It’s
Fine,

It’s Fine, is your Code of Business Ethics.

It’s Fine, CoBE - 2018

This book was designed to make your time at Fine; valuable,
memorable & most importantly consistent.
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Message from CEO

There is a proven saying which states, “What has taken decades to build,
can be destroyed in a day”. And it’s true, particularly when talking about
corporate reputations. Think Enron. Arthur Anderson. It’s a long list
unfortunately of once great companies that were undone by a single case
of questionable business practices.

Because this is so important to our ongoing success, we shall not only
distribute this manual, but it shall be accompanied by annual workshops
and testing for all Employees. This shall be mandatory. It’s that important.
We want to protect you and protect our Company.

Great business leaders are not made at
Harvard Business School or any other
MBA program. They are made through
attitude.
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It starts with doing the right thing. We all inherently know what the right
thing is. And we want our Company to do the right thing, not only for our
corporate reputation, but also so our Employees are protected and never
put in compromising positions. We never want anyone to compromise on
values and integrity. But, there can be ‘grey areas’ in any part of the business
and sometimes the ‘right thing’ is not entirely clear. For this reason, we
have developed this comprehensive manual or Code of Business Ethics
(CoBE).
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The most important part of our work at FHH is preserving the wonderful
image our Company has built over the past 6 decades, started by our
founder, Elia Nuqul, and continued through successive generations of
leaders. Preserving and enhancing our reputation as a Company is the
cornerstone of our sustainability for the 6 decades to come.

James Michael Lafferty

Sometimes doing the right thing is difficult to do. As your CEO, I want you
to hear it from me:
We do the right thing. And I will always support you in choosing the
harder right, over the easier wrong.
James Michael Lafferty
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As you get going, all the
terminologies will start
to add up.

CoBE: Code of Business Ethics.
Close relative(s): Spouses, parents, children, siblings,
in-laws, nephews, nieces, aunts and uncles.
For sake of clarity, all rules applicable to close relatives
would apply equally to any Employee having an intimate
relationship or close personal friendship.
Employee(s): Includes Directors; full time and part
time permanent employees; contractual consultants;
temporary employees; trainees and secondees.
FHH/Company: Fine Hygienic Holding.
Law(s):
a) all applicable federal and local laws of a country;
b) rules and regulations of government regulatory
authorities;
c) UK Bribery Act, 2010 and US Foreign Corrupt
Practices Act.
Third Party/ies: Contractors, sub-contractors, agents,
distributors, suppliers, vendors and consultants. In other
words, any person (other than Employee) or organisation
carrying out any work on behalf of FHH.
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I don’t want to
find myself on the
wrong side of the
fence...
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1. Introduction

Now you’ve got the CoBE
to guide you.

Just follow the line

Start here
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of the Code of Business Ethics of our Company. This Code represents who we are and what
we believe in. It ensures that our commitment to the FHH Values is reflected in our daily
lives, our work practices and our relationships with each other. It is an embodiment of
the highest standards of ethics, integrity, transparency, accountability, quality and diversity
which we, in FHH, subscribe to. It is everything that makes us proud to be a member of the
FHH Family.
By being true to the FHH Values, we aim to create a new benchmark of work culture
which shall become synonymous with the name of ‘FINE’ and shall be passed down from
generation to generation. Our purpose is to better lives, be they of our customers and
consumers by providing them superior quality products which they can trust and bring
into their homes; or our fellow FHH Employees by creating a supportive, respectful and
empathetic work environment which is mindful of individuality.

12 Introduction

1 We do

the right
thing always

We do not compromise on ethics
and character ever. We follow
the letter and spirit of the law
and uphold FHH Values. We are
responsible citizens of this world
and are committed to protecting
the environment and serving the
communities we operate in.
Head back to the
quote on page
number 5.

2 We spend
Company
money as
our own
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The FHH Values are the
bricks & mortar
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The FHH Values

We are guardians of the
Company’s best interests and
always act with the long term in
mind. We protect the Company’s
assets and spend its resources
and money as if it’s our own.
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We celebrate diversity; and our
organisation is respectful and
supportive of your individuality in
every way.
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5 “If we take care of

Roy Disney

Ever thought of
what it is like to
live on the edge?

4

We
take
Risks
We aim for the sky, knowing
that in doing so we may fall
sometimes. This is ok. We
aren’t meek and scared; we are
courageous and bold. Because
boldness brings breakthrough
ideas and results.

the people, the
business will take
care of itself ”
People are the key to our success.
We hold the bar high and we will
be ruthless on high standards.
But those who make the team
will be well taken care of…as
they should be. We want an
organization people ‘love to join
and hate to leave.’
Repeat the last
sentence twice,
now move on to
point 6.

6

We deliver our
targets
We don’t miss. We certainly don’t
invest any energy into conjuring
up justifications for missing.
Rather, we take ownership of our
actions and focus our energies
on delivering.

We master our
fundamentals

Head to page 29
then come back
and continue the
flow.
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We are nimble and fast moving.
We debate vigorously and share
our views, but once a decision
is taken we align 100% behind
the decision. No behind the
scenes maneuvering. We are one
team, one dream. It’s all about
performance and results.

When your values
are clear to you,
making decisions
becomes easier.

Failure is not an option.

We
embrace
meritocracy
and diversity
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This is what’s going to open the
doors to recognition and greater
opportunities.

3
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We are the best at what we
do. We pay attention to detail
and execute brilliantly. We do
not believe in doing anything halfheartedly. We know what
is expected of us and we give it
our 100%. ‘Good enough’ is not
acceptable in FHH.
Food for
thought. If it’s good enough,
it’s neither
good nor enough.
Introduction 15

DOES THE CoBE
APPLY TO YOU?
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Every year, you shall complete
an online test to ensure that you
have good knowledge of, and fully
comprehend, the CoBE. Upon
passing the test and signing off on
the certification you reaffirm your
commitment to follow the CoBE.
It is imperative that any conflict of
interest is re-declared every year
upon signing the certification.
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The CoBE applies
to anyone who
conducts business
on behalf of FHH.
This would include
All Employees of
the Company &
Third Party/ies.

Head back to page 7
for terminologies.
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Annual Confirmation

Did you know?
Annual tests
help us
evaluate your
performance, job
development &
overall
achievements.

