
Code of Ethics Policy 
 

Overview 
 

Each of us plays a role in the direction of our company.  Acting with integrity and in the company’s best 

interest are the building blocks for a healthy organization.  It is the obligation of all officers, directors and 

employees to know and understand this Code of Ethics in addition to your company's other policies and 

procedures.  All officers, directors, and employees are expected to adhere to and apply sound moral and 

ethical standards to all daily business activities.  If clarification is needed with this or any other company 

policy, please consult with your company’s Human Resources Department. 

 

Since no list can take into account every situation, this Code of Ethics requires the exercise of 

conservative good judgment. 

 

Compliance with Laws and Regulations 
 

The conduct of the Company and its employees shall be in compliance with the laws and regulations 

relating to the company’s business.    

 

All Company employees must, at a minimum, comply with all applicable laws that relate to the conduct 

of our business in the relevant jurisdiction. 

 

Any employee, officer or director involved in court or other similar proceedings arising out of his or her 

employment with, or service to, the Company is expected to abide by the rules, cooperate with the orders 

of, and not in any way commit perjury or obstruction of justice.  

 

Generally Accepted Accounting Principles (GAAP) 
 

All company books and records are to be complete, accurate, reliable and in compliance with GAAP 

(Generally Accepted Accounting Principles), J-SOX laws and regulations.     

 

Business expense reports must be documented and recorded accurately and according to company 

guidelines.  Clarification on the legitimacy of expenses should be directed to one’s supervisor or the 

company Controller.   

  

Employees are expected to maintain accurate and reliable corporate records that comply with GAAP, J-

SOX, and Company policies and procedures. 

 

The Company CEO, Financial Officer, and others identified by the CEO have specific legal obligations to 

ensure the Company provides full, fair, accurate, timely, and understandable financial reports and internal 

controls. 

 

Diversity, Harassment and Anti-Retaliation  
 

We recognize the immense value that diversity brings to our company.  It is expected that each employee 

will support our effort and actively support a work environment that fosters diversity through mutual 

respect, tolerance and collaboration.    

 

Our Company is committed to providing equal employment opportunities to all employees and applicants 

without regard to race, color, religion, sex, national origin, age, disability, height, weight and marital 



status or status as a Vietnam-era or special disabled veteran in accordance with applicable federal and 

state laws.   

 

We are also committed to maintaining a work environment that is free of harassment, intimidation, or 

coercion regarding any employee’s race, age, sex, religion, national origin, height, weight, marital status, 

disability, Vietnam-era veteran status, or any other legally protected status.   

 

This policy applies to all terms and conditions of employment, including but not limited to:  hiring, 

placement, promotion, termination, layoff, recall, transfer, leaves of absence, compensation and training. 

 

An Associate that makes a good faith report of discrimination, harassment or other unlawful treatment 

should not be concerned about action being taken against him or her because of the report.  Our Company 

will not tolerate retaliation of any kind against those who make complaints in good faith.   

 

Associates can find details of our Company’s policy on Diversity, Harassment, and Anti-Retaliation in 

our Associate Handbook.    
  

Loyalty 
 

All employees and Directors have a duty of loyalty to the Company and may not take personal advantage 

of any Company information, Company property or authority for personal gain.   

 
 

Kickbacks and Gratuities 
 

The Company considers it to be unethical and illegal for any employee to accept or offer payment, gift, 

gratuity, or employment to or from vendors, contractors, or government officials as an inducement for 

preferential treatment.  All offers for kickback and gratuity shall be reported to the Controller.   

 

The Company does not consider the giving or acceptance of a ball cap, tee shirt, jacket, an occasional 

lunch, game of golf, or the like with non government officials to be a kickback, gift or gratuity for the 

purpose of this policy.  Questions regarding acceptance of gifts or gratuities should be directed to the 

Controller. 

 
 

Conflicts of Interest 
 

All employees, officers and directors of the Company have an obligation to conduct business within 

guidelines that prohibit actual or potential conflicts of interest. These guidelines establish only the 

framework within which the Company wishes its business to operate.  Further clarification should be 

sought from the Controller or Human Resources Manager.  

 

An actual or potential conflict of interest occurs when an employee, officer, or director is in a position to 

influence a decision that may result in personal gain or gain for a relative as a result of the Company’s 

business dealings. For the purpose of this policy, a relative is any person who is related by blood or 

marriage, or whose relationship with the board member or employee is similar to that of persons who are 

related by blood or marriage. 

 

Employees, without prior approval of the CEO, may not serve as an Officer, Director, manager, 

employee, consultant, or agent of any company that is a competitor, supplier, or customer of the 

Company.   



