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At Poly, we are focused on connecting people, technology and spaces to deliver the future of work. 

I believe that our success hinges on each employee acting ethically and with integrity.

Our Code of Conduct reflects our leadership principles and guides all of us in doing the right thing, 

the right way, every time. Our standards of business conduct require honesty, accountability, 

integrity, and fairness in working with each other and with our business partners, vendors, 

investors, and our competitors. The matters covered in our Code of Conduct are essential to  

our ability to conduct business in accordance with these values. 

I ask that you carefully read the Code of Conduct and refer to it often to ensure you and your teams 

are working in accordance with our shared beliefs, the law, and all of our policies. It is a guide to 

putting our principles into action.

Thank you for your commitment to acting ethically and in holding one another accountable to the 

highest standards of business practice. We all play a role in Poly’s success by committing to a 

culture of excellence and integrity. 

If you have any questions about the Code of Conduct, reach out to your manager or our Legal  

or Human Resources teams.

Dave

MESSAGE FROM THE CEO



“OUR STANDARDS OF 
BUSINESS CONDUCT REQUIRE 
HONESTY, SINCERITY, AND 
FAIRNESS IN DEALING WITH 
EACH OTHER AND WITH 
OUR BUSINESS PARTNERS, 
VENDORS, INVESTORS, AND 
COMPETITORS.”
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Our standards of business conduct require honesty, accountability, integrity, and fairness 
in dealing with each other and with our business partners, vendors, investors, and 
competitors. The matters covered in this Poly Code of Conduct (“Code”) are essential to  
our ability to conduct business in accordance with these values that support our leadership 
principles. We each have a responsibility to adhere to this Code and to maintain the highest 
standards of business ethics, which is key to our success, our culture and in building and 
maintaining strong business connections. Our Code promotes: 

• Honest and ethical conduct – doing what is right all the time, 

everywhere, in every situation;

• Compliance with applicable governmental laws, rules,  

and regulations; 

• Giving back and corporate social responsibility; 

• Transparency and financial integrity; and 

• The prompt reporting of violations and accountability  

for compliance with this Code.

Our Code isn’t something you read once. It is a guide to putting our principles into 
action. Poly employees, officers, and directors (“We”) must comply with the principles 
and guidelines in our Code. We also expect everyone working on our behalf worldwide, 
including contract workers, agents, consultants, suppliers, and business partners, to 
adhere to our Code’s standards.

OUR STANDARDS OF BUSINESS CONDUCT
“THE MATTERS COVERED IN 

OUR CODE ARE ESSENTIAL TO 
OUR ABILITY TO CONDUCT 

BUSINESS IN ACCORDANCE 
WITH THESE VALUES  
THAT SUPPORT OUR 

LEADERSHIP PRINCIPLES” 
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LEADERSHIP PRINCIPLES

C3—CUSTOMER. CUSTOMER. 
CUSTOMER.

Customer obsession is everyone’s 
job. Leaders solve their customers’ 
problems—big or small. They work 
closely with customers, channel 
partners and their teams to deliver 
innovative solutions.

ONWARD AND UPWARD

Leaders learn from the past but 
focus on the future. They rapidly 
adapt to changes in the marketplace. 
They create solutions that move 
the company forward with energy, 
momentum, and results.

LEADERS LEAD

Leaders know they are part of a 
larger global community and make 
decisions as good stewards of the 
earth, its resources and its people.

RAISE THE BAR

Leaders take pride in their work 
and know details matter. They 
know that shavings make a pile. 
They seek every opportunity 
to relentlessly improve teams, 
products and processes.

TAKE THE LEAP

Speed matters in business.  
Leaders encourage and require 
those around them to think 
strategically and act decisively. 
Poly values calculated risk taking.

OWN IT

Leaders know their business, their 
customers, and their team—inside 
and out. They don’t sacrifice long-
term value for short-term results. 
Leaders act with integrity, spend 
money like it’s their own, and put 
Poly first, over function, role, and self.

COMMUNICATE 
COURAGEOUSLY

Leaders speak with candor but 
aren’t jerks. They constructively 
challenge each other to get to the 
best possible outcome or decision. 
Once a decision is made, leaders 
fully align and stay aligned.

RIDE TOGETHER

We are one team. Leaders do what 
they say they’ll do, treat each other 
with respect, have each other’s back, 
and hold each other accountable.

Leadership Principles are the behaviors and the habits that we value as a company—they are contract  
between all of us, and how we show up for each other. Everyone is a leader at Poly.
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REPORTING VIOLATIONS, NON-RETALIATION, 
AND ENFORCEMENT 

Our Ethics Reporting and Non-Retaliation Policy is 
intended to foster an environment in which you can 
raise good faith questions or concerns relating to 
corporate accountability, compliance with applicable 
laws, financial irregularities, and violations of our 
policies, whether known or suspected, without fear  
of harassment or retaliation. 

If you discover events of a questionable, unethical, 
fraudulent, or illegal nature or that are, or may be, in 
violation of the guidelines in this Code, you should 
report the matter immediately to management, or to our 
Legal, Internal Audit, Human Resources, or Compliance 
Departments. You also may report the matter on a 
confidential and anonymous basis through our Ethics 
Hotline, either online or by telephone. Retaliation 
against any person who in good faith reports known or 
suspected violations will not be tolerated. 

All reports of alleged violations will be appropriately 
investigated. You are expected to cooperate fully and 
truthfully in any investigation, which may include 
cooperating in personal interviews or responding to 
reasonable requests for documents or for written 
statements. Failure to cooperate fully and truthfully 
may subject you to disciplinary action. 

The report and any information disclosed during 
the course of the investigation will be treated as 
confidential to the extent practicable: some disclosure 
may be necessary to conduct the investigation, take 
any remedial action, or comply with any applicable law. 

Poly will take appropriate action against anyone whose 
actions are found to violate this Code, any applicable 
laws or regulations, or any other policies of Poly, or who 
fail to report known or suspected violations of the Code. 
Disciplinary actions may include immediate termination 
of employment, a written or oral reprimand, temporary 
leave or suspension, severance of business relationships, 
or other actions at Poly’s sole discretion. In determining 
whether and what disciplinary action to take, Poly may 
take into consideration the type and severity of the 
misconduct or violation, the individual’s performance 
history, and any prior misconduct, disciplinary actions,  
or violations by or against the same person. Where Poly 
has suffered a loss, it may also pursue its remedies  
against the individuals or entities responsible. In the  
event laws or regulations have been violated, we may 
refer the matter to, and will cooperate fully with, the 
appropriate authorities.