Introduction 17
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I understand
the importance
of ethics and FHH
values, how do
I integrate them
professionally?
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2. What is Expected of You?

Simply,
follow the CoBE.

Continue here
18 What is Expected of You?
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Focus on the
example set by
Mr. James Michael
Lafferty.
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We do recognise that some Employees may have outside interests
such as external businesses, personal passions or projects. These
are permitted, provided:
(i)
they are disclosed as possible conflicts of interest;
(ii) they do not interfere with your work at FHH or involve
distractions during business hours;
(iii) FHH assets, Employees or services are not used
inappropriately in pursuit of outside interests.
The CEO of our Company, Mr. James Michael Lafferty is a classic
example for this. He conducts speeches and trainings externally
to FHH. For the sake of transparency and to avoid any actual or
potential conflict of interest, he declared this to the Board of
Directors of FHH prior to accepting a position at FHH. The Board
accepted that Mr. Lafferty may continue with these activities.
However, on the condition that to avoid any conflict of interest,
no external work may be done with a competitor of FHH and any
outside speeches would be done on personal vacation time of the
CEO. To ensure 100% separation of his work as CEO of FHH, from
his speaking and training, Mr. Lafferty has employed a separate
administrative assistant on his personal account.
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TRANSPARENCY
Accountability.

We expect of all Employees that
FHH provides your primary source
of income, and is your priority
in terms of the professional
component of your life. Be fully
engaged with your work and do
not undertake personal activities
beyond a modest level; and make
sure that they do not interfere
with successfully executing the
duties of your job.

Remind yourself
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As an Employee of FHH, you are
expected to know, understand
and follow the CoBE at all times.
It is your primary responsibility
to uphold the FHH Values
embedded in the CoBE by
implementing it not only in
letter, but also in spirit.

Transparency breeds legitimacy.
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You must diligently comply with laws and regulations that apply
to the Company, its business and your personal selves and fulfill
all your legal obligations to the strictest and highest standards
possible. Your actions must be lawful, honest and ethical at all
times.
It is important to remember that a foreign country’s laws may
apply to you and the Company even if you are conducting business
or residing outside these countries, such as the UK Bribery Act
and the US Foreign Corrupt Practices Act.

ONE TEAM.
ONE DREAM.
22 What is Expected of You?

You may encounter situations where under certain circumstances,
some practices may be considered the cultural norm (such as
small bribes), or may be acceptable or ‘excusable’ within the
context of certain cultures or environments; but may conflict with
FHH Values and the ethical standards of CoBE. You must always
remember that you are unequivocally bound by the CoBE.
Regardless of the circumstances, needs of the business can never
be an acceptable reason to side-step the laws or FHH’s policies.
You are to adhere to the CoBE and no one, at any level of FHH
may violate, direct or approve any other Employee or Third party
to violate laws, regulations, FHH policies or the CoBE.
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Follow the LAW
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Your Actions

must be lawful,
honest and ethical at
all times.
What is Expected of You? 23

DiSC Personality
Behaviour Check

Read the below statements and pick the ones that best
reflect your personality;

This test is for
YOU to evaluate
yourself.

i

S

C

My conversations
are short, direct and
straight to the point.

I am a very optimistic
person.

I am a patient
person.

I often contemplate
the decisions I take.

People say I have a
strong Character.

I influence people
around me positively.

I like to get the job
done at my own
pace.

I am shy, and feel like
being an introvert.

I am an extrovert.

I am always keen to
try new things.

I reflect on my job
frequently.

I do not treat life too
easily.

I enjoy being focused
and competitive.

I am very persuasive.

I tend to be a friendly
person.

I write the plan,
revise it, fix it, revise
it, fix it, read it again
- then I head to the
task.

There is no right or
wrong answer. Just
pick answers that fit
you most, add them
up and then head to
page 59 to see what
you’ve got!
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It is normal to have a combination of more than one trait.
See which one is closest to you.

Do The
RIGHT thing
- always. Not every situation you may encounter at work can be foretold
Warren Buffett
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D

It takes 20 years to
build a reputation
and five minutes to
ruin it. If you think
about that, you’ll do
things differently.

Jump
to page 28.
then come back
and continue the
flow.

by the CoBE. If you are unable to find a direct answer to your
question in the CoBE, you must go beyond its literal reading and
take guidance from the FHH Values and the spirit of the Code. The
Code is your sounding board. When in doubt, go back to it and
ask yourself: Do your actions reflect the values of the Code? What
is the right thing to do? How will your actions impact others? Will
you be able to speak proudly of your actions to your colleagues
and management and even the general public? Will your actions
in any way compromise the name and integrity of the Company?
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wildcard
time.

If you are still unsure, discuss the issue with the Chief Compliance
Officer. In the very rare circumstances where you believe that an
exception to the CoBE is warranted, you must approach the Chief
Compliance Officer and seek approval prior to taking any action.
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Caring for
Communities and
Environment
Expectation
from Managers.

Each
Employee
of
the
Company has a duty to report
in good faith any actual or
suspected wrong doing either
by a fellow Employee or a Third
Party bound by the Code. You
will be protected from any
kind of reprisal or retaliation
and your anonymity shall be
maintained at all times.

The reported offence shall be
thoroughly investigated by the
Chief Compliance Officer and
in the event that the offence
is validated, disciplinary action
shall be taken against the
offender. Individuals who fail
to comply with CoBE may face
disciplinary action up to and
including termination. Should
the breach involve a violation
of law, criminal or otherwise,
the relevant legal authorities
shall be informed immediately.

Being a manager means
leading by example. You define
your expectations of others by
the standards you set by your
own behavior. Managers must
not only know, understand and
follow the CoBE themselves,
but also ensure the same for
your team members. You must
always listen to, and support,
team members who raise
concerns about wrongdoing
or need guidance on following
laws and Company regulations.

it’s
Fine,
don’t worry we’ve
got your back!
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Only a life lived
for others is a life
worthwhile.
Albert Einstien

From purchasing fully recyclable and ethically sourced,
FSC certified pulp, to recycling our waste water and using
solar technology to run our plants, we give priority to making
environmentally sound choices.
We support causes that empower individuals, creates
opportunities and positively impacts our society. We aim to work
in harmony with the development objectives and initiatives of
the government.
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Consequences of
Breach.
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Report Without
Fear.

