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Portview Code of Conduct

Scope

This policy outlines the principles and behaviours which Portview requires of our company staff and
employees, interns, casual and agency workers.

This policy also describes the expected conduct Portview expects from our suppliers, subcontractors, and
other supply chain partners, whether covered by contract or otherwise.

Related Documentation

=  The Universal Declaration of Human Rights (UDHR, 1948)
=  Employment Rights Act 1996

= HR Confidential Reporting Policy

= HR Non-Retaliation Policy

Definitions

ILO: The International Labour Organisation (ILO) is devoted to promoting social justice and internationally
recognised human and labour rights, pursuing its founding mission that social justice is essential to
universal and lasting peace. The only tripartite U.N. agency, since 1919 the ILO brings together
governments, employers, and workers of 187 Member States, to set labour standards, develop policies,
and devise programmes, promoting decent work for all women and men.

Message from the Board

Portview Fit-Out Limited (hereinafter “the company”) takes malpractice very seriously. Our code is based
on the principles and guidelines established by the universal Declaration of Human Rights and enshrined
in legislation. Additionally, we try to incorporate the viewpoints and insights from many of the core ILO
conventions and other relevant non-governmental organisations.

We encourage open communication from our directors and employees. We want all employees to feel
secure about raising their concerns. If you have any questions or concerns that you wish to raise
regarding the matters within this Code of Conduct, please don’t hesitate to contact us via our “Something
on your Mind” campaign QR Code.

Responsibility for This Policy

The Board of Directors are collectively responsible for the implementation of this policy and will make the
necessary resources available to ensure our corporate responsibilities.
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Employment and Business Practices

Product and services safety: At Portview we continually develop and implement safety programs in all
phases of our operations to meet or exceed legal requirements and to help ensure the safety of our
products and services.

Intellectual property: All employees and partners are obliged to protect Portview’s intellectual property
such as trade secrets, trademarks, designs, or patents.

Personal information and information security: Portview respects the privacy of individuals, such as
clients, employees, and business partners, and has implemented privacy security policies which ensure
data protection by design and default, and usage of the best information protection systems available.

Fair Competition: Our policies are fully compliant with all applicable competition, antitrust and fair-trade
laws and regulations of each country and region where Portview conducts business. We don’t engage in
agreements and practices that divide markets, fix prices, or in any way hinder fair competition in markets.

Fair procurement: Our suppliers and contractors are selected based on competitive price, quality, delivery,
and other relevant criteria such as an approach to sustainability.

Anti-corruption: No employee of Portview shall accept or give bribes or considerations in cash or in kind to
any business associate. The expected conduct of employees on these matters has been explained in a
separate policy on anti-bribery and anti-corruption laws. Employees must ensure that we appoint suppliers
who are aligned with our ethics and principles. We should conduct due diligence and risk assessment
before onboarding new suppliers, in accordance with our policy on Anti-Bribery and Anti-Corruption.

Decision making: Business decisions must be made on an informed basis and in good faith. Every
decision must not violate any applicable law nor internal rule, with no personal interest involved.

Reporting of information: We ensure that we record all information, including but not limited to books and
financial records, and that it is accurate, timely, and a representation of facts.

Conflict of interest: In the event where a person thinks a conflict of interest may arise, they should make
full disclosure and seek advice from their line manager or a member of the Board in conjunction with the
guidelines within the Confidential Reporting Policy or Whistleblowing Policy as appropriate.

Non-retaliation: Portview does not tolerate any form of retaliation against any person who reports a
suspected violation in good faith. Disciplinary proceedings will be taken against anyone that retaliates
against a person who reports or investigates an incident relating to any of the above.

Suppliers Code of Conduct

Portview declares it shall abide by all the principles it expects from its suppliers. However, we also abide
by our own set of good employment and business practices.

Child Labour: The use of child labour will not be tolerated within our supply chain. We won't collaborate
with business partners who hire employees younger than 15 years old. Additionally, no employee shall be
younger than the respective country's legal school-age requirement. If the local law establishes
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a minimum age requirement above 15, the higher limit will apply. We will support youth workplace
apprenticeship programmes in accordance with the applicable local laws.

Forced labour and modern-day slavery: We will not enter into any business partnerships with any
factories or organisations that use forced, bonded, or modern-day slavery. We regard any type of forced
labour, whether covert or obvious, direct, or indirect, as unacceptable.

Discipline procedures: We anticipate that all our business partners will have transparent procedures for
taking disciplinary action in accordance with local law. We won't cooperate with businesses whose
employees verbally or physically abuse their co-workers, use corporal punishment, or engage in any other
form of coercion.

Legal requirements: We expect all our business partners to comply with the local laws applicable to the
conduct of their business.

Ethical standards: We will only work with organisations whose ethical standards are in line with our own.

Wages and Benefits: Working within the UK, we require our business partners to pay the UK Living
Wage (London Living Wage) as a minimum. Elsewhere, we will only collaborate with business partners
who pay their employees in accordance with the law and provide them with all benefits that are due to
them.

Freedom of Association: We uphold the right for all employees to exercise their right to engage in
collective bargaining. We cooperate with companies that share this belief and take steps to prevent
discrimination against employees who support or participate in such activities subject to local laws.
Employees should not face any punishment for being a part of such an association or movement.

Discrimination: While acknowledging differences based on culture, religion, and other factors, we firmly
believe that candidates for employment should only be chosen based on their qualifications and
experience.

Subcontracting: Any aspect of production that a vendor subcontracts must be disclosed to us in
advance. We may withdraw from our cooperation with organisations and factories if we discover
subcontracting is taking place in breach of this Code of Conduct.

Health and safety: We will only work with companies that offer their employees a secure and healthy
workplace.

Environment: We expect our business partners to ensure their operations have minimal, negative
impacts on the environment. Our business partners are expected to comply with the law in all
environmental matters and actively work to go above and beyond the legal requirements.

Dormitories: Any business partner offering a place for employees to live should make sure it is safe and
sanitary.
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