“RETALIATION AGAINST 
ANY PERSON WHO 

IN GOOD FAITH 
REPORTS KNOWN 

OR SUSPECTED 
VIOLATIONS WILL NOT 

BE TOLERATED.” 

https://plantronics.sharepoint.com/comms/plantronics-policy-library/Fuse Library Template/Ethics Reporting and Non-Retaliation Policy.docx?d=w13d3f2dffa1c402bbf66d3a76b67268e
https://secure.ethicspoint.com/domain/media/en/gui/2687/index.html
https://secure.ethicspoint.com/domain/media/en/gui/2687/index.html
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“LEADERS KNOW THEY ARE PART OF A 

LARGER GLOBAL COMMUNITY. THEY 

MAKE DECISIONS AS GOOD STEWARDS 

OF THE EARTH, ITS RESOURCES  

AND ITS PEOPLE.”
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EMPLOYMENT LAWS – WORKPLACE RIGHTS 

Success goes hand in hand with accountability. We 
are expected, at all times, to act in a way that reflects 
favorably on ourselves and our co-workers and is in the 
best interests of Poly. Employees are expected to avoid 
behavior or activities that interfere, or may interfere, 
with Poly’s operations or with the rights of others. We 
are respectful of the rights and feelings of others and 
refrain from any behavior that might be harmful to 
ourselves, co-workers, suppliers, partners, customers, 
or visitors. At Poly, our global work environment 
is based on respect for one another and respect 
for our workplace. We comply with laws relating 
to equal employment opportunity, the Americans 
with Disabilities Act (or similar local law), drug-free 
workplace mandates, and rules or regulations promoting 
a work environment that is free from discrimination and 
unlawful harassment.

PREVENTION OF HARASSMENT AND 
DISCRIMINATION

Poly aims to provide a work environment that is free 
from unlawful harassment or discrimination. We comply 
with all regional and local laws prohibiting harassment, 
discrimination, and retaliation. Our Policy Prohibiting 
Harassment, Discrimination and Retaliation promotes 
a Poly global culture in which we embrace diversity 
and inclusion and in which we can work free from 
harassment and discrimination. 

Harassment and discrimination include unwanted 
physical, visual, or verbal conduct of any kind that 
directly or indirectly creates an intimidating, offensive, 
or hostile work environment. While “harassment” by 

LEADERS LEAD

“WE ENTHUSIASTICALLY 
EMBRACE DIFFERENT 

CULTURES AND 
PERSPECTIVES, 

BELIEVING IN 
RESPECT FOR ALL 
HUMAN BEINGS.”

definition may vary by region, examples may include: 
sexual harassment, offensive language or jokes, racial, 
ethnic, gender, or religious slurs, degrading comments, 
intimidating or threatening behavior, or hostile action 
towards others. 

If you believe you or someone you work with has 
been subjected to harassment of any kind, or if you 
have observed any conduct that could be perceived 
as discriminatory or harassing behavior, you should 
immediately report the situation to our HR Department 
or the Ethics Hotline. Poly embraces a culture of open 
communication and will not retaliate against anyone 
for raising suspected harassment in good faith. We will 
promptly and objectively investigate and appropriately 
address concerns brought to our attention.

DIVERSITY AND INCLUSION

Poly powers human connection. And to do that, we  
need the greatest minds. The best innovators. The 
out-of-the-box thinkers. The go-getters and the get 
stuff done-ers. Poly people drive our strategy and our 
business forward. We enthusiastically embrace different 
cultures and perspectives, believing in respect for all 
human beings. IDEA—inclusion, diversity, education and 
awareness—at Poly is at the very heart of who we are 
and what we do. We encourage everyone to THINK BIG, 
speak up and constructively challenge and nurture a 
culture of sensitive curiosity where diverse perspectives 
are valued and respected. To do that, our employees 
must feel empowered to bring their authentic selves to 
work. We strive to attract, motivate and retain the best 
talent possible to make us the best company possible 
and our leaders are always looking for ways to create a 
sense of belonging. 

We make employment decisions on merit and provide 
equal employment opportunity for all without regard 
to a person’s sex, gender identity or expression, race, 
age, religious creed, national origin, physical or mental 
disability, ancestry, color, marital status, sexual 
orientation, military or veteran status, status as a victim 
of domestic violence, sexual assault or stalking, medical 
condition, genetic information, or any other protected 
class or category recognized by applicable equal 
employment opportunity laws. We are passionate about 
preserving our culture and treating each individual as a 
valued member of the Poly team.

For additional information, please reference our Equal 
Employment Opportunity Policy or contact our Human 
Resources Department.

https://plantronics.sharepoint.com/comms/plantronics-policy-library/Fuse Library Template/Policy Prohibiting Harassment Discrimination and Retaliation.docx?d=wde8239067af3456e92be41e9c828cd2f
https://plantronics.sharepoint.com/comms/plantronics-policy-library/Fuse Library Template/Policy Prohibiting Harassment Discrimination and Retaliation.docx?d=wde8239067af3456e92be41e9c828cd2f
https://secure.ethicspoint.com/domain/media/en/gui/2687/index.html
https://plantronics.sharepoint.com/comms/plantronics-policy-library/Fuse Library Template/Equal Employment Opportunity Policy.docx?d=wc94f3062924c44a3ba62e67b35af77bf
https://plantronics.sharepoint.com/comms/plantronics-policy-library/Fuse Library Template/Equal Employment Opportunity Policy.docx?d=wc94f3062924c44a3ba62e67b35af77bf
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“LEADERS KNOW THEIR BUSINESS, 

THEIR CUSTOMERS, AND THEIR  

TEAM—INSIDE AND OUT. THEY DON’T 

SACRIFICE LONG-TERM VALUE FOR 

SHORT-TERM RESULTS. LEADERS ACT 

WITH INTEGRITY, SPEND MONEY LIKE 

IT’S THEIR OWN, AND PUT POLY FIRST, 

OVER FUNCTION, ROLE, AND SELF.”
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GIFTS AND ENTERTAINMENT

At Poly, we value our relationships with our business 
partners. When appropriate, in the course of business, 
we may give or accept reasonable gifts, meals, or 
entertainment. However, we will not accept any offer, 
payment, gift, or anything of value from any Poly 
customer, supplier or business partner (or anyone else) 
that is intended to influence, or could be perceived as 
influencing, any business decision or act. Similarly, we 
may not offer or make any such payments or gifts.

Even when gifts are permitted, we may not offer or 
accept lavish, frequent, or expensive gifts, meals, 
or entertainment. We will abide by the monetary 
limitations set out in the Business Travel and Expense 
Reimbursement Policy or will obtain the required pre-
approvals set out in that policy.

What is acceptable in the commercial business 
environment may be entirely unacceptable in dealings 
with the government. Therefore, we must be careful to 
comply with relevant laws and regulations governing 
relationships with government customers and 
suppliers, and must obtain pre-approval from the Legal 
Department before offering or providing any business 
courtesies to any government official or any employee 
of a state-owned enterprise. 

Please contact the Finance or the Legal Department 
with questions regarding whether a particular payment 
or gift complies with the Business Travel and Expense 
Reimbursement Policy. See also Poly’s Conflicts of 
Interest Policy and Anti-Corruption Policy.

OWN IT
GLOBAL ANTI-CORRUPTION AND ANTI-BRIBERY 

At Poly, we are dedicated to fostering and maintaining the 
highest ethical standards. We do not engage in any form 
of bribery or corruption. We choose not to participate in 
certain business opportunities rather than pay bribes. We 
do not promise, offer, or give money, gifts, or anything of 
value with the intent to improperly influence business-
related decisions. Similarly, we do not demand or accept 
money, gifts, or anything of value in exchange for 
awarding business or granting any other unfair advantage. 
Poly is committed to full compliance with regional and 
national anti-corruption laws, including the United States 
Foreign Corrupt Practices Act (“FCPA”) and UK Bribery Act 
2010. It is our policy to fully comply with both the letter 
and spirit of these laws as well as all other applicable laws 
against government corruption and commercial bribery. 