Our core values beholden us to protect the environment
and serve the communities we live and do business in. You
must always be cognizant of the unique social, economic and
environmental interests of the society you are a part of and
play an active role in the betterment of local communities.

Caring
can go
a long way.
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RULES

Every case, and every
consumer, matters.
We win in this
business one store,
one shelf, one box,
one consumer at a
time.

Passion is
worth +10
points of
growth.
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RULES TO
ALWAYS
FOLLOW

James Michael Lafferty

28 What is Expected of You?
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When in doubt, Speak out!
We’ll ensure good governance.
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I Saw/Heard
something
wrong, but I am
not sure what
to do...
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3. Whistleblowing - We Speak Up!

Continue here
30 Whistleblowing - We Speak Up!
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Raising your voice against illegal and unethical
practices can require courage, especially when it
concerns people you know or work with.

We will always ensure that your anonymity is
safeguarded and full confidentiality is maintained of
the information shared by you. Your concerns will be
investigated thoroughly and objectively by the Chief
Compliance Officer and you will not face any negative
judgement or harassment.
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At FHH we ensure that our whistleblowing policy
protects and supports you and instills a sense of trust
that gives you the confidence to speak up without fear
of reprisal or retaliation.

When the whole
world is silent, even
one voice becomes
powerful.

Is it time to Speak Out?
As an Employee or Third Party of FHH you are under an obligation
to report actual or suspected wrongdoing which may come to your
knowledge. The wrongdoing could be a violation of laws, regulations,
Company policies or the CoBE. In any event, you have a duty towards
FHH and its Employees to report the violation and safeguard their
integrity and reputation. Concealing a wrongdoing or turning a blind
eye is also wrong!
While some actions may be easily identifiable as a violation of law and
Company’s ethical practices, such as bribery, fraud, corruption; there may
be some situations which leave you uncertain yet uneasy. For example,
you may suspect sexual harassment/intimidation by a fellow Employee,
bullying or accounting malpractices. In such situations of uncertainty,
follow the simple rule: “When in doubt, SPEAK OUT!” Raise the red
flag in good faith with the Chief Compliance Officer. Rest assured, you
will not have to suffer any reprisal for raising a concern, even if you may
be genuinely mistaken.
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it’s
Fine,
refer to page
55!

Malala Yousafzai
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Report in Good Faith

Cooperating with Investigation

What happens in Fine,
stays in Fine ....
... Anonymous

You may choose any of the following confidential
channels
Email Chief Compliance Officer: Ahaider@finehh.com
Call Chief Compliance Officer: +971566827081
Toll Free Hotline Number: 080022261
Hotline Email: hotline@finehh.com
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Information provided by you must always be accurate
and truthful. Any attempts to alter, conceal or destroy
evidence shall be deemed as ‘aiding and abetting‘
the alleged violation and may invoke criminal and/or
disciplinary liability.

ALWAYS REMEMBER
THIS:

Raise your
VOICE!

Every FHH Employee and Third Party is under obligation
to cooperate with any internal or external investigation
with complete honesty and transparency. Failure to
do so can lead to strict disciplinary action including
termination.
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REPEAT REPEAT REPEAT

Any abuse of FHH’s whistleblowing policy shall be dealt
with in the strictest manner possible if investigations
show that a report has been rendered with malicious
intent. Our policies are there to protect you, not to
provide you with a platform to settle personal scores or
seek punishment for personal grievances.

We all make mistakes, all the time.
However, leaders are those who
take responsibility and never resist
criticism. They drop their ego at
any time without excuses and
defensiveness. If a person cannot
take criticism, this means they
refuse to grow.
- James Michael Lafferty
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Always do the right thing ...
we are here to support you.
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I am torn
between what
I should do
and what I am
tempted to do.
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4. Personal & Business Integrity

Continue here
36 Personal & Business Integrity
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There is never a justification for fraud.

Conflict of interest can be identified as any situation where
you use your position at FHH, or, in the case of a Third
Party, your relationship with FHH, as an opportunity for you
or someone close to you to avail personal gain or benefit
(other than the bona fide rewards and benefits awarded
to you by the Company in lieu of your services). Conflict of
interest also arises when you have a personal relationship,
or a financial or other interest, that could interfere with
your obligation to act solely in the best interest of FHH.
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Any wrongful act of deception such as, misappropriation
or embezzlement of funds, property or data belonging to
FHH; manipulation of information; forging documents and
receipts; fabrication of facts and evidence shall be deemed
as fraud. You must not knowingly be party to such activity
and must promptly report suspected fraud.

Conflict
of
Interest.
It’s Fine, CoBE - 2018

Fraud.

It’s
not Fine,
to enter the
dark side.
Once you’re in,
there is no way
out...

Following are some examples of conflict of interest which
must be reported:

The Company is clear that it will treat fraud with the utmost
seriousness and prosecute fraud to the fullest extent of the
law.

38 Personal & Business Integrity

Go to
Quote on
page 25.

The Company reserves the right, and will employ means
such as polygraph testing, at its discretion, to help ensure
good governance in high-risk roles and areas of operation.

Family &
Friends

Financial
Interest

Outside
Business

Outside
Employment

Corporate
Opportunity

Personal & Business Integrity 39

In any event, you must inform
the Chief Compliance Officer if a
Close relative is an Employee at
the Company, even if there is no
direct or indirect reporting line.

40 Personal & Business Integrity

If you have a financial
interest in a Third Party,
competitor, customer,
supplier or any other
business with which FHH
has ANY dealings.

1. Can you be in
employment of a
competitor, customer or a
Third Party of FHH.
2. Use Company time, assets
and resources for your parttime work.
3. Neglect or undermine
your FHH work and
responsibilities.

Corporate
Opportunity
You must not use information gained from
your employment or take advantage of an
opportunity which rightfully belongs to the
Company, for your personal gain or benefit
(or that of your Close relatives) without first
disclosing it to the Chief Compliance
Officer and obtaining written approval.
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Subject to the labour laws
of your country of business,
you may assume part time
employment with another
employer upon obtaining
written approval from the
Company. However, under
no circumstances:

Reminder.

