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Labor Code of Conduct for
Anaklia Development Consortium LL.C
Human Recourses Management Department

1. General Provisions

The labor code of conduct (hereinafter the “Code
of Conduct”) of Anaklia

Consortium LLC (hereinafter the “Company”) is a

Development

handbook created based on the common values
and principles recognized in the Company,
applicable to all employees notwithstanding the
positions they held.

This Code of Conduct regulates the employment-
of the

employees, conflicts of interest, common terms of

related rights and responsibilities
labor, principles of employee relations, security
requirements and other matters.

The Company’s HR Management Department
the

compliance with the provisions of this Code of

carries out overall supervision over
Conduct. In addition and within the scope of their
competences, other departments of the Company
carry out monitoring over the compliance with
the rules outlined in the Code of Conduct.

Legal director of the Company exercises control
over the compliance of each internal normative
act of the Company with the Code of Conduct.
additions to this Code of
the

HR Management

Amendments and
made on basis of
of the

Department and a decision/resolution of the

Conduct are

recommendations

General Director.

This Code of Conduct is approved by the General
Director of the Company.

This Code of Conduct may periodically be
updated, and all such will be notified to the

employees.
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2.6.

Both the employees of the Company and the

persons working under service agreement with

the Company must familiarize themselves with

this Code of Conduct.

All employees of the Company as well as the

persons working under service agreements with

the Company are obliged to:

1.9.1. fulfill the requirements of this Code of
Conduct;

1.9.2. perform the obligations imposed upon

him/her the

concluded with the Company;

under labor agreement

1.9.3. protect the confidentiality of this Code of
Conduct;

1.9.4. comply with the ethical norms;

1.9.5. protect the Company’s reputation.

2. Employee Relations
Honesty, mutual respect, teamwork, compliance
with business ethics and result orientation are
common values of all employees of the Company.
Employee appreciation and recognition are the
Company’s internal corporate principles.
Any insult to an employee by another employee
shall be prohibited, notwithstanding the act
committed by the former.
The Company strictly observes the fundamental
human rights and freedoms recognized by
international law and laws of Georgia.
Special importance is given to the detection and
elimination of employee discrimination in any
form and on any grounds whatsoever.
Introduction/establishment of any such provision
or rule which may directly or indirectly
encourage or promote discrimination or
harassment toward an employee based on any
grounds such as race, color, language, sex, age,

citizenship, origin, place of birth or residence,
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property or social status, religion or belief,
national, ethnic or social origin, profession,
health,

orientation, gender identity and expression,

marital  status, disability, sexual

political or other opinions, or other
characteristics shall be prohibited.

Expression of compassion towards and support of
a colleague and a co-worker, creation of healthy
work environment, as well as constant protection
of interests of the Company is the obligation of
each and every employee.

All employees of the Company must protect the
interests and observe the business-ethical norms
of the Company both inside and outside the
Company.

An employee must exercise proper care over the
property (including intellectual property) of the
Company and other employees.

An employee may not take and/or use personal or
working inventory, computer passwords, read or
disseminate working/personal records of others
without permission.

Current or systematic problems raised by an
employee of the Company shall be resolved based
on the principle of collegiate subordination, in
and/or written
his/her

supervisor, and only after that, by discussing the

particular through verbal

communication  with immediate
issue with the head of the HR Management
Department and/or General Director of the
Company, provided that the issue raised by the
employee is not resolved through his/her

immediate supervisor (manager).
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3. Company Property and Use of the Company Name
Everything that is created by use of the Company’s
resources and/or inside the Company belongs to the
Company.

Every employee is obliged to protect the
Company’s property and observe the rules that
ensure prevention of damage to and/or decrease
of the value of such property.

Copying, sale, distribution of any property of the
Company, including intellectual property objects
and software, as well as its transfer to a third party
without permission is prohibited.

The use of the Company’s property against the
interests of the Company is prohibited.

Use of the Company’s name and/or brand
attributes for the purposes that fall outside the
direct job functions of the employee and/or serves
his/her personal interests or the interests of a
third party is prohibited.

4. Confidentiality
Privacy and information confidentiality are
protected under legislation as well as this Code of
Conduct and other normative acts.
When an employee signs an employment or
service agreement, he/she acknowledges every
provision and rule regarding protection of
confidentiality.
An employee must not reveal the Company’s
secrecy (confidential information) without a
special consent (permission, authorization)
and/or except as otherwise required by law. Such
special consent can be granted only by the
General Director or other director of the

Company in compliance with laws.
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6.1.

An employee is obliged to fully protect the
Company’s business correspondence, documents,
business plans and presentations in any form,

including in electronic and printout versions.