We hold ourselves accountable to comply with anti-
corruption and anti-bribery laws in each region in which 
we do business. We also expect that our business 
partners, and third parties working on our behalf, comply 
with these laws. Any contract or agreement made with 
any business in which a government official or employee 
holds a significant interest should be identified to the 
Legal Department. 

Our Anti-Corruption Policy provides further details 
and guidance regarding these matters. If an individual 
suspects or becomes aware of any action related to 
bribery, record keeping, or internal controls that he or 
she believes may be illegal, unethical, inappropriate, or 
otherwise in violation of Poly policy, that person should 
immediately report the situation to our Legal Department 
or via our Ethics Hotline.

https://plantronics.sharepoint.com/:b:/g/comms/plantronics-policy-library/ESgJbu7Vdn1JgCgDmWfpnOcBpdCTlSg3idF7lcGfKhqDhA
https://plantronics.sharepoint.com/:b:/g/comms/plantronics-policy-library/ESgJbu7Vdn1JgCgDmWfpnOcBpdCTlSg3idF7lcGfKhqDhA
https://plantronics.sharepoint.com/:b:/g/comms/plantronics-policy-library/ESgJbu7Vdn1JgCgDmWfpnOcBpdCTlSg3idF7lcGfKhqDhA
https://plantronics.sharepoint.com/:b:/g/comms/plantronics-policy-library/ESgJbu7Vdn1JgCgDmWfpnOcBpdCTlSg3idF7lcGfKhqDhA
https://plantronics.sharepoint.com/:w:/g/comms/plantronics-policy-library/EZSbnOEXZYhHkQdttkyvywkBIaAoN84M9XNaSpOhYcpEfw
https://plantronics.sharepoint.com/:w:/g/comms/plantronics-policy-library/EZSbnOEXZYhHkQdttkyvywkBIaAoN84M9XNaSpOhYcpEfw
https://plantronics.sharepoint.com/comms/plantronics-policy-library/Fuse Library Template/WW-LEG034 Anti-Corruption Policy.docx?d=w8d00740185364c19a7940c1d87e7d064
https://plantronics.sharepoint.com/comms/plantronics-policy-library/Fuse Library Template/WW-LEG034 Anti-Corruption Policy.docx?d=w8d00740185364c19a7940c1d87e7d064
https://secure.ethicspoint.com/domain/media/en/gui/2687/index.html
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FREE AND FAIR COMPETITION

To protect free and fair competition and support a 
thriving and competitive marketplace, most countries 
have laws prohibiting certain business practices that 
inhibit effective competition or cause consumers 
harm. These laws are broad and far-reaching and we 
are committed to complying with both the letter and 
spirit of these laws. These laws often regulate our 
relationships with our distributors, resellers, dealers, 
customers, as well as our competitors. Poly strives to 
avoid conduct that may even give the appearance of 
being questionable under applicable fair competition 
and antitrust laws. We must keep this in mind when 
carrying out our duties, because the penalties for 
violations can be severe.

We exercise care in our relationships and 
communications with our customers and other business 
partners, and with our competitors. Remember that 
our channel partners may sell competitive products 
or be Poly competitors as well, and that they compete 
with one another. We must never engage in any 
act to facilitate collusion or illegal acts by channel 
partners. We may participate with competitors in a 
trade association or in a standards creation body when 
the association has been properly established, has a 
legitimate purpose, and has limited its activities to  
that purpose.

Generally, we shall not at any time or under 
any circumstances enter into an agreement or 
understanding with any competitor concerning prices, 
discounts, other terms or conditions of sale, profits 
or profit margins, costs, allocation of product or 
geographic markets, allocation of customers, limitations 
on production, boycotts of customers or suppliers, or 
bids or the intent to bid, or even discuss or exchange 
information on these subjects with our competitors. 

Similarly, our resellers should remain free to set 
their own resale terms, including prices, and we may 
not force, coerce or in many jurisdictions reach any 
agreement with a reseller about the prices at which 
Poly products will be resold. In some cases, legitimate 
programs expressly approved in advance and in writing 
by Poly’s Legal Department may permit exceptions to 
these rules as may bona fide purchases from, or sales 
to, competitors on non-competitive products. We must 
strictly comply with these prohibitions as collusion 
among competitors is illegal, and the consequences of 
violations, to both Poly and the individuals involved, 
can be severe. 

Although the spirit of these laws, known as 
“antitrust,” “fair competition,” or “consumer protection” 
is straightforward, their application to particular 
situations can be quite complex. Therefore, we should 
each have a basic knowledge of them so that Poly may 
comply fully with these laws. Our Legal Department 
should be involved early any time questions arise.

Though we compete vigorously in markets we enter, we 
will always do so in a manner that is fair, honest, ethical, 
and legal. While it is appropriate to demonstrate and 
show the features of Poly products, we will not use 
advertisements or messages that are misleading in 
their presentation of either Poly’s or our competitors’ 
products. We will compete based on our strengths and 
will not unfairly disparage the products of others.

CONFLICTS OF INTEREST

We are expected to conduct business within the 
parameters set in Poly’s Conflicts of Interest Policy 
with respect to actual or potential conflicts of interest. 
An actual or potential conflict of interest exists 
when personal activities, interests, or relationships 
interfere with, influence, or appear to interfere with or 

influence, an employee’s, officer’s or director’s, objectivity, 
effectiveness, or judgment in doing what is best for Poly. 
This may occur when an employee’s, officer’s, or director’s 
loyalties or actions are divided between Poly and another 
entity, such as a competitor, supplier, or customer. It 
may also occur when an employee, officer, or director 
is in a position to influence a decision that may result 
in a personal gain or benefit for that employee, officer, 
or director, (or that employee’s, officer’s, or director’s 
relative or significant other) as a result of Poly business 
dealings. For instance, personal gain may result when an 
employee, officer, or director, or relative of such person 
has significant ownership in a company with which Poly 
does business, or when any kickback, bribe, substantial 
gift, or special consideration is provided to an employee, 
officer, or director, or relative of such person by a third 
party as a consequence of the employee’s involvement in 
a Poly business transaction or such employee’s, officer’s, 
or director’s position with Poly.

If you have any influence on transactions with Poly and 
another person or entity, it is critical that you disclose 
to the Legal Department the possibility of any actual or 
potential conflict of interest so those can be avoided.

Our Conflicts of Interest Policy can help you avoid any 
activity, agreement, business investment, or interest that 
could be in conflict with Poly’s interests, or that could 
interfere with your duty or ability to best serve Poly. If 
you are unsure whether a conflict exists, please seek 
further clarification by contacting the Legal Department 
for more information.

https://plantronics.sharepoint.com/:w:/g/comms/plantronics-policy-library/EZSbnOEXZYhHkQdttkyvywkBIaAoN84M9XNaSpOhYcpEfw
https://plantronics.sharepoint.com/:w:/g/comms/plantronics-policy-library/EZSbnOEXZYhHkQdttkyvywkBIaAoN84M9XNaSpOhYcpEfw
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FINANCIAL INTEGRITY, RECORDS RETENTION, 
AND ETHICS REPORTING

As a public company, we have a responsibility to 
provide reasonably full, fair, materially accurate, 
timely, and understandable disclosure of our business 
and financial condition in Poly’s filings with the 
United States Securities and Exchange Commission, 
under other countries’ laws, and in our other public 
communications. The integrity of our financial 
information is of utmost importance. Poly’s financial 
information helps guide the decisions of our Board of 
Directors and management. It is also relied upon by  
our stockholders and the financial markets.