If there is a direct or indirect
reporting line between Close
relatives, be they both Employees
or, an Employee and a Third
Party.

If you have any outside
business interest, any
source of income other
than FINE, any personal or
family commitment which
generates any amount of
revenue, however nominal it
may be, it must be disclosed,
clearly and honestly.

Outside Employment

If there is an intimate relationship
between a Third Party and an
Employee; between Employees
sharing no reporting line; or
between Employees who are in
direct or indirect reporting line
with each other.

As demonstrated earlier
with the example of our
CEO, James Michael Lafferty,
the principle of transparency
and disclosure is applied
across the board, to the
entire Company, WITHOUT
EXCEPTIONS.
It’s Fine, CoBE - 2018

Outside Business

If you have a Close relative who is
working at FHH or is working or
performing services for, or has any
financial interest in, a competitor,
or any business with which FHH
has any dealings, including a
supplier or distributor.

Financial Interest

Family & Friends.

The Wall of FHH
Conflict of Interest.

The Company reserves the right, and
will employ means such as polygraph
testing, at its discretion, to help
ensure good governance in high-risk
roles and areas of operation.
Personal & Business Integrity 41

Having a conflict of interest is not a deal-breaker. We can work
through the issue and find a way to resolve the conflict. However,
failure to disclose a potential or actual conflict, be it negligently or
intentionally, is a deal-breaker and will lead to serious consequences.
If you find yourself in a potential or actual conflict of interest situation,
you must immediately report to the Chief Compliance Officer.
If you have any doubts on whether a situation is a conflict or not—
DISCLOSE! It is always right to err on the side of disclosure when it
comes to possible conflict of interest.
The Chief Compliance Officer will review the situation and propose
an appropriate solution to manage the conflict which may involve
either making changes to your role or altering your reporting line.
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Without exceptions, every person this Code applies to is under an
obligation to disclose a potential or actual conflict of interest. The
issue is not in having a conflict; it is in failing to disclose it!

Although you may have disclosed potential or actual conflict of
interest to the Chief Compliance Officer, it is important to record it
every year upon clearing the online testing for the CoBE and signing
the certification.
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Annual Recording of Conflict
of Interest

Disclosing Conflict of Interest

The issue is not in having
a conflict; it is in failing to
disclose it!

Under any circumstances, the aim will be to either remove the
conflict completely or to reduce it to acceptable levels or ensure
that a potential conflict does not turn into an actual one.
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Bribery and Corruption
Bribery is strictly prohibited in any form or manner to any person or
organization in the course of business, including government officials
and employees. As an Employee of FHH or a Third Party working for,
or representing FHH, you must never:

A bribe need not have been paid, it is enough that it was asked
for or offered.
A bribe is anything of value, be it money or favour, given or promised,
with the intention to influence judgement or conduct of a person
to provide you an unfair benefit. Some examples of bribery include:
gifts, travel, entertainment, offers of employment to government
officials or relevant external stakeholders (NGOs as example), their
friends or families, kickbacks or investment opportunities, donations
to charities when given at the request of, or in the hope of influencing
a person.

44 Personal & Business Integrity
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The worst
disease in the
world today is
corruption. And
there is a cure:
Transparency.
- TEDTALK

1

Engaging in bribery or
appearing to engage
in bribery, be it with
government official or
private businesses such
as agents, distributors
and suppliers can
expose FHH to serious
criminal liability under
local and international
laws.
Anti-bribery laws in
many countries have
extra-territorial effects
hence making it a crime
for their nationals to pay
bribes anywhere abroad.

2

FHH may be held liable
for corrupt acts of Third
Parties whilst engaged
on its behalf.
Therefore, it is a strict
policy at FHH that all
its Employees and Third
Parties acting on FHH’s
behalf comply with the
anti-bribery and anticorruption laws of all the
countries in which FHH
conducts business as
well as UK Bribery Act
and US Foreign Corrupt
Practices Act.

3

Directors, managers and others
with supervisory responsibility
have a duty to ensure that
Employees and Third Parties
under their supervision are
aware of, and comply with, this
policy. Violations of this policy
may subject the individual to
disciplinary action, including
dismissal and cessation of
contract.

It’s Fine, CoBE - 2018

Legal Implications

a. Offer, promise or give any gift, payments or other benefits
to any person (directly or indirectly) to induce or reward improper
conduct or influence or intend to influence any decision by any
person to your/FHH advantage.
b. Solicit, accept, agree to accept or receive any gift, payment or
other advantage from any person (directly or indirectly) as a reward
or inducement for improper conduct which influences or intends to
give the impression that it is intended to influence the decisions of
the Company.

Severe civil and in some cases
criminal penalties may be
imposed on the Company and
the responsible Employee or
Third Party if you authorize
or participate in a violation of
anti-bribery laws.
Personal & Business Integrity 45
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Where government offices or
agencies offer a formal ‘fast
tracking’ option which can be
availed upon payment of a
fee to expedite a legitimate
request, it is permissible for
the Company to pay this
‘expediting fee’ to ensure
smooth running of the
business.
The parameters are:
(a) A legitimate system exists
and payment is made to
the government office or
agency itself and not to an
individual; (b) the payment
is solely for speeding up
the process, a virtual “fast
track”, (c) the requested
action is legitimate, legal,
and required for conducting
the Company’s business,
and (d) the payment for “fast
track” does not exceed $100
per transaction.

2

Any payment necessary
to secure the health,
personal safety or liberty
of an Employee may
be acceptable. In such
exceptional circumstances
where there is no safe
alternative to payment, you
should involve your Chief
Compliance Officer and the
payment must be recorded
in the Company’s books.

All exceptions must
be approved by the
Chief Compliance
Officer and receipts
must be obtained
and submitted for
Company’s record.

In addition to not giving bribes
or facilitation payments to
government officials, you must
never allow a Third Party to do
so on behalf of the Company or
enter into any transaction where
you suspect a Third Party is
engaging in bribery.
You should also be aware of
‘red flags’ (e.g. cash payments,
payments without supporting
documentation, payments in
another party’s names) that
suggest the possibility of bribes or
facilitation payments by someone
at FHH or a Third Party and report
them to the Chief Compliance
Officer.