5. Conflicts of Interest and Other Circumstances
It is prohibited to use, directly or indirectly, a job
(position) held at the Company for the purpose of
personal benefit, thereby damaging the Company,
its partners/shareholders and/or employees.

An employee is obliged to notify the employer of
the any criminal proceedings commenced against
him/her.

6. Political and Public Activities and Public
Representations

Every employee of the Company is free to express

his/her own political views and beliefs, however

an employee is prohibited from:

6.1.1. placing materials propagandist of any
political views or social movements in the
Company’s office or the premises belonging
to the Company, internal networks or
website of the Company, or using the above
properties for political purposes.

6.1.2. holding a fundraising event for the benefit

of any political or social movement inside

the Company (including in the Company’s
office, inside the premises belonging to the

Company, in intranet, on website).

6.1.3. making money and/or  material

contributions in the name of the Company

to any political movement.
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6.2.

7.1.
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8.1.

8.2.

Every employee of the Company must realize that
he/she represents the face of the Company
everywhere and always. Therefore, public
representations by an employee, including in
mass media, social networks, to different
audiences must not be directed against the
interests of the Company and/or must not bear

any reputational risk for the Company.

7. Other Business Activity

The employees of the Company may have their
own businesses and be active managers of their
businesses only in circumstances that do not
contradict this Code of Conduct particularly the
provisions pertaining to conflicts of interest.

Business activity and/or parallel employment of
an employee is subject to special consent from an
immediate supervisor (manager) or the director of
the Company. Such consent may be granted if
additional workload of the employee does not
interfere with the performance of his/her

functions at the Company.

8. Workplace

Creation of efficient work environment implies
both the provision of workplace amenities as well
as observance of the employee’s labor code of
conduct.

Arrangement of workplace safety lessens the risks
associated with the release of information, in
particular danger of unauthorized access to
information, loss/disappearance and/or damage of
information and/or documents during working or

nonworking hours. Therefore, all employees of
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8.3.

8.4.

8.5.
8.6.

8.7.

8.8.

8.9.

8.10.

8.11.

8.12.

8.13.

the Company must protect the rule of adequate
arrangement of workplace.

Confidential information, including the one
recorded on paper or electronic carriers, must be
properly protected (locked in a safe, drawer or
other secured storage) after having finished
working on such information (before leaving the
workplace), in order to avoid accidental or
intentional disclosure or loss/disappearance of the
information.

All communication and peripheral devices must
be protected from unauthorized access and use.
The following shall be prohibited:

Leaving documents, business records unguarded

at the workplace, as well as leaving them at a non-
working space inside the Company’s office;
Leaving the file storages, drawers, safes open (in
case locking them is physically possible);

Leaving the monitor and processor of the
computer that was turned on without a password
open while being absent from workplace;
Inappropriate use of the computer network,
equipment internal servers, including internet,
electronic mail and/or other systems of the
Company;

Using external carriers without scanning them for
viruses;

Using (including downloading and installing)
computer games, watching and/or downloading
movies at the workplace;

Bringing and/or keeping easily flammable
substances and/or explosive materials inside the
Company’s office and/or into the premises
belonging to the Company;

the

Company’s office and/or the premises belonging

Smoking cigarettes anywhere inside
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8.6

8.7

8.14.
8.15.

8.16.

8.17.

8.18.

8.19.

to the Company, except at the specially
designated smoking areas.

Showing up for work in an inebriated state;
Consumption of alcohol during work time (with
the exceptions of special internal events, festive
occasions and birthdays of the employees, when
consumption of alcohol in allowed in reasonable
amounts);

Playing any king of gambling games at the
workplace and/or during the working hours and
taking any actions related to such games;
Request or receipt by an employee, directly or
indirectly, of an offer, promise, transfer or service
of money, securities, other property or property
services and/or of any undue advantage, for
himself/herself or for anyone else, in order to act
or refrain from taking certain actions, in violation
of his/her official duties in the interests of the
briber or any other person (commercial bribery).
The employer is obliged to create safe and healthy
working environment for its employees.

In case the employer provides accommodation to
an employee, the accommodation shall be
suitable for the employee in terms of location,
shall be clean and safe and must satisfy the
employees’ basic needs. In such cases, relocation
from and between the place of accommodation
and the workplace shall not be associated with

problems (must not be objectively difficult).
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9.1.

9.2.

9.3.

10.1.

10.2.

10.3.

10.4.

10.5.

10.6.

10.7.

9. Dress Code

The employees are required to dress in
appropriate business attire. Every employee must
care about his/her own appearance; look clean,
neat and elegant.

An employee is required to show up to the
workplace in required uniform (if any) and well
organized.

Dressing in casual style clothes (e.g. jeans) is

allowed on Fridays.

