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WORKERS’ CODE OF CONDUCT

Policy/Operational Procedure Name: Workers
Code of Conduct (WCoC

Section: HR Procedures

Sub-section: Employment
Custodian; Anaklia Development Consortium,
Human Resources Management Department

Policy Statement: A code of conduct defines how a
company’s employees should act on a day-to-day
basis. It reflects the organization’s daily operations,
core values and overall company culture.

Purpose: The Company recognizes its
responsibility to develop and administer necessary
regulations and disciplinary measures in a fair and
consistent manner and the obligation of all the
employees to conform to these rules and
regulations.

This WCoC applies to all personnel employed by
Anaklia Development Consortium, its contractors
and sub-contractors.

Responsibility: Human Resources Management
Department is responsible for maintaining this
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commitment to best practice in all operations and
expects adherence to high standard of conduct by
all employees.

ADC employees have a responsibility to the
company to strive for and maintain the highest
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professional standards in the day-to-day conduct of
their work.

The Worker Code of Conduct should be adhered to
at all times and any breach of this Code of Conduct
will result in disciplinary action up to and
including dismissal.
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Every one of us is on the same team and we all work
together for a common goal. We only succeed
when we are a cohesive team. Each person should
be respected for his or her ideas, feelings, and
diversity.

WE BELIEVE IN SAFETY, QUALITY AND SPEED
With safety always first, we produce a quality
product because it is the right thing to do, and it is
what our business associates. We believe in always
maintaining our high standards. We demand that
our project be organized with many operations
performed simultaneously, without jeopardizing
safety, quality, efficiency, or economy.

WE BELIEVE IN OUR REPUTATION

Our team is our family and it is the reason that our
business partners conduct business with us. A good
reputation is the key to success. We count on each
and every member of our team to be honest and to
live up to these ideals.

GEORGIAN LAW
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It is ADC policy to comply with all governing laws
and to conduct our business with the highest moral,
legal, and ethical standards. Compliance with the
law not only means following the law, but also
conducting our business in such a manner as to be
recognized as good and law-abiding citizens, alert
to our responsibilities in all areas of good
citizenship. Even where the law does not apply,
applicable standards of ethics and morality relate to
our activities and require the same diligence and
attention to good conduct and citizenship.
Employees must abide by all laws of the Georgia
and in particular make themselves aware of the
specific regulations pertaining to recreational
drugs, prohibited materials, and fraud. @ADC
management will make personnel aware of
pertinent laws via briefing sessions or informal
discussions.

CONFLICTS OF INTEREST

We expect all Employees working directly or
indirectly for ADC to devote full working time and
efforts to the company’s interests and to avoid any
activity that might detract from or conflict with
these interests. In particular, you must be
constantly vigilant of situations or circumstances
that might compromise your position of trust.

No staff member should be involved in awarding
benefits, contracts or employment to any person
with whom they have financial, family or personal
connection.  Staff may not receive personal
payments or gifts resulting the
implementation of ADC work, and not abuse their

from
position for personal gain or reward.

Staff must apply their best judgment when using
company funds to ensure that good value is
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received for every purchase or payment and submit
no false records of any kind.

Employees are obliged not to undertake such
that with  their
employment contract or tasks that prevent

activities are in conflict
employees from performing their work-related

obligations on time and in a professional manner.

PROFESSIONALISM IN THE WORKPLACE

ADC expects its employees and employees of all
contractors and their sub-contractors to conduct
themselves in a professional manner. Interactions
with community members and other staff must
convey an attitude of respect for others and be
culturally and gender sensitive. Personal
relationships between staff must not interfere with
work. Drunkenness or inappropriate behavior at
any time, whilst at work or in the office or site is

not permitted.

DISCRIMINATION

ADC employees and employees of all contractors
and their sub-contractors must not discriminate in
any way. Common forms of discrimination may
include making employment or compensation
decisions based on family status, ethnicity, race,
gender, religion, color, language, marital status,
birth, sexual orientation, age, national origin,
disability, or political conviction.
ADC’s management at all
responsibility and duty to encourage an open work
environment and ethical culture, where persons

levels have a

are treated respectfully and may raise issues or
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concerns without fear of retaliation. Any Employee
with questions or concerns about any type of
discrimination in the workplace is encouraged to
bring these issues to the attention of their
immediate supervisor, the Project Manager, or
ADC Human Resources Management and Legal
Units and General Director.

Employees can raise concerns and make reports
without fear of reprisal. Anyone found to be
engaging in any type of unlawful discrimination
will be subject to disciplinary action, up to and
including termination of employment and legal
action.