MANAGERS
Managers are expected
to maintain control
to ensure improper
payments are not
offered, made,
solicited or received
by Employees or Third
parties working for
or on behalf of the
Company.

CONTROLS
SHOULD
INCLUDE
1

‘Know your Supplier’ and
‘Know your Customer’
procedures.

2

Anti-bribery and
anti- corruption
provisions in all
agreements with Third
Parties.
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Similar to anti-bribery laws,
facilitation payments are deemed
illegal in most countries whilst laws
of certain countries, such as UK
consider it illegal for UK nationals
to make facilitation payments
abroad.

1
Permissible Exceptions

These are small payments to
individual officials, usually at
a low- level, to secure routine
government actions.

Reporting, Checks and Control
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No Facilitation Payment
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Great caution is recommended in
exchanging gifts or entertainment
with any person, whether
from a government or private
organization who does, or is
seeking to do, business or has any
dealing with FHH. Offering and
accepting business entertainment
or gifts is only acceptable when it
is an integral part of relationship
and/or business building activities
approved by the Company and
the CoBE.
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Gifts and Entertainment
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“In looking for people to hire,
you look for three qualities:
integrity, intelligence, and
energy. And, if they don’t have
the first, the other two will kill
you.”
– Warren Buffet

Imagine you’re stuck in a bus, and the person to your right knows
you work for FHH, asks you some questions then offers you an
exchange of data deal for a good amount of money.
What do you do? (Don’t think too hard - First go to page 72 then
head to page 28 - then come back and continue the flow).
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2. Is it on quid pro quo basis? Is the same gesture reciprocated by the other party?
3. Is the gift or entertainment of modest value and infrequent?
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1. Intent: Is the intention only to build or maintain a business relation or offer normal
courtesy? Is it an expression of esteem or gratitude? Or, is it to influence the recipient’s
objectivity in making specific business decisions?
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When exchanging gifts and
entertainment, it is important to ask
yourself the following questions:

4. Is the gesture of hospitality reasonable and proportionate and does it commensurate
with industry norms?
5. Has it been given openly and transparently?
6. Is it legal in your country, the country of the other party and compliant with UK and US
laws?
7. Is it ethically appropriate?
8. Would you be embarrassed if your colleagues or manager found out about it?
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A notable exception is meals with suppliers or
other relevant Third Parties. We recognize there
may be cases (such as dining with a supplier)
where one company pays. It is acceptable
to allow a supplier in this instance to pay
for a dinner, provided there is a reciprocal
understanding that FHH shall pay for the next
dinner, and such that over the passage of time
the exchange of dinners balances out and there
is net zero impact on either side.

Any gift given or received which is valued at more
than USD $5.
Any entertainment given or received which
involves overseas travel or stay at a hotel.
Any gift or entertainment which involves any
public or government sector organization or
employees, regardless of nature and value of gift
or entertainment.
For gifts or entertainment being offered above
the acceptable limit, you may not avoid seeking
approval by paying for it personally.

Gifts or Business
Entertainment Which Are
Never Acceptable

Entertainments and gifts are never acceptable if
they are contrary to FHH Values, the CoBE or the
law. Specifically, any such exchange must never
have a material effect on a transaction involving
the Company; or take place between parties
engaged in a tender or competitive bidding
process.
Have been actively solicited or demanded, which
are often for something in return.
Are inappropriate (disrespectful, indecent,
sexually explicit or may reflect poorly on us in
regard to local culture).

DID YOU KNOW?
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Offering or Accepting
gifts in business can be
rather complicated, if the
etiquette behind it is
unknown.

Government/ Public
Officials
It is prohibited to directly or indirectly seek
to influence a government/public official by
providing any entertainment or gift (or other
personal advantage) to them or any person,
such as their family member, friend or associate.
Gifts to government/public officials of more
than token value will rarely be appropriate.
Permissible exception: There may be specific
cases where organizing travel of a government
official or other stakeholder(s) is appropriate to
lend FHH expertise or perspective to a pending
matter. This can, for example, include trips to
visit external FHH sites (like a factory) to gain
scope on a potential investment. These genre
of trips are permitted, with express written
consent of Chief Compliance Officer in advance.
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We want all Employees and Third parties to be
able to conduct the Company’s business free
from influence of any kind. As such, we do not
generally condone receiving of gifts beyond a
nominal value of USD $5 or less, examples being
pens or calendars.

Gifts or Business
Entertainment You Can
Offer or Accept Only With
Prior Approval
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Gifts or Business
Entertainment You Can
Offer or Accept Without
Prior Approval

Permissible paid trips have the following
characteristics: (i) they are to visit a relevant
FHH site or source of knowledge; (ii) a formal
visit agenda is developed and approved, (iii)
all travel mirrors FHH travel policies relating
to airline tickets and hotels, and (iv) the Chief
Compliance Officer has approved the trip.
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FHH recognizes that a gift of nominal value, unlinked to
any intent to influence decision on behalf of FHH may
be appropriate. This can include birthdays, holidays and
significant life events; or, for legitimate expression of human
gratitude. In these cases, the Company may allow for a
gift with a maximum value of USD $100 to be granted in
each case. Any exception must be approved by the Chief
Compliance Officer.
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Generally gifts would be
refused or returned as
being contrary to Company
policy. However, where this
is inappropriate or offensive,
the gift may be accepted
on basis that it will be
Company’s property and
shall be recorded in the
Company’s register. The
Employee may be given
the option of purchasing
the gift from the Company
at its fair market value, less
the amount of the local gift
limit.

You’re not
supposed to be
so blind with
patriotism that
you can’t face
reality. Wrong
is wrong, no
matter who does
it or who says it.
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International business practices and laws are balanced in
their perspectives and recognize that in the course of doing
business cordial relationships may develop and legitimate
expressions of gratitude may be warranted towards
external stakeholders, including government officials. No
law, including the US Foreign Corrupt Practices Act and
UK Bribery Act intends to criminalise such gestures.

Note for
Managers
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Legitimate
Acknowledgement
of Relationship and
Token of Gratitude
It is not uncommon that interaction between people in
work environments often evolve into social and personal
relationships. We recognize that over time, you may have
developed personal relationships which may have started
as purely professional.