10. Working Hours and Remuneration
Duration of working time of every employee of
the Company is 40 (forty) working hours, which
do not include break time during a working day.
A workweek includes 5 (five) working days, from
Monday to Friday, from 10:00 a.m. to 7:00 p.m.
Break time in each working day is 1 (one) hour
which can be taken between the period from
13:00 to 15:00.

The employment remuneration of an employee is
determined by his/her labor agreement.

Work shall be deemed overtime work when an
employee, by agreement between the parties,
works during the period exceeding 40 (forty)
hours a week, as well as the work during official
holidays.

Performance of overtime work is subject to a prior
approval of the director or an immediate
supervisor (manager) of the employee.

Overtime work is compensated on a 5% increased
pay rate of an hourly salary (monthly salary
divided by the number of working days in a
month and divided by the number of working
hours in a day), as determined by agreement

between the parties.

ADC Labor Code of Conduct
ADC-P1-G0-HR-COD-0001-02
March 2019

11




10.8

11.1

11.2

11.3

11.4

11.5

29HOOMo  Mmgbmdom, 53 FobolyBrz™gds
53b5gd90¢0LS S ILEJIYOEOl FgmsbbIgdo.
©53b5dd9d9o s sLOJIgdIMo  Fgodergds
99056bdqbgb D996533900960 LMol
9b5Bom@Mgd0olL Lobszm® ILEdIgdEPOLMZOL
535393030 153969008 MHMOL Jo3935%y.

11. 83909090
3b5BoMEMdo©o  d390gds  ©ILOJIGOIEDY
3503995  dOmIomo  bgerdn3Mrmegdol  owYdoL
06 11 (09O TgEHo) 030l oLzl 9999y,
©5b5ddgdmeols s dobo  MIMowm  MBOMLOL
(bgadd3569col) Fgmsbbdgdoo FglisdErgdgeros
9390909000  LoMRGdIMds  50bodbo 3ol

dob3Es0YG-
ol g96d53amdsdo (1 0563M:0@sb 53539 Herol 31

09399560l Boomngwom) 3mogbowro
9bsBOomMgdo©o  8390magds  adv03gds 24
(305Mmmbo) L5FMTom EEOL MEIBbMdOm.

©oL5ddgdmel  MBEgds  5g3L  oLaMYOML
365BEomEqo0L 2456989 33909000, -
Pgeofodo  Lwmew  dgodg 15  (obwo;mdg@o)
39IPIONWO EROM. ,JbgEBsLe F3gdEgdOL”
39005 3560LsDBEZMGds OLEJTGIMOls s dolo

Mdmoenm mRO@LOL (b9ddm3zs69eols)
d90sbbdgdom.

09390v9c09d5d0 56 003905  OMIIONO
9OH™IoLbbsemdol  3gMomo, 8390w ds

OLBYYEMdOL, FdMB0SOMIOLS s 853930l IM3wol
2590, 8390905 5boedmdoErols 30 5943560L

390 @5 58539000 93939ngds 8539300
dmgob godm.
©5L5dd9dMo  35¢0EYOME0s 2 (MEO) 33000

5069 §9Oommdom 6 gargdBH@mbmmwo gmbGoom
536m0ML »Mdmoem MBOHMUL (bgeddwgsbgwls) s
3Q05305bms BLMEOLYOOL JoMMZ0L Jobyma30Egdsls
939099009000 LaMRJOMBdOL LyG30wol Jglobgd,
3905 00  99dmbggzoly,  MmEgbsg  Hoboslfod
3o8OObogds  FJHIWIOILOd  FIVIIVYIOILO
1539@O(306M 56 MK IbMBO 30HMDYdOL godM.

10.8. The employer and employee may agree on
granting additional time off to an employee as a

compensation of overtime work.

11. Vacation
11.1. An employee is eligible for paid vacation after the
lapse of 11 (eleven) months from conclusion of
By

between an employee and his/her immediate

the employment agreement. agreement
supervisor (manager), the employee may be
granted a paid vacation even before the lapse of
the above period.
11.2. The employee’s vacation entitlement during a
year (from 1 January to 31 December of the same
year) is annual 24 (twenty-four) working days.
11.3. An employee is entitled to an unpaid leave of at
least 15 (fifteen) calendar days annually. Period of
unpaid leave shall be determined by agreement
between an employee and his/her immediate
supervisor (manager).
11.4. Vacation shall not include a period of temporary
disability, maternity and child care leaves, leaves
due to adoption of a newborn and any extra
maternity or child care leaves.
11.5. An employee must notify his/her immediate
supervisor (manager) and HR Management
Department in writing or via e-mail of the
requests for the vacation at least 2 (two) weeks
prior before the planned vacation dates, except
when prior notification is impossible due to
urgent medical or family circumstances.
11.6. The period of paid maternity and child care leave
makes up 183 (one hundred and eighty three)

calendar days, or 200 (two hundred) calendar
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11.7.

