regulations - Request for the 
connivance of illegal matters 

 

- Allocation of subsidies and funds and requests for support 

- Requests for public bidding/auction  

However, exceptions are made in cases of requesting a public official to perform specific 
actions in public or in accordance with the procedures stipulated by laws, and confirmation, 
inquiry, and consultation of actions related to public institutions. 

 

Subject to report and procedures 

In cases of being requested for a special favor by their boss or colleague in relation to his/her 
job or voluntarily making such a request, Employees shall immediately report it to the HR 
department or through the Ethics Violation Report menu on the Ethical Management 
webpage. 
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5) Other inappropriate conducts 

Employees shall not personally borrow money from a third party related to business 
activities by taking advantage of their superior position or request various guarantees, 
collateral, or repayment of credit card payments on their own behalf. 

Obtaining actual profit by purchasing movable property or real estate from a third party 
related to business activities at a price lower than the normal price is regarded as bribery. 

 

- Event participation criteria and convenience offering 

Events organized by stakeholders or for which stakeholders pay all or part of the expenses 
may be participated in after obtaining prior approval from the head of the department. 

.ㆍThe head of the department shall decide whether or not to participate in consideration of 
the relevance to work, interest at stake, and cost. 

For group/individual business trips or event participation, Employees shall politely refuse 
offers of convenience such as transportation and accommodations, which entails financial 
burdens on stakeholders. However, exceptions are made in the following cases: 

- Convenience provided to all attendees at the event 

- Convenience in cases where the burden of stakeholders is specified in the contract 

- Unavoidable circumstances such as difficulty in using the Company's business vehicle or 
public transportation, or being unfamiliar with locations 

If convenience is provided with an impure motive from a stakeholder, Employees shall pay a 
reasonable price to the convenience provider and submit a "Money/Valuables Acceptance 
Report" to the head of the relevant department. 

 

Personnel request 

Employees shall not make solicitations for promotion, job position transfer, assignment for 
overseas duty, etc. via inside or outside sources. 

Employees shall not make solicitations for any matters related to personnel affairs, such as 
hiring, promotion, and job position transfer of relatives or acquaintances. 

 

• Flowers and wreaths 

ㆍFlowers and wreaths provided by internal and external stakeholders in relation to 
personnel appointments such as promotion and transfer shall be returned immediately with 
a letter attached. 

If a stakeholder has previously expressed his/her intention to send flowers or wreaths, 
Employees shall actively take precautions by expressing their intention to refuse. 

If it is difficult to send it back, it shall be reported to the head of the department and 
transferred to the HR department for collective action. 



The HR department shall then deliver a letter to the sender after taking appropriate 
measures depending on the situation, such as donation, public use, and auction. 

Flowers and wreaths provided based on a personal relationship rather than business 
interests are acceptable. 

 

Exchanges of Gifts between Employees 

Exchanging gifts between Employees is prohibited as it may further increase the economic 
burden and cause a sense of incongruity or trigger disputes over unfairness. 

Providing gifts to their superiors and between departments on various holidays including 
New Year's Day, Chuseok, and the beginning of the year is prohibited. 

Providing overseas business trips, demanding gifts from trainees, or providing traffic 
expenses is prohibited. 

· Giving a gift of slight value to a subordinate as an encouragement, or a simple birthday 
present between department members is acceptable. 

 

Financial transactions between Employees 

Requesting or responding to financial transactions between Employees is prohibited as it 
may lead to a monetary accident, and further to the loss of money and jobs. 

. Requesting or responding to loan guarantees or joint sureties via financial institutions is 
prohibited. 

 

Duty to report and confidentiality 

Employees shall report to the Ethics Department in the quickest and most convenient way 
when they become aware of violating this Code of Ethics or the Company's regulations. In 
principle, the reporter shall provide the personal information of himself/herself and the 
reportee, and the details of the unethical act using the Five W's and One H approach by 
attaching the relevant evidence. However, in cases of urgency, such as ongoing unethical acts 
at the time of reporting, it is permissible to report with facts without evidence. In case of 
becoming aware of a report in the course of their duties or by chance, Employees shall keep it 
secret, as disclosing it may result in disciplinary action. 

 

4. - Utilization and protection of information and intangible assets 

1) Protection and value of confidential information 

Confidential information refers to the main information registered in the database of the 
computer system, copyrights, patents, other intellectual property rights, and other 
proprietary information accumulated by each specialized department within the Company. 

This important information is the result of hard work and tireless dedication by fellow 
employees, and of significant resources invested by the Company. Leakage of confidential 



information may cause significant damage to the Company, so, great commitment to 
information protection is required. 

No information other than approved by the Company or officially announced shall be 
disclosed or leaked, and no confidential information shall be discussed even with family or 
friends. 

In addition, the act of taking unfair advantage by personally using the Company's 
confidential information is strictly prohibited. 

 

2) Dissemination of customer information 

Personal information of customers shall never be disclosed to a third party without the 
customer's prior consent, and the use of customer information for any purpose other than 
legitimate business purposes is strictly prohibited. 

Failure to comply with this requirement may result in legal liability. 

 

3) Intellectual property rights 

· Use of illegal software is prohibited 

When using software, Employees shall strictly comply with the terms of the usage agreement, 
such as the prohibition of copying or distribution of software; and the use of pirated products 
other than licensed products within the Company is also prohibited.  

Ownership of Intellectual property rights  

The Company owns all legal rights, qualifications, and interests of intellectual property rights 
developed by Employees while working in the Company's professional fields, which include 
work performance and results, such as design, invention, computer software, and important 
documents. 

When an Employee leaves the Company, he/she shall return all of the Company's assets, 
including documents, diskettes, and CDs containing information. 

 

5. - The Company's role in society 

 

1) Contribution to social development 

The Company shall pursue ethical corporate activities to contribute to the growth of the 
national economy, create jobs, carry out its duty to pay taxes, and faithfully fulfill its 
responsibilities and duties as a corporate citizen contributing to the development of the local 
community. 

 

2) Environmental protection 



Employees shall strictly comply with laws, procedures, standards, and regulations related to 
environmental protection, and shall do their best to protect the environment in all activities 
such as production, sales, and development. 

 

3) Political activities 

Employees are prohibited from running for elected positions in political parties or public 
office during their service in the Company. Individual suffrage is respected, but political 
opinions shall be expressed by clearly specifying that they are personal views, and care shall 
be taken not to give the impression of representing the Company's opinions. No political 
activities are permitted during working hours or within the Company. 

Political activities include all activities that may interfere with work such as distributing 
leaflets with political content, promotional emails, political instigation, slogans, chanting, 
and putting up posts within the company, 

 

4) Protection of shareholder interests 

The Company shall respect the legitimate demands, proposals, and official decisions of 
shareholders, operate a transparent management system to build mutual trust with 
shareholders, and carry out accounting in accordance with tax laws and corporate 
accounting standards. The Company shall faithfully protect the property of its shareholders 
by generating profits through solid management. 