- Malcom X
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2 Interacting

with competitors
FHH competes vigorously, fairly and ethically and never through unfair or unlawful business practices.
We believe that our success lies in the quality of our product and the integrity of our brand. We are
committed to abiding by competition laws, also referred to as antitrust laws which have an impact on every
aspect of our business. These laws may vary from country to country, but they aim at preserving free and
open competition and to promote a competitive and transparent marketplace.
All your dealings and interaction with a competitor must be above board and transparent and you must
never cooperate or even appear to cooperate with a competitor. Violation of competition laws of your
country and the CoBE can have severe consequence for you and for the Company, therefore, you must not
discuss any of the following topics with your competitors:
•
Pricing or pricing policy, costs or strategic plans. There must be no attempt to fix prices or any
element of pricing such as rebate, discounts, pricing methods, payment terms or percentage of
price changes.
•
Sharing any information which may have the effect of reducing competition
•
Limit production or capacity
•
Proprietary or confidential information
•
Division of customers, markets, territories or countries
•
Joint behavior towards customers
•
Agree to collectively refuse or boycott certain customers, supplier or competitors
•
Influence outcome of competitive bid processes
•
Technological improvements
•
Promotions and marketing strategies
•
Competitor information: We must only gather competitor information by legitimate, legal and
transparent means and in keeping with competition laws and regulations.
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Interaction
touchpoints
alert.

with Suppliers & Agents
When dealing with suppliers
and agents you are similarly
expected to apply ethical
and fair standards and
allow them to compete
equitably for your business.
If you are making selection
for a supplier or agent, your
decisions must be solely
based on the supplier’s or
agent’s merits and offerings.
You must follow FHH’s
purchasing process and
systems with transparency
and never allow any
decisions to be made
on the basis of your
personal relationship with
the supplier/agent or
favours such as gifts and
entertainment.

3 Interacting

with Retailers & Distributors
Placing restrictions on your retailer’s
or distributor’s ability to resell into
territories or to customer groups, or
create restrictions on resale prices may
be unlawful and a serious violation of
competition laws and regulations in
certain countries.
A notable exception to this is when
the Company formally enters into an
exclusive distribution agreement for
a specific country or region. These
exceptions are permitted and vetted by
the Company’s legal department. The
concern is related to more informal,
even verbal agreements.
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1 Interacting

Resale price maintenance is where a
supplier seeks to, or does in fact, control
or influence (including indirectly,
through threats and /or incentives) the
prices at which its customer sells FHH
products. Rules may vary from country
to country, therefore it is important to
familiarize yourself with local laws.

In general, we should avoid contact with direct competitors, even within recognized industry
associations. As a matter of principle, anyone attending meetings with direct competition must have the
meeting cleared in advance with the Chief Compliance Officer, and must take a witness with them to be
present during the discussion, preferably from the Legal Department.
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DiSC Personality
Behaviour Check
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RULE OF THUMB

Key is to find the
traits that fit your
answers the most.

There is no right or
wrong answer.
All answers are correct
to you.
The DiSC test is a
non-judgmental tool
used for discussion of
people’s behavioral
differences

We can attempt to INFLUENCE resale pricing
based upon our understanding of our brands and
the markets. But we must never seek to FORCE a
customer on their eventual resale pricing. We can
influence but we cannot exert control.
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“DiSC Profile - What Is DiSC®? The DiSC Personality Profile Explained.” DiSCProfile.com, www.discprofile.com/what-is-disc/overview/.
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To earn respect, you must serve it.
Do right & let us ensure your rights.
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Work is going
great. Except,
I don’t feel
respected...
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5. Respect in the Workplace and Human Rights

Continue here
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FHH is committed
to providing equal
opportunities to all our
Employees by creating
a strong, inclusive
workforce and enforcing
a zero-tolerance policy for
discrimination, bullying and
harassment of any kind.

We never allow race, colour, gender, age, disability, nationality, sexual orientation,
gender identity, gender expression, marital status, class, religion, politics, choice
of individual style/language, or any other characteristics influence our judgement
when it comes to recruitment, development and opportunities.
The following principles are seen as important focus areas to achieving our
diversity efforts:
•
Accepting and respecting individual differences
•
Focusing on substance and not style (personal choices in grooming;
body art; choice of words; and cultural variations)
•
Providing a welcoming and safe place for everyone
•
Capitalizing on the diverse backgrounds and experiences of our
Employees
•
Doing what is right and not tolerating harassment and discrimination
•
Treating our Employees with dignity, respect and fairness.
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Diversity and Inclusion

At FHH we treat each other
with respect and dignity, we
cherish our differences and
learn from diversity.
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We cherish our
differences
and learn from
diversity.

FHH currently boasts a workforce of approximately 3600 employees across more
than 20 nationalities. With an open mind, we welcome your uniqueness and
individuality, be it in the form of your culture, language, religious beliefs, sexual/
gender orientation or personal styles. We value the diversity you bring to our
work culture and believe that it is this diversity that drives us to success with
new ideas, products and services. It maximizes our ability to achieve our goals
and gives us a sustained competitive edge.

Please see the ‘FHH Workplace Diversity Policy’ for more details.

DID YOU KNOW?
Diversity fosters a more
creative and innovative
workforce.
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Such acts would
warrant immediate
termination and
legal action against
you

Violence, in any form or manifestation, including
threats, intimidation and fear is abhorred at
FHH and contrary to FHH Values.

Any
Employee
witnessing
or
directly
experiencing such behavior or any behavior that
may be unacceptable in any other way, should
report immediately to the Chief Compliance
Officer.

If you experience or are witness to an act of
violence or suspect incidents or threats at the
workplace, you must immediately raise the red
flag with the Chief Compliance Officer.
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We are committed to providing a safe work
environment and you must never engage in, or
tolerate, any form of violence as an Employee at
FHH or a Third Party.