We maintain books, records, and accounts in reasonable 
detail to timely, accurately, and fairly reflect, in all 
material respects, Poly’s transactions. We maintain 
such books, records, and accounts only in authorized 
systems, applications, software, and platforms. 
Unapproved systems, applications, software, and 
platforms may not be used for such books, records, 
and accounts. Poly and its subsidiaries will maintain a 
system of internal accounting controls to review and 
reinforce policy compliance.

We are responsible for following Poly’s procedures 
for carrying out and reporting business transactions, 
obtaining the appropriate authorization from 
management for those transactions, and retaining 
appropriate documentation in accordance with the 
Poly Records Retention Policy. These record keeping 
requirements are in addition to all other Poly financial 
policies. No employee shall knowingly fail to implement 
a system of appropriate internal controls or falsify any 
book, record, or account. This policy of accurate and fair 
recording also applies to an employee’s maintenance of 
time reports, expense accounts, and other Poly records. 

Our Records Retention Policy requires that we abide by 
all directives issued by the Legal Department, including 
litigation hold notices.

No employee, officer, or director of Poly may interfere 
with or seek to improperly influence, directly or 
indirectly, the auditing of Poly’s financial records. 
Violation of this provision shall result in disciplinary 
action, up to and including termination, and may also 
subject you to substantial civil and criminal liability.

If you become aware of or suspect any improper or 
questionable transaction, accounting, or auditing 
practice or other matters within Poly, if you believe 
Poly’s internal controls over financial reporting are 
deficient or improper, or you believe that Poly is not 
providing reasonably full, fair, materially accurate, 
timely, and understandable disclosures in its periodic 
filings with the United States Securities and Exchange 
Commission or in other public communications, you 
must report the matter immediately to the Finance, 
Internal Audit, or Legal Departments, or make a report 
on a confidential (and, at your choice, anonymous) 
basis through our Ethics Hotline either online or by 
telephone. Reports of this nature will be provided to the 
Chair of the Audit Committee of the Board of Directors. 
You also may report such matters directly to the Audit 
Committee of the Board of Directors.

We require employees to report concerns about 
financial integrity, violation of law, or violation of 
company policy (at your option, reports can be made 
anonymously via the Ethics Hotline). We strictly 
prohibit any discrimination, retaliation, or harassment 
against any person who, in good faith, reports such 
matters based on a reasonable believe that misconduct 
has occurred.

https://plantronics.sharepoint.com/comms/plantronics-policy-library/Fuse Library Template/Corporate Records Retention Policy.docx?d=w1622a7acacb64ed4a8a01cda4aa730bc
https://plantronics.sharepoint.com/comms/plantronics-policy-library/Fuse Library Template/Corporate Records Retention Policy.docx?d=w1622a7acacb64ed4a8a01cda4aa730bc
https://secure.ethicspoint.com/domain/media/en/gui/2687/index.html
https://secure.ethicspoint.com/domain/media/en/gui/2687/index.html
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SECURITIES LAWS – INSIDER TRADING 

Obligations under United States securities laws apply to 
all Poly directors, officers, and employees worldwide. In 
the normal course of business, we may learn sensitive 
information about Poly or another company. This 
sensitive information may not be public and may be 
considered “inside information.” “Inside information” 
is any information that has not been disclosed to 
the public and would be material to a decision by an 
investor to buy, sell, or hold securities (often referred to 
as “material non-public information”).

Confidential or other business information is the 
property of Poly and we may not personally profit from 
it by buying or selling Poly securities, or by passing 
on the information to others to enable them to profit 
on our or their behalf. The misuse of material non-
public information violates this Code and United States 
securities laws. 

Insider trading is a crime with the possibility of both 
criminal and civil penalties. Penalties are severe and can 
include both fines, prison sentences, injunctions, private 
lawsuits, and dismissal. Poly could also be punished 
for the illegal trading or other improper behavior of its 
employees, officers, and directors. 

TRADING BLACKOUT PERIOD

Poly imposes a trading blackout period on its officers, 
directors and certain employees, which means they may 
not trade in Poly’s securities during the blackout period. 
To help you understand when the trading window 
opens and when it closes, Poly’s legal department sends 
messages to notify you whether you are subject to the 
trading window and the dates the window remains open, 
subject to pre-clearance of trades. If you are subject 
to the trading window, please be aware that sales of 
Employee Stock Purchase Plan stock and purchases or 
sales of any other open market transactions may only 

IT IS IMPORTANT TO EACH 

OF US AND TO POLY THAT 

INSIDER-TRADING  

VIOLATIONS DO NOT  

OCCUR. PLEASE 

CAREFULLY REVIEW 

POLY’S INSIDER TRADING 

POLICY AND PROGRAM 

WHICH PROVIDES MORE 

INFORMATION AND 

GUIDANCE ON INSIDER 

TRADING, POLY’S TRADING 

BLACKOUT PERIOD, AND 

POLY’S PROHIBITION 

AGAINST SHORT SELLING, 

USE OF DERIVATIVES, OR 

OTHERWISE PLEDGING OR 

HEDGING POLY STOCK.

take place during an open stock trading window period 
and, even then, only if you are not in possession of material 
non-public information. Cessation of trading during blackout 
periods applies not only to market trades but also any open 
limit or other trades—they must be canceled if they have not 
executed prior to the close of the stock-trading window.

Any individual with regular access to material non-public 
information must obtain pre-clearance to trade from the 
Chief Legal and Compliance Officer or her designee before 
making a trade. You should also be aware that, on occasion, 
Poly will close the trading window outside the normal 
blackout periods or may place certain individuals under an 
additional trading hold. When Poly does this, you may not 
trade until such additional blackout period or any trading 
hold applicable to you ends (and then only if you are not in 
possession of inside information). If you have any questions, 
please feel free to contact the Legal Department.

PROHIBITION AGAINST SHORT SELLING, USE OF 
DERIVATIVES, OR PLEDGING OF POLY STOCK

We may not engage in short sales of Poly shares. Short 
sale means any transaction whereby one may benefit from 
a decline in Poly’s stock price. We may not engage in the 
use of derivatives (except for stock options granted by the 
Company to an individual) such as puts or calls or otherwise 
pledge or hedge Poly stock. Poly stock may not be held in 
margin accounts.