MAINTAINING A SAFE WORKPLACE

All Employees are expected to perform and carry
out their assignments at all times to the best of their
ability and in accordance with ADC’s Values. All
Employees need to recognize that the business we
are in is one that contains risk to each of us, the
jobsite and the environment. All Employees should
conduct themselves so that the safety of both
themselves and their fellow workers is preserved
by maintaining a careful vigilance at all times to
insure safety. All Employees are expected to follow
all health and safety rules and regulations of ADC.
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ENVIRONMENTAL AND SOCIAL REGULATION

ADC employees and employees of all contractors
and their sub-contractors must perform their duties
with the requirements of
environmental and social management obligations

in accordance

undertaken by the company through the ESIA, and
other associated documents.

Staff must uphold the overall environmental
protection standards of ADC and discourage
unsustainable resource use and abuse of wildlife.
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DUTY TO REPORT
This document refers to many regulations,
breaking regulations, either knowingly or

unknowingly, or allowing someone else to break
them that exposes both ADC and/or the Business
Partner, and the individual person to serious
consequences. Turning a blind eye to a violation is
the equivalent of knowingly breaking the law.
Individuals Persons/Employees who break the law,
may be subject to civil, criminal and administrative
actions including fines, prosecution and
imprisonment, and even debarment. An individual
debarment means that you personally can be
prohibited from working on a contract. You will be
held accountable for your actions whether you
acted independently or believe you were following
instructions.

No one has the authority to direct you to break the
law and you are solely responsible for your actions
and behavior. If you have any questions or
concerns about legal or ethical matters you should
seek guidance from the Project Manager, or ADC
Human Resources Management and Legal Units
before taking any action. Doing so protects both
you and ADC and ensures our future success.

All Employees have a responsibility to inform their
supervisor or supervisor, the Project Manager, or
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ADC Human Resources Management and Legal
Units and General Director if they learn of any
breaches of this code. Further clarification can be
sought from the personal Managers.
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The ADC Human Resources Management and
Legal Units are available to all Employees wishing
to raise a concern, to report alleged misconduct or
violation of a WOcC, government law or
regulation, or to seek advice. All reports will be
investigated and resolved.

Employees are required to cooperate in internal
investigations and failure to cooperate is also a
violation of the Code. Retaliation against any
Employees who files an ethics complaint in good
faith is a violation of Company policy and
applicable Law.

Should you have any questions about the Code
please contact the Project Manager, ADC Human
Resources Management and Legal Units at +(995
32) 2959910, extensions 111 and 106 respectively.
ADC is committed to an ethical workplace, but we
need YOU to insure it stays one.
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In line with ADC’s Labor Code of Conduct,
national legislation of Georgia and EBRD/IFC
the
handling the grievance from the Project’s labor will
be used:

requirements, following provisions for

GRIEVANCE DEFINITION

We define grievance as any complaint, problem or
concern of an employee regarding their
workplace, job or coworker relationships.
Employees can file grievances for any of the
following reasons:

e  Workplace harassment

e Health and safety

e Supervisor behavior

e Adverse changes in employment

conditions

This list in not exhaustive. However, employees
should try to resolve less important issues
informally before they resort to a formal
grievance.

v An employee has a right to submit open or
unanimous, verbal, e-mail and/or written
complaint to his/her immediate supervisor
(manager) or to the manager of Public
Information Center in Anaklia Tel:+ (995
551 959911, Address: Hotel Palm Beach,
Anaklia Rustaveli street, Anaklia; Hotline
24/7 free of charge 16000).
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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 result of examination of the
employee’s complaint.

In addition to the above, if a certain complaint is
ab939, 0 3Mb3Mg@GH o LboBogo®o  gender-sensitive, the manager of Public
LYbLOEGHOMMOs 296gH o bodbom, sBs3eooll Information Center in Anaklia Tel:+ (995 551
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959911, Address: Hotel Palm Beach, Anaklia
Rustaveli street, Anaklia; Hotline 24/7 free of
charge 16000) will act as a female grievance officer
(‘confidant’) and will be made available to female
members of the workforce.

ADC contractors will develop and implement a
labor grievance mechanism (for each organization)
and keep the records available for ADC to review
(contractors may wish to keep worker grievance
form at each construction camp). The contractors’
labor grievance mechanism should be in line with
that of ADC.

*The entire content of this WCoC is and will
remain the confidential intellectual property of
ADC; the reproduction, sharing other than with
ADC employees, employees of ADC contractors
and sub-contractors or any other use of any
information contained herein is strictly
prohibited without first receiving written
authorization from an ADC executive.

Anaklia Development Consortium
General Director;
/L.Akhvlediani/

Date 01/10/2018
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