Our Employees are our most valuable asset
and FHH is committed to providing the highest
standards of safety to protect our co-workers and
external parties who visit or work on our sites.
Nothing ever justifies compromising the safety
and security on our site and ignoring any safety
rules, be it local labour laws and regulations,
or Company rules. We will continuously work
to make sure that the physical security of our
Employees is treated as a top priority, our policies
and standards are understood, particularly the
Company’s HSE (Health, Safety and Environment)
rules as noted in the GSM (Group Standards
Manual) and thorough training is provided so
everyone is aware of health, safety and security
measures at workplace.
It is upon every Employee to immediately
report an actual or suspected unsafe working
condition to your Chief Compliance Officer.
If you have any concern about your health
and safety at work, please contact the Chief
Compliance Officer or site HSE Manager.

Drugs and Alcohol Abuse

We are committed to providing a safe and
healthy environment to our Employees and
this includes ensuring that the work place is
free from influence of any substance that could
impair your job performance as well as put your
life, and the life of your co-workers, at risk.
Use of alcohol, illegal drugs or controlled
substances is an illegal act and any offender
shall be immediately reported to the local law
enforcement authorities. If found guilty, the
Employee shall be terminated with immediate
effect.
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Harassment can be seen as any behavior that
creates an offensive, intimidating, humiliating
or hostile work environment which interferes
with a person’s psychological and physical
sense of security and confidence at work`
place. Harassment may be sexual, physical or
verbal; actual or threatened; and may be done
in person or via notes or emails.

As a key FHH Value, it is important that we are
able to offer a work environment where our
Employees always feel safe and respected.

Ensuring Workplace Health
and Safety

Violence in the Workplace
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Preventing Harassment and
Bullying

You must also never use medication in any way
which may impair your ability to conduct your
work in an optimum and safe manner and
adversely affect your ability to perform your
duties.
Furthermore, under no circumstances, whether
during work hours or after, shall you illegally
possess, sell or distribute alcohol, drugs, or
any illegal substances.
Respect in the Workplace & Human Rights

65

66 Respect in the Workplace & Human Rights

“We value the diversity you bring to our
work culture and believe that it is this
diversity that drives us to success with
new ideas, products and services. It
maximizes our ability to achieve our
goals.”

It’s Fine, CoBE - 2018

Child labour: FHH strictly forbids use of
child labour at any of its plants, facilities or
operation; or, in any activity related to its
business. You must ensure strict compliance
with minimum age for employment
as prescribed by the applicable law of
the country. In any event, as a matter of
Company policy and in order to support
effective abolition of child labour, no person
employed by the Company or engaged
in any work related to the business of the
Company can be less than 18 years of age.
Forced/ Involuntary Labour: Under no
circumstances are you permitted to coerce
any individual into serving the Company
by use of aggression, threat or force; or, any
other means whatsoever.
Unlawful Use of Immigrant Labour:
You must strictly comply with the local
labour laws of the country of your business
operation. Without exception, you shall not
employ services of any immigrant residing
illegally in the country and not having the
requisite visa or permit allowing him or
her to take legitimate employment in the
country.
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Exploitation
of Labour

It must be emphasized once again that
these rules are as much binding upon
Third Parties representing or conducting
any work on behalf of the Company as
they are on the Company itself.

– FHH

Respect in the Workplace & Human Rights
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As long as you are honest, accurate &
objective. We’ll take care of the rest.
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I have all my
financial reports
ready and set,
what are the
proper ethical
angles I should
consider?
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6. Financial Integrity

Continue here
68 Financial Integrity

Financial Integrity

69

All data created, whether financial
or non-financial must be accurate
and correct. You are responsible for
preparation of complete and accurate
monthly and annual financial statements.
All accounting data must be maintained
in line with applicable laws, with
generally accepted accounting principles
such as the International Accounting
Standards and the FHH’s accounting
principles and procedures. There is never
a good enough reason for falsifying
records, misrepresenting facts and
hiding or disguising data.
Such conduct amounts to fraud and
shall result in civil and criminal liability.
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Audit
It is essential to be forthcoming and
transparent with FHH’s external and
internal auditors and ensure that
all information provided to them is
accurate, correct and relevant to the
audit. Under no circumstances should
we:
1. provide information for audit which
we know, or ought to reasonably
know to be misleading, incomplete
and inaccurate.
2. Withhold or conceal information
which we know to be relevant to the
audit.

Documenting
Transactions
Contractual relationships with Third Parties
must be accurately recorded in writing in
the form of contracts/agreements which
shall be signed and executed by the
authorized signatories of each party. It is
important that agreements are signed
only by those representatives of each
party who hold a valid Power of Attorney
authorizing the representative to execute
agreements of this nature and value and
create binding legal obligations on their
company.

Taxation
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Financial Reporting
and Record Keeping
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Honest, accurate and objective recording
and reporting of financial and non-financial
information is essential to FHH’s reputation
and its ability to meet its legal, tax, audit and
regulatory obligations accurately.

We must comply with all applicable tax
laws and regulations in the countries
where we operate and be open and
transparent with tax authorities.
Under no circumstances should
we engage in deliberate illegal tax
evasion or facilitate such evasion on
behalf of others.

Claims for expenses, refunds, vouchers,
bills and invoices must be accurate, bona
fide and submitted in a timely manner as
per the Company’s travel policy.

Financial Integrity
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Are you FINE?

- FHH
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“We believe our success lies in
the quality of our product
& the integrity of our brand.”

Since you are on our
team, you must carry
those traits with you
everywhere you go.
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That is why we are here, to work as a
team and prevent any wrong doings.
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I was entrusted
with FHH assets;
I am afraid I may
have unknowingly
misused them.
How can I be sure?
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7. Proper Use of FHH Assets

Continue here
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FHH’s assets include: physical and intellectual property, funds,
Company’s stamp and letterhead, proprietary information,
corporate opportunity, equipment, facilities and systems.

Personal Use
and Activities

We are all responsible for safeguarding and making appropriate use
of FHH’s corporate assets which are entrusted to us. The Company’s
stamp and letter head are valuable Company property and its
unauthorized use or any attempt of forgery or fraud shall be served
with strictest legal action.
You must safeguard not only the proprietary data and information
but also the technologies such as computer systems and applications
on which this information is stored from damage, alteration, fraud,
theft, unauthorized access.
You must not use FHH’s assets or technologies (including phones,
computers and other devices which have access to the internet)
to download, receive or send any data which conflicts with FHH’s
values such as discriminatory, sexual or offensive materials.