PROHIBITION AGAINST SIDE LETTERS

Poly’s Revenue Recognition Policy sets forth a prohibition 
on “side letters” (written or oral agreements with customers 
that would modify or supersede the terms of current or 
previous purchase orders or contracts and that have not 
been timely disclosed to the Finance or Legal Departments). 
If you become aware of the existence of any side agreement, 
you must immediately report its existence to the Finance 
or Legal Departments, or you may report it anonymously 
through the Ethics Hotline.

https://plantronics.sharepoint.com/:w:/g/comms/plantronics-policy-library/Eb-zyU6SzRlLuAA2EGk6jbMB4qTfeRgSuvIuaUdxu9nppg
https://plantronics.sharepoint.com/:w:/g/comms/plantronics-policy-library/Eb-zyU6SzRlLuAA2EGk6jbMB4qTfeRgSuvIuaUdxu9nppg
https://secure.ethicspoint.com/domain/media/en/gui/2687/index.html
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POLITICAL CONTRIBUTIONS AND LOBBYING

We comply fully with all local, state, federal, foreign, 
and other applicable laws, rules, and regulations 
regarding political contributions. Poly’s funds or assets 
must not be used for, or be contributed to, political 
campaigns or political parties under any circumstances 
without the prior written approval of Poly’s Chief Legal 
and Compliance Officer, Chief Executive Officer, or Chief 
Financial Officer and, if required, the Board of Directors. 
Employees, officers, or directors are free to make 
personal contributions of time or money, but should do 
so in a manner that does not imply Poly’s endorsement.

CHARITABLE CONTRIBUTIONS

At Poly, we are good global citizens who endeavor to 
maximize our positive impact on the communities in 
which we live and work. We volunteer, mentor, and 
donate to organizations around the globe. In order to 
comply with all applicable laws, rules, and regulations 
regarding charitable contributions, we only make 
charitable contributions with Poly’s funds or assets 
(including by reimbursement), or by or on behalf of Poly, 
pursuant to the Global Giving Policy. We use the Global 
Giving Portal for our donations.

MEDIA CONTACT

Our Chief Executive Officer has designated specific 
employees to communicate with the news media 
regarding Poly business. If you are approached for 
interviews or comments by the press, you should refer 
such inquiries to Corporate Communications for your 
region or Investor Relations if the matter involves 
investment information or shareholder inquiries. 

https://plantronics.sharepoint.com/insideplantronics/human-resources/SiteAssets/Global_Giving_policy_HW.pdf
https://poly.benevity.org/user/login
https://poly.benevity.org/user/login
https://plantronics.sharepoint.com/sites/PublicAffairs/SitePages/Communications.aspx
http://investor.poly.com/?_ga=2.71907283.1953018804.1560790248-717139537.1552942380
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“LEADERS SOLVE THEIR 

CUSTOMERS’ PROBLEMS BIG  

OR SMALL. THEY WORK CLOSELY 

WITH CUSTOMERS, CHANNEL 

PARTNERS AND THEIR TEAMS TO 

DELIVER INNOVATIVE SOLUTIONS.”
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CUSTOMER, CUSTOMER, CUSTOMER
WE ARE COMMITTED 

TO MAINTAINING 

ENVIRONMENTALLY SOUND 

PROCESSES THAT MEET OR 

EXCEED ALL APPLICABLE 

LEGAL REQUIREMENTS, AS 

WELL AS THE MANDATES OF 

VOLUNTARY PROGRAMS TO 

WHICH POLY SUBSCRIBES, 

INCLUDING IN THE 

FOLLOWING AREAS:

• Solar Energy
• Greenhouse Gas Emissions
• Reporting Recycling
• Water Conservation
• Sustainable Building Practices
• Product Stewardship

POLY’S CULTURE

We believe that acting ethically and responsibly is the 
right thing to do, and the right way to conduct business. 
We rigorously adhere to the laws in all the regions and 
locations in which we do business. We operate at the 
highest levels of ethics and financial integrity. Our Code 
of Conduct is the foundation of our culture of ethics, 
accountability, and acting with integrity. 

GLOBAL CITIZENSHIP

We know we are part of a larger global community 
and make decisions as good stewards of the earth, its 
resources, and its people. We are proud of our efforts in 
environmental sustainability,  social responsibility, and 
customer driven quality.  Our Corporate Responsibility 
Report (CSR) reinforces our ongoing commitment to 
focus on the Environmental, Social and Governance 
(ESG) issues that will positively impact our stakeholders 
and wider society, and will drive value for our business. 

RESPONSIBLE MANUFACTURING AND SOURCING

We are committed to responsible manufacturing of 
our products and responsible sourcing of materials. 
We require our suppliers to share in this commitment 
and have established the Supplier Code of Conduct 
which outlines our expectations of Poly suppliers in 
conducting business in a legal, ethical, and responsible 
manner. We work with our suppliers to promote 
Democratic Republic of Congo (DRC) Conflict-Free 
sourcing of parts and products supplied to Poly.

HUMAN RIGHTS

We understand the importance of maintaining and  
promoting fundamental human rights in all of our  
business operations. Our Global Human Rights policy 
reflects our commitment to respecting the human rights 
and dignity of individuals within our operations, supply 
chain and communities and supports the principles 
outlined in the United Nation’s Universal Declaration 
of Human Rights as well as the International Labor 
Organization Declaration on Fundamental Principles 
and Rights at Work, and its Follow Up. We expect our 
suppliers and business partners to adhere to these 
principles as well. Our Supplier Code of Conduct supports 
these practices and seeks to minimize the risk of human 
rights abuses throughout our entire supply chain.

ENVIRONMENTAL SUSTAINABILITY

With more than 6,500 employees across more 
than 75 locations, we are committed to maintaining 
environmentally sound processes that meet or 
exceed all applicable legal requirements, as well as 
the mandates of voluntary programs to which Poly 
subscribes. Our Environmental Policy guides our 
product development, and operations, as well as our 
facilities management around the world. We aim to 
conserve energy and water and to reduce waste and 
carbon emissions.

CUSTOMER DRIVEN QUALITY

We are committed to delivering products and services 
that provide exceptional customer experiences. By 
adhering to worldwide quality standards and facilitating 
continuous product improvement we can best serve our 
customers and maintain and grow our brand reputation.

https://plantronics.sharepoint.com/comms/plantronics-policy-library/Fuse%20Library%20Template/WW-LEGSCOC%20Supplier%20Code%20of%20Conduct.docx?d=w76b63c9c8c354eeb985bc1883b9dc06e
https://www.poly.com/content/dam/www/company/doc/poly-global-human-rights-final-051321-en.pdf
https://www.poly.com/content/dam/www/company/doc/poly-global-environmental-policy-final-033121-en.pdf
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“LEADERS TAKE PRIDE IN 

THEIR WORK AND KNOW 

DETAILS MATTER.”
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FAIR DEALING 

We strive to deal fairly with our fellow Poly employees 
and with our customers, suppliers, and competitors. We do 
not take unfair advantage of anyone through manipulation, 
concealment, abuse of privileged information, 
misrepresentation of facts, or any other unfair practice.

CUSTOMER RELATIONSHIPS 

As a representative of Poly, it is important to act in a 
manner that creates value for our customers and helps to 
build a relationship based upon trust. We have provided 
products and services for many years and have built up 
significant goodwill over that time. This goodwill is one of 
our most important assets, and we will act to preserve our 
goodwill and enhance our reputation.