 

Loans to, or guarantees of obligations of, Employees and/or their respective family members by a supplier 

or customer of the Company may create a conflict of interest or the appearance of a conflict of interest 

and are prohibited. 

 

No presumption of a conflict is created by the mere existence of a relationship with outside firms. 

However, if a board member or an employee has any influence on any material business transactions, it is 

imperative that he or she discloses to an officer of the organization as soon as possible the existence of 

any actual or potential conflict of interest so that safeguards can be established to protect all parties.  

 

 

Improper Influence on Conduct of Audits 
 

No officer, director, or any other person acting under the direction thereof, shall take any action to 

fraudulently influence, coerce, manipulate, or mislead any independent public or certified accountant 

engaged in the performance of an audit of the financial statements of the Company for the purpose of 

rendering such financial statements materially misleading.  Examples of such behavior include, but are 

not limited to: 

 

Offering or paying bribes or other financial incentives, including offering future employment or 

contracts for non-audit services. 

   

Providing an auditor with an inaccurate or misleading legal analysis. 

   

Threatening to cancel or canceling existing non-audit or audit engagements if the auditor objects 

to the Company’s accounting. 

   

Seeking to have a partner removed from the audit engagement because the partner objects to the 

Company’s accounting. 

   

Blackmail or making physical threats. 

 
Employees and Directors may not divulge confidential or proprietary information except as 

authorized by the CEO. 
 

Employee Privacy 
 

The Company is committed to protecting the privacy of its employees.  This includes employee data 

maintained by the company.  Employee data will primarily be used to support Company operations, 

provide employee benefits, and comply with laws and regulations.  The Company and all employees are 

expected to comply with all data protection laws, regulations, and Company policies.   

 
 

Insider Trading 
 

U.S. and Japan securities laws prohibit the buying or selling of stock in the presence of “inside 

information” or information that is not known or disclosed to the public.  Company Directors, Officers 

and employees may not engage in the trading of Company stock or advise others on the trading of 

Company stock on the basis of, or in the presence of, inside information.  Company Directors, Officers 

and employees may also not engage in “selective disclosure” with individuals who may benefit from, or 

may advise others to benefit from, the disclosure. 



  
 

Computing Resources, Email, and the Internet 
 

All Internet related services are intended to be used for company business.  All information on company 

computer systems, including electronic mail, is the property of the Company.  To ensure that computing 

resources are used in accordance with expectations, management may inspect and disclose the contents of 

electronic messages if such inspection and disclosure is made for legitimate business purposes or as 

necessary to protect the rights and property of the Company. 

 

Use of computing resources to offend or harass others or to store illegal or generally offensive material is 

not acceptable and prohibited. Employees, who use the Internet to access sites that contain offensive 

materials related to sex, race, or other protected categories, or who otherwise violate these prohibitions, 

will be subject to termination. 
 

Political Activities 
 

The Company considers itself an apolitical organization.  As such, no Company funds or assets will be 

contributed or used for the purpose of influencing any election without the approval of the Company 

Board of Directors.  This policy does not prohibit Company participation in trade or special interest 

organizations.  
 

Safety and the Environment 
 

The Company is committed to full compliance with all safety and environmental laws and regulations.  

All employees are expected to comply with these laws, regulations and Company policies. 

 
Anti Trust 
 

Any planning or acting together with competitors about the nature, extent, or means of competition is a 

violation of Company policy and antitrust laws.  This includes, but is not limited to, price fixing, sales or 

production quotas, geographic competition, and boycotts. 
 
 

Compliance Procedures 
 

Any employee who knows, or has reason to believe, of violations to this or other company policies and 

procedures is expected to promptly report the violation to his or her supervisor or the Human Resources 

Manager. 

 

In the event it may not be appropriate to discuss an issue with your supervisor or Human Resources 

Manager, you may report the matter via the Company’s Ethics hotline or website submission.   

  

Reporting may be anonymous.  No employee will be subject to retaliation, discrimination, or other 

adverse treatment for any reporting, made in good faith, of known or suspected violations of this and 

other Company policies and procedures. 

 

Each year, Company Officers are required to state in writing that they have no knowledge of material 

violations to this and other Company policies other than those that may have been previously reported, if 

any. 

 



As part of its regular auditing procedures, the Parent Company audit committee will periodically review 

internal policies and procedures and report their finding to executive management.  

 

The Company’s external auditors are also expected to report in writing any known or suspected violations 

of this and other Company policies.  
 