11.8.

12.1.

12.2.

12.3.

13.1.

13.2.

13.3.

days in case of pregnancy complications or birth
of twins. Employees may distribute the maternity
and child care leave at their discretion for the
prenatal and postnatal periods.

An employee is entitled to take a day off in each
quarter.

The official holidays declared in Georgia and

other non-working days are rest days.

12. Employee Social Security

As an employer, the Company shall pay proper
attention to the employees’ social security.

A labor agreement concluded with an employee
and/or the relevant document of the HR
Management Department may include social
security systems, namely medical and pension
insurance, accident and/or life insurance.

The employees’ social insurance packages may
vary depending on the function and rank of a

particular employee.

13. Violations and Sanctions
Breach of this Code of Conduct automatically
amounts to breach of the labor agreement.
An employee is subject to imposition of liability
for breach of this Code of Conduct and/or his/her
labor agreement.
The apply the

disciplinary measures against an employ: warning

Company may following

(written or electronic form), final warning,
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13.4.

13.5.

13.6.

13.7.

13.8.

13.9.

14.1.

financial sanction by deduction of amounts from
the salary (together with the warning) and/or the
employee’s dismissal (termination of
employment).

The disciplinary measures can be used either
separately or in conjunction. Further, a decision
on termination of employment may be made in
case of gross violation of the labor agreement
and/or this Code of Conduct, as well as in case of
receiving poor assessment of the work performed
by the employee.

A warning (in written or electronic form) is the
lightest form of sanction, which is recorded in a
personal file. In such case, dismissal of the
employee does not take place, however receipt of
a repeated written warning (final warning)
within 1 (one) year may serve as a ground for
termination of the labor agreement.

Written warning can be used together with a
financial sanction.

Financial sanction is determined based on a
decision of the director.

of
employment) is the strictest sanction, application
of which

employment relationship.

Dismissal from  work  (termination

results in termination of the
The employer itself decides whether or not a
particular breach amounts to a gross violation in
consideration of the severity of the misconduct
committed by the employee and/or other

circumstances.

14. Complaint Review Procedure
An employer has a right to submit open or
unanimous, verbal, e-mail and/or written

complaint to his/her immediate supervisor
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14.2.

14.3.

14.4.

14.5.

14.6.

14.7.

15.1.

15.2.

(manager), to the HR Management Department
or the General Director.

The employee’s complaint is reviewed within 14
(fourteen) calendar days in strictly confidential
manner.

When reviewing the employee’s complaint the
principles of legality and fairness must be
observed, so that the honor, dignity and business
reputation of both the complainant and the
person(s) referred to in the complaint are not
violated.

After reviewing the employee’s complaint, a
decision shall be made either on full or partial
satisfaction of the complaint or on refusal to
satisfy the complaint.

If the employee’s complaint is satisfied, the
relevant person shall take appropriate measures in
order to eliminate the wrongful acts described in
the complaint and to react to such actions
(including by way of imposition of the
disciplinary sanctions).

If necessary, a director and/or a lawyer of the
Company may get involved in reviewing and
examination of the employee’s complaint.

In any case, an author of the complaint, his/her
immediate supervisor (manager), the General
Director of the Company as well as the
Company’s legal director will be notified of the
examination of the

result of employee’s

complaint.

15. Incentives
In an effort to improve the employees’ satisfaction
and mood, the employer has a right to use the
employee incentives.
The

immaterial.

incentives can be both material and
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15.4.

15.5.

16.1.

16.2.

16.3.

Forms of material incentives are: premium,
bonus, gift, etc.

Forms of immaterial incentives are: appreciation
announcement,  granting  certificate = of
achievement, organizing corporate events, etc.
the

recommendation of the Company’s director, the

Incentives are wused on basis of a
HR Management Department and/or immediate

supervisor (manager) of the employee.

16. Additional Provisions

This Code of Conduct is an integral part of a labor
agreement and is both informative and normative
document, which contains specific provisions
with respect to the employee’s obligations,
restrictions, prohibitions and sanctions.
When taking on a new employee, before signing
the labor agreement, the HR Management
Department will familiarize him/her with the
Code of Conduct and other internal normative
documents, and the new employee will confirm
so by signing the labor agreement.
Each and every employee of the Company must
familiarize himself/herself with this Code of
all other

the

procedures, standards, etc.), as well as with any

Conduct and internal normative

documents of Company (instructions,

updates thereof.
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