SELECTING SUPPLIERS 

Poly’s suppliers are an important part of our success. 
We create an environment where our suppliers have an 
incentive to work with Poly because they are confident 
that they will be treated lawfully and ethically. We 
purchase supplies and select suppliers based on need, 
quality, service, price, terms, conditions, and the ability 
to do work competently, ethically, and efficiently. When 
selecting suppliers, we do not discriminate on the basis 
of sex, gender identity or expression, race, age, religious 
creed, national origin, physical or mental disability, 
ancestry, color, marital status, sexual orientation, military 
or veteran status, status as a victim of domestic violence, 
sexual assault or stalking, medical condition, genetic 
information, or any other protected class or category 
recognized by applicable equal employment opportunity 
laws.

RAISE THE BAR

“WE STRIVE TO DEAL 

FAIRLY WITH OUR 

FELLOW POLY  

EMPLOYEES 

AND WITH OUR 

CUSTOMERS, 

SUPPLIERS, AND 

COMPETITORS.” 

A supplier to Poly generally is free to sell its products or 
services to any other party, including Poly’s competitors. 
In some cases, however, where the products or services 
have been designed, fabricated, or developed to Poly’s 
proprietary specifications or using Poly’s confidential 
information, the supplier agreement with Poly may 
contain restrictions.

GOVERNMENT RELATIONS AND GOVERNMENT 
CONTRACTING

We comply fully with all applicable laws and regulations 
governing contacts and dealings with government 
employees and government officials, and adhere to high 
ethical, moral, and legal standards of business conduct. 

When we conduct business with government entities, 
including federal, state, and local governments, the 
legal rules and contractual requirements that apply 
can be much stricter than the rules for commercial 
customers. In every instance, we must apply the highest 
ethical standards and comply with applicable laws and 
regulations, including certain special requirements 
associated with government transactions and contracts, 
as well as all of Poly’s codes and policies. We will comply 
with all terms, procedures, and processes specified in 
government contracts or subcontracts.

If you work on government contracts, make sure you 
fully understand the special rules and contract terms 
that apply to those customer relationships, including, 
but not limited to, rules governing the accuracy of 
certifications and representations, pricing obligations, 
interactions with federal employees, country of origin 
requirements, and other issues. Know which contract 
requirements apply to third parties, like consultants, 

resellers, distributors, or suppliers, and make sure the 
third party is aware of the requirements and can meet 
them. If you have any questions concerning government 
relations, government sales, or government contracting, 
you should contact Poly’s Legal Department.



20

Poly | Code of Conduct | FY 2022

CUSTOMS AND IMPORT CONTROLS 

As a global company, we must comply with local import 
regulations in the countries in which we do business. 
We are committed to making accurate and timely 
declarations to governments customs departments. 

 We make proper declarations for all commercial 
shipments. This process includes raw materials, finished 
goods, samples, machinery, tooling, gifts, and rewards. 
Goods shipped under the Poly name are considered 
commercial shipments, and Poly bears the responsibility 
for any erroneous or improper declarations. We will 
not falsify documents, smuggle goods, or knowingly 
circumvent import laws. We will not make any improper 
payments to expedite the importation or customs 
clearance process, including improper facilitation or 
other “grease” or “speed” payments. We understand 
that making accurate and timely customs declarations 
is vital to our reputation and our ability to continue to 
exercise the privilege of being an importer/exporter in 
the many countries around the world in which we do 
business. 

HAND-CARRYING PRODUCTS 

We are careful when hand-carrying items into a foreign 
country. Proper declaration is important because 
hand-carrying products, raw materials, equipment, test 
fixtures, tooling, machinery, gifts, or rewards without 
proper declaration by the person carrying the items at 
the port of entry can be illegal. 

We do not encourage hand-carrying products across 
international borders because the process of properly 
declaring items is complex. Additionally, the procedures 
for importation and payment of duty and fees vary 
from location to location and can be cumbersome 
leading to delays in personal transit or delays in timely 

importation of goods. Instead, employees must use 
the shipping and receiving departments at each Poly 
site to send such items, or contact the Global Trade 
Compliance Team. 

PROPER DECLARATION OF IMPORT 

Neither we nor those with whom Poly does business 
will engage in falsifying documentation in the shipping, 
handling, or importing of items, or will ship, handle, or 
import items without accurate and truthful information 
as required to comply with applicable local government 
customs laws. 

ECONOMIC SANCTIONS, ANTI-TERRORISM, AND 
ECONOMIC BOYCOTTS

We must comply with the trade laws and regulations 
of the United States and other countries in which we 
do business, including the provisions of the U.S. Export 
Administration Regulations and other U.S. economic 
sanctions programs concerning certain countries and 
individuals administered by the United States Treasury 
Office of Foreign Assets Control. We may not engage 
in or support terrorist activities, whether directly or 
indirectly. We comply with the United States anti-
boycott laws and related regulations, which restrict U.S. 
companies from furthering or supporting boycotts not 
sanctioned by the U.S.

EXPORT CONTROLS 

The United States and other countries maintain export 
laws and regulations regarding the destinations to 
which “items” which include commodities, software, and 
technology may be exported. The export regulations 
are complex, and apply to all countries, when doing 
business internationally. If you are uncertain if 
your items are controlled, contact the Global Trade 
Compliance Team. Software created in the United 

States is subject to these regulations even if duplicated 
and packaged abroad. In some circumstances, an oral 
presentation containing technical data made to foreign 
nationals in the United States may constitute a controlled 
export. We and our business partners will not engage in 
marketing, service, or sales of products or technology to 
embargoed or sanctioned territories unless specifically 
authorized in writing by the Global Trade Compliance 
Team and the Legal Department. 

The Global Trade Compliance Team can provide you with 
guidance on which countries are prohibited destinations 
or whether a proposed shipment of Poly products, or other 
items, may require a government authorization. 

EXPORT OF TECHNOLOGY, DESIGN, AND  
DEVELOPMENT 

Export of technology, such as drawings, source code, 
algorithms, encrypted features, and other technical 
information, is subject to national security, foreign policy, 
and anti-terrorism laws and regulations. We will consult 
with the Global Trade Compliance Team before providing 
technology to prohibited or sensitive foreign nationals or 
countries. Non-disclosure agreements do not constitute 
written authorization to transfer technology, design, and 
development.
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“LEADERS DO WHAT 

THEY SAY THEY’LL DO, 

TREAT EACH OTHER 

WITH RESPECT, HAVE 

EACH OTHER’S BACK, 

AND HOLD EACH 

OTHER ACCOUNTABLE.”
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CONFIDENTIAL AND PROPRIETARY  
INFORMATION

Our confidential and proprietary information is a 
valuable asset and we are responsible to protect it. We 
will only use confidential and proprietary information 
for Poly’s business purposes and in a manner that 
safeguards the confidential and proprietary information. 

If we transmit confidential or proprietary information 
over the internet, we take appropriate steps to prevent 
the misappropriation of the information. Protecting 
information includes proper labeling, safeguarding, 
securing, and disposal in accordance with our 
Information Classification and Processing Policy and 
extends to a third party’s confidential information 
that Poly has rightfully received under non-disclosure 
agreements. 