76 Proper Use of FHH Assets
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We all need to work together to prevent misuse, destruction, and
misappropriation of all FHH assets. FHH assets must never be used for
your personal gain or to benefit another person in an unauthorized
manner. FHH’s funds, be they in cash form or credit cards must not
be used for personal purposes unless authorized, for example for
business trips.

FHH expects any personal
use of Company equipment
to be occasional and limited.
You are encouraged to use
your own devices for personal
matters in order to protect
FHH’s data. However, in
doing so you must ensure
that personal activities
using personal devices are
also occasional and limited;
they do not involve any
unethical or immoral use of
the internet; and they do not
violate the CoBE. Any use of
Company assets for external
business purposes (i.e. your
own business or part-time
work) is strictly prohibited.

Protecting Company’s
Intellectual Properties,
Brands & Innovations
This includes patents,
copyrights, trademarks,
design rights, logos,
knowhow, and other
proprietary information.
Intellectual property is
amongst the most valuable
assets of FHH. To the extent
permitted by law, FHH
owns rights to all IP related
to FHH business that we
as individuals create while
employed by FHH. Whether
or not the IP is patentable
or protectable by copyright,
trade secret or trademark, or
any related laws, you must
not use this IP in a manner
that is inconsistent with FHH’s
ownership rights.

Third Party’s Assets
We should show the same
respect to a Third Party’s
physical and intellectual
property as we expect them
to show towards FHH’s
assets. We must never
intentionally or negligently:
1. Damage, misappropriate or
misuse the physical assets
of a Third Party.
2. Infringe a Third Party’s
patents, trademarks,
copyrights, or other IP
rights in violation of a Third
Party’s rights.
3. Perform unauthorized
activities which adversely
impact the performance
of Third Party’s systems or
resources.
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Guarding Against Misuse & Theft
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We trust you to do the right thing.
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I came across
confidential
information...
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8. Confidentiality & Information Security

Continue here
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Confidentiality & Information Security
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U-TURN
80

Head back to page
72 and focus on the
definition of being FINE.

Confidentiality & Information Security

1. Sales, marketing and other
corporate databases.
2. Consumer data.
3. Employee information data
bases.
4. Prices and marketing
strategy and plans.
5. Product information and
trade secrets.
6. Research and technical
data.
7. New product development
data.
8. Business ideas, processes, proposals,
strategies, unpublished financial data
and results.
9. Company Plans.
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Any information related
to FHH whether physical,
electronic or verbal
that is not available to
the general public and
is in your knowledge
only by virtue of your
position in FHH. Typically,
confidential information
can be identified as such
information, which, if it falls
in the hands of a third party,
can compromise FHH’s
interest and therefore needs
safeguarding.

EXAMPLES

Disclosing
Confidential
Information

During the course of your
employment with FHH,
you may become privy to
confidential information through
communication or documents in
the form of hard copies, electronic
or verbal communication such
as conversations overheard at
work. Remember, you hold this
information in trust. Under no
circumstances must you breach
this trust and disclose confidential
information relating to FHH or its
business to any organization or
person (who is not an Employee)
without prior authorization from the
Chief Compliance Officer.
Whether deliberately or
inadvertently, you must never share
confidential information over social
media which may be detrimental
to FHH or may lead to competitors
gaining advantage over FHH.

Circumstances
where sharing
confidential
information
after securing
authorization
may be
permitted

1. To agents, officers and
representatives of FHH’s holding
company and shareholders
requesting the information to
carry out a duty or work on its
behalf.
2. To any third person or
organization strictly in the
course of business and
under the terms of a written
confidentiality agreement or
undertaking as approved by Head
of Legal.
3. Under order by a competent court
of law, government, regulatory or
supervisory authority.
4. Where confidential information
must be transmitted
electronically. However, technical
and procedural standards
should be agreed with the
other party to ensure safeguards
against misappropriation of such
information.
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What is
Confidential
Information
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You must at all times ensure that
your computers, tablets, phones,
flash drives or any other electronic
device carrying confidential
information are not left unlocked
and unattended.

Always work with
Integrity, Honesty and
Passion.
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Confidential information belonging
to FHH must never be used for your
own financial advantage or that of a
friend or relative.

Head back to
pages 40-41.
review, memorize
and repeat.

Personal Data
FHH and its Employees are bound
to fully comply with the applicable
data protection laws of their country
of business at all times and without
exception. Access to personal data
or employee and customers must
be strictly restricted to those who
have a direct business need to
access such data.

We must not solicit or willfully obtain
any information which may be
confidential information to a Third
Party. In order to avoid violation
of confidentiality obligation, be it
legal or contractual, you
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Access to confidential information
should only be provided to
Employees requiring it in order to
carry out their work. Confidential
Information may not be taken out
of office premises without prior
approval from your manager and
adequately securing the information.

Social Media

must
report any such suspected
or actual violation to the
Chief Compliance Officer.

PR
& Media
Communication

As a rule of thumb, all press releases, Company
announcements and social media postings, interviews
and interaction with the press and media shall only be
conducted by the Corporate Communications and PR
Manager of the Company. All press inquiries should

immediately be forwarded to Rana Kawalit,
Corporate Communications and PR Manager and
no comments should be made by anyone other
than Rana.

Whilst we do not and will not
monitor Employees’ social media
activities, you must think and act
responsibly. Any inappropriate
comments from you that can
negatively impact the Company’s
image or standing can make the
Employee subject to disciplinary
action. For example, any social
media post which:
1. Discloses confidential information.
2. Disparages the Company,
customer, a fellow Employee, or
anything related to FHH.
3. Voices discrimination, racism,
hatred or extreme views
inconsistent with FHH Values and
principles.
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Misuse of
confidential
Information

U-TURN

Access
to and
storage of
Confidential
Information

Third
Party
Information

If discovered, social
media interaction of such
nature shall open up
investigation and could
lead to disciplinary action.

THE END.
Confidentiality & Information Security
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Contact your Chief Compliance Officer to discuss any scenario you
may be uncertain about or which may not be covered in the CoBE.
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“When in doubt, SPEAK OUT!”
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Always remember:
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This is what we all must embrace
to succeed both professionally and
personally.
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Feeling
Overwhelmed with
all this information?

The best just deliver.
They find a way. They
never give up.
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