At the time of employment, we are required to sign 
the Employee, Confidential Information, and Invention 
Assignment Agreement (or any predecessor agreement). 
This agreement describes our responsibilities regarding 
confidentiality, addresses prior inventions, requires 
disclosure of items we may be bringing from a prior 
employer, and assigns rights to inventions and other 
proprietary rights to Poly. We have an obligation of 
confidentiality and trust with respect to non-public Poly 
business information and this obligation also applies 
to the non-public business information of any client, 
customer, supplier, or other business partner of Poly. 

RIDE TOGETHER

“POLY CONFIDENTIAL 
AND PROPRIETARY 
INFORMATION IS A 

VALUABLE ASSET AND 
WE ARE RESPONSIBLE 

TO PROTECT IT.”

DISCLOSURE OF POLY CONFIDENTIAL  
INFORMATION

To further Poly’s business, our confidential information 
may be disclosed to potential business partners. Such 
disclosure should never be done without carefully 
considering its potential benefits and risks. If you 
and Poly management determine that disclosure of 
confidential information is necessary, you must ensure 
that a written non-disclosure agreement is signed 
prior to the disclosure. Please consult NDA Central for 
information regarding nondisclosure agreements. 

HANDLING THE CONFIDENTIAL INFORMATION 
OF OTHERS

When others provide Poly their confidential information 
regarding their products or business, we must act in 
accordance with any agreements we have with those 
parties and protect their confidential information. We 
do not accept information offered by a third party that 
is represented as confidential, unless a nondisclosure 
agreement has been signed with the party offering the 
information. Once a nondisclosure agreement is in place, 
we should accept only the information necessary to 
accomplish the purpose of receiving it. If more detailed 
or extensive confidential information is offered and it is 
not necessary to accomplish that purpose, it should be 
refused or promptly returned.

NEED TO KNOW

Poly confidential information, and the confidential 
information of others, should only be disseminated 
to other Poly employees or other parties under non-
disclosure agreements that have a need to know the 
information to accomplish business goals. 

COMPETITIVE INFORMATION

We do not attempt to obtain, steal, or unlawfully use a 
competitor’s confidential information, nor do we contact a 
competitor regarding their confidential information. While 
Poly does employ former employees of competitors, we 
recognize and respect the obligations of those employees 
not to use or disclose the confidential information of their 
former employers. 

https://plantronics.sharepoint.com/comms/plantronics-policy-library/Fuse%20Library%20Template/Information%20Classification%20and%20Processing%20Policy.pdf
https://plantronics.sharepoint.com/sites/bpflow/NDACentral/SitePages/NDA%20Central.aspx?PageView=Shared&InitialTabId=Ribbon.WebPartPage&VisibilityContext=WSSWebPartPage
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PRIVACY POLICY

We maintain a Privacy Policy intended to describe 
the various types of information Poly collects, our 
responsibilities regarding such information, and what 
we will and will not do with personal information. We 
provide individuals with choice, notice, security, and 
access related to personal information. We are all 
responsible to avoid misusing the personal information 
of others, to protect the personal information of others, 
and to comply with our Internal Privacy Policy. Our 
security procedures limit access to and use of users’ 
personal information, and require that each of us 
take measures to protect personal information from 
unauthorized access. Know your responsibilities under 
these procedures, and collect, use, and access user 
personal information only as authorized by our policies 
related to data and information security and privacy, 
and applicable data protection laws.

We are aware that global privacy laws are changing 
rapidly and we make reasonable efforts to stay up to 
date with new developments, including developments 
related to the United States, such as the California 
Consumer Privacy Act (CCPA), and Europe, including 
the European Union General Data Protection Regulation 
and the pending ePrivacy Regulation, as well as various 
other privacy, data protection, and anti-SPAM laws in 
the locations in which we do business. Any material 
changes to our Privacy Policy will be announced to 
individuals on Poly websites. We are aware that misuse 
of personal information can result in discipline as well 
as civil and criminal penalties.

If you have questions about your access to or use 
of information that may be sensitive or subject to 
our Internal Privacy Policy, please contact the Legal 
Department. 

COPYRIGHT STANDARD

We respect copyright laws protecting the works of 
others and do not engage in copyright infringement. We 
must first obtain the consent of any publisher before 
copying and distributing publication(s), photographs, 
or significant parts of them. When in doubt about 
whether you may copy a publication, consult the Legal 
Department.

PROTECTING POLY’S ASSETS

We protect Poly assets and use them efficiently. We 
are responsible for using Poly resources and property 
(including time, materials, equipment, and proprietary 
information) for Poly’s business purposes and not for 
our or any other person’s personal benefit.

PHYSICAL ACCESS CONTROL

Poly maintains procedures covering physical access 
controls to permit privacy of communications, maintain 
the security of Poly’s equipment, and safeguard Poly 
assets from theft, misuse, and destruction. We are 
responsible for complying with the appropriate level of 
access control at all Poly regional sites.

POLY’S FUNDS

We are personally responsible for all Poly’s funds over 
which we exercise control. Anyone who is not a Poly 
employee should not be allowed to exercise control over 
Poly’s funds. Poly’s funds are to be used only for Poly 
business purposes and every expenditure, including 
expense reports, must be supported by accurate and 
timely records. When incurring travel or entertainment 
expenses while conducting Poly business, and 
submitting such expenses for reimbursement, we are 
responsible to comply with Poly’s Business Travel and 
Expense Policy and Poly’s Anti-Corruption Policy. 

https://www.plantronics.com/us/en/legal/privacy
https://plantronics.sharepoint.com/comms/plantronics-policy-library/Fuse Library Template/WW-LEG035 Internal Privacy Policy.docx?d=w3cc8a83d12244ffe8004f289487c1337
http://www.plantronics.com/us/privacy/
https://plantronics.sharepoint.com/comms/plantronics-policy-library/Fuse Library Template/WW-LEG035 Internal Privacy Policy.docx?d=w3cc8a83d12244ffe8004f289487c1337
https://plantronics.sharepoint.com/:b:/g/comms/plantronics-policy-library/ESgJbu7Vdn1JgCgDmWfpnOcBpdCTlSg3idF7lcGfKhqDhA
https://plantronics.sharepoint.com/:b:/g/comms/plantronics-policy-library/ESgJbu7Vdn1JgCgDmWfpnOcBpdCTlSg3idF7lcGfKhqDhA
https://plantronics.sharepoint.com/:w:/r/comms/plantronics-policy-library/_layouts/15/Doc.aspx?sourcedoc=%7B8D007401-8536-4C19-A794-0C1D87E7D064%7D&file=Anti-Corruption%20Policy.docx&action=default&mobileredirect=true
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POLY’S ELECTRONIC SYSTEMS

We do not have an expectation of privacy with respect 
to information we transmit over, receive by, or store in 
any electronic communications device owned, leased,  
or operated on behalf of Poly. To the extent permitted 
by applicable local law, Poly retains the right to access 
any such information at any time, either with or without 
an employee’s or third party’s knowledge, consent,  
or approval.

USE OF PERSONAL DEVICES

Poly will support to a reasonable degree the use of 
employee owned computers or mobile devices for work 
related purposes. This includes electronic equipment 
such as mobile phones, smart phones, digital assistants, 
navigators, tablet computers, desktop computers, laptop 
computers, work stations, etc. but only if they meet 
Poly’s standards for support, security, and the like. We 
do not have any expectation of privacy with respect 
to information transmitted over, received by, or stored 
in any personally owned computers/mobile device 
that is used for Poly business. When we choose to use 
personally owned computer/mobile devices we are 
responsible to comply with Poly’s Acceptable Use Policy. 

Although Poly allows for the reasonable use of 
employee-owned computers or mobile devices for 
work related purposes, Poly does not allow the use 
of unauthorized systems, applications, software, or 
platforms (including ephemeral messaging systems) to 
conduct business or record business transactions. For 
example, employees may not use WeChat, SnapChat, 
WhatsApp, or similar applications to conduct business 
transactions. All financial, sales, and other Poly records 
must be recorded in the systems, applications, software, 
and platforms authorized by Poly for such records.

ELECTRONIC MAIL AND INTERNET USAGE

At work, our use of email and the internet should be 
primarily for matters related to Poly’s operations. We 
should always use good judgment in using our email 
system or in accessing the internet. Despite the 
password and other security provisions, the e-mail 
system is not confidential or private. Employees should 
be aware that all e-mail and internet access is subject 
to review by Poly and Poly’s management reserves 
the right to monitor use or content of e-mail, internet 
usage, or use of the Company’s computer systems or 
related equipment at any time, without advance notice. 
Employees should use their Poly email account, and not 
a personal email account, to conduct Poly business.

We will not use Poly e-mail, internet, and other 
information systems in a way that may be disruptive, 
offensive to others, or harmful to morale. The display 
or transmission of anything that may be construed as 
harassment or discrimination against others is strictly 
prohibited.

SOFTWARE

We will only use software that is appropriately acquired 
and licensed by Poly’s IT department to conduct Poly’s 
business. Poly respects the intellectual property 
of others and does not condone making or using 
illegal or unauthorized copies of any software. Our IT 
Department will inspect Poly equipment periodically to 
verify that only appropriately acquired, approved, and 
licensed software has been installed. Any non-licensed/
supported software will be removed and remedial action 
may be taken. 

SOCIAL MEDIA – ELECTRONIC ACTIVITY

We encourage employees that use social media to do 
so responsibly. Unless authorized to use social media 
on Poly’s behalf, we do not use social media to conduct 
business for Poly and we must state that the materials 
and opinions we post are ours alone and not the opinions 
of Poly. We take great care to ensure that we do not 
disclose any Poly confidential information or other 
confidential information related to our work for Poly, and 
refrain from using any Poly logos or trademarks without 
express permission. Our Acceptable Use Policy is intended 
to help you use social media in a way that protects Poly 
assets, brand, and reputation. If you are ever unsure of 
our policies on social media, please contact our Legal 
Department for guidance. 

https://plantronics.sharepoint.com/comms/plantronics-policy-library/Fuse%20Library%20Template/Acceptable%20Use%20Policy.pdf
https://plantronics.sharepoint.com/comms/plantronics-policy-library/Fuse%20Library%20Template/Acceptable%20Use%20Policy.pdf
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RECORDS AND INFORMATION MANAGEMENT

Our Legal Department has a company-wide 
responsibility for the Records & Information 
Management (RIM) program. This program addresses 
the creation, storage, retention, and disposal of 
electronic and other media records. Poly’s Records 
Retention Policy and Records Retention Schedule are 
intended to assist you and your department in proper 
management of records. 

Our disposal or destruction of any Poly documents may 
be subject to, among other things, federal, state, or 
other law, rule, regulation, pending claim, legal action, 
or governmental investigation to which any documents 
relate. Whenever you are notified of an obligation to 
preserve documents or when it becomes apparent that 
documents will be required in connection with a legal 
action or claim, governmental investigation, or other 
matter or official proceeding, you must preserve the 
relevant documents, including all documents about 
which you have been notified and all documents likely 
to lead to the discovery of admissible evidence, and 
ordinary disposal of such documents pertaining to any 
such matter should be suspended. 

If you are uncertain whether documents in your area 
should be preserved because of potential relevance to a 
claim, legal action, governmental investigation, matter, 
or other official proceeding, consult with our Legal 
Department.

WAIVER OF PROVISIONS OF THIS CODE

Any waiver of any provision of this Code, or its related 
policies, for a member of our Board of Directors or an 
executive officer must be approved in writing by our 
Board of Directors and promptly disclosed to Poly’s 
stockholders to the extent required by law or the 

rules of the New York Stock Exchange. Any waiver of 
any provision of this Code with respect to any other 
employee must be approved in writing by our Chief 
Legal and Compliance Officer, Chief Financial Officer,  
or Chief Executive Officer.

ADDITIONAL INFORMATION

Nothing in this Code creates or implies an employment 
contract or term of employment. Employment at 
Poly is, in the U.S., employment at-will, meaning 
employment may be terminated with or without 
cause and with or without notice at any time by 
the employee or Poly. In some instances, we may 
offer employment agreements to certain officers 
of Poly for a specified period of time and any such 
agreement must be in writing. In jurisdictions in which 
employment at-will is not permitted, employees will 
have written agreements with Poly. An individual with 
such a written employment agreement executed by 
an authorized Poly officer will not be an employment 
at-will employee.

The policies in our Code do not constitute a complete 
list of Poly policies nor a complete list of the types of 
conduct that can result in discipline from the Company.

https://plantronics.sharepoint.com/:w:/r/comms/plantronics-policy-library/_layouts/15/Doc.aspx?sourcedoc=%7B1622A7AC-ACB6-4ED4-A8A0-1CDA4AA730BC%7D&file=Corporate%20Records%20Retention%20Policy.docx&action=default&mobileredirect=true&DefaultItemOpen=1
https://plantronics.sharepoint.com/:w:/r/comms/plantronics-policy-library/_layouts/15/Doc.aspx?sourcedoc=%7B1622A7AC-ACB6-4ED4-A8A0-1CDA4AA730BC%7D&file=Corporate%20Records%20Retention%20Policy.docx&action=default&mobileredirect=true&DefaultItemOpen=1
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I acknowledge that I have received and read the Poly Code of Conduct.

I acknowledge that I understand the standards, policies, and procedures contained in the Code and understand that 
there may be additional standards, policies, procedures, laws, rules, and regulations relevant to my position.

I agree to comply with the Code at all times during my employment and/or service to Poly.

If I have questions concerning the meaning of the Code, or the legal and regulatory requirements applicable to my 
position, I acknowledge that it is my responsibility to consult the Legal Department, and I acknowledge that I can 
do so knowing that my questions to the Legal Department will be maintained in confidence to the extent practicable 
and except as necessary to conduct any investigation and take any remedial action or to comply with any applicable 
law, and that I will not be subject to retaliation for asking such questions in good faith.

I acknowledge that neither this Acknowledgment nor the Code is meant to vary or supersede the regular terms and 
conditions of my employment by, or service to, Poly or to constitute an employment contract.

I further understand that the Code may be amended or modified from time to time unilaterally by Poly as part of 
Poly’s continued program of ethics and compliance with applicable law.

 Name

 Signature

 Date

Please electronically or manually sign and acknowledge the Code.

ACKNOWLEDGMENT




