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Foreword  
Dear employees of ALBACON SYSTEMS, 

I am convinced that one of our greatest advantages in the Czech market is the high ethical 

standard upon which we build our company’s good reputation. We must protect this reputation 

by consistently adhering to our ethical principles and rules of conduct. 

We believe that we can exceed the expectations of our customers only when our business is 

conducted on the highest principles of honor and respect for others. The purpose of these rules 

of conduct is to ensure that every employee has the opportunity to understand the principles 

that guide us in our daily activities. 

It is impossible to describe in detail how these rules should be applied in every possible situation 

we face each day. Therefore, I would like to encourage you to contact your supervisor if you 

have any questions. 

I expect that all employees of our company will behave with dignity and dedication, in a 

manner that is essential for the success of our company. 

Ing. Jaroslav Barták 

Director of the Company 
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Introduction  
RULES OF CONDUCT   

We are aware that as employees we have many rights, but also great responsibilities. We have the right 

to work in an environment that is safe and conducive to high productivity. We have the right to be 

treated with friendliness and courtesy. However, we are also obligated to do everything possible to 

ensure the success of the Company in the Czech market. 

These rules of conduct provide an overview of what is considered appropriate behavior and apply to 

all employees of the Company. Any violation of these rules will result in an appropriate response by the 

Company, including possible termination of employment. 

To ensure that every situation and employee’s behavior can be fairly assessed, all employees have 

access to company representatives who can provide help or advice. If you have any problems or 

concerns, we recommend that you contact your supervisor, who will provide assistance and/or advice. 
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1. PROFESSIONAL CONDUCT  
Professional conduct includes behavior and attitudes toward others that strengthen the good 

reputation of both the Company and its employees and that positively reflect the Company’s goals, 

vision, and values.  

1.1. Conduct – General  
The workplace should not be considered hostile or unpleasant. The Company will not tolerate offensive, 

threatening, unruly, violent, or obscene behavior from any of its employees. Whether at work or 

elsewhere, when representing the Company or not, you should maintain a professional demeanor 

toward others. 

The Company values the high personal commitment of its employees and the excellent results that 

arise from it. However, this level of performance can only be achieved in an atmosphere of trust and 

mutual respect. 

All interactions with colleagues—whether peers, subordinates, or supervisors—should be conducted 

in a spirit of partnership, with each individual’s actions primarily guided by the condition necessary for 

the Company’s success. 

1.2. Equal Treatment  
The Company provides equal employment opportunities to all employees and job applicants. The 

Company welcomes diversity and is committed to ensuring equal opportunity for everyone. 

The Company will not discriminate against anyone based on: 

• age 

• nationality 

• gender 

• family or marital status or family responsibilities 

• health condition 

• race 

• color 

• religion or belief 

• sexual orientation 

• ethnic or social origin 

• language 

• political or other opinion 

• membership or activities in political parties, movements, unions, or associations 

• property 

• lineage 

The Company is committed to treating all employees fairly, respecting their right to privacy, safe 

working conditions, freedom of expression, and an environment free from adverse influences. It is the 

duty of every employee and manager to ensure that discrimination does not occur in the workplace.  

1.3. Sexual Harassment  
The Company prohibits all forms of sexual harassment—verbal, physical, or otherwise. This also 

includes downloading or distributing sexually explicit material from the internet or via email 
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attachments. The Company will not tolerate threats or insinuations, explicit or implicit, suggesting that 

an employee’s refusal to engage in such behavior could adversely affect their employment, evaluation, 

salary, promotion, duties, or other work conditions. 

Such behavior is prohibited between supervisors and subordinates, between coworkers, or between 

an employee and anyone outside the company (e.g., a supplier). 

1.4. Drugs and Alcohol  
All employees are required to remain fully capable of performing their job duties. The use, possession, 

or distribution of illegal drugs is strictly prohibited, as is the abuse of prescription medications. 

Consumption of alcoholic beverages during working hours is not permitted, nor is being present in the 

workplace under the influence of alcohol..   

1.5. Health and Safety 
The Company is committed to providing a safe working environment for all employees and to complying 

with applicable laws and regulations governing workplace safety. Employees are required to observe 

all safety and health regulations, company work procedures and driving policies. 

Smoking is prohibited in company premises and vehicles due to health and fire risks. 

Employees are responsible for reporting any hazardous situation to their supervisor. 

2. BUSINESS ACTIVITIES  

2.1. Conflict of Interest 
A conflict of interest is any activity or relationship that conflicts, or appears to conflict, with your ability 

to make independent judgments concerning the Company. Conflicts of interest can impair objectivity. 

Sound judgment and appropriate decisions represent some of the Company’s most valuable assets. 

You should avoid situations that could compromise your loyalty or appear to do so. You should also 

avoid any activity or personal financial interest that might adversely affect your independence or 

objectivity. 

Conflicts can arise in many different situations. This document cannot cover all possible cases, and it is 

not always easy to distinguish between acceptable and unacceptable behavior. In cases of doubt, you 

should consult your supervisor before proceeding.  

2.1.1. Relations with Customers and Suppliers  

The following guidelines apply to common conflict situations: 

• Employees may not hold any ownership interest in supplier, customer, or competitor 

companies, except when owning less than one percent of publicly traded shares. 

• Employees must not attempt to profit from confidential information or business opportunities 

available through their position in the Company. 

2.1.2. Secondary Activities  

Each employee’s primary professional obligation is to the Company and its customers. Any secondary 

employment or business activity must remain strictly separate from the Company’s business. 
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Employees must obtain permission from their supervisor before accepting additional employment, 

engaging in business, or serving on a board of directors if such activities could create a conflict of 

interest.  

2.1.3. Financial Interests  

Employees must not serve as directors, officers, partners, employees, agents, or advisors of a supplier, 

customer, or competitor. A conflict may also arise if a family member directly or indirectly owns a 

significant share in a competing organization. 

However, recommending a relative as a potential supplier to an independent decision-making body 

within the Company does not constitute a conflict of interest, since the decision is objective.  

2.1.4. Family and Personal  

Decisions by Company personnel must follow standard management procedures and must not be 

influenced by personal interests.  

2.1.5. Dealings with Sensitive  

Employees of ALBACON SYSTEMS, a.s. should act with special caution when dealing with certain 

companies. Before establishing business or personal relationships with employees of competing or 

affiliated companies, you should consult your supervisor. The same applies to recruitment, business 

transactions, or other communications related to the Company’s business.  

2.2. Company Records  
The Company’s ability to meet its financial, legal, and other obligations depends on the accuracy and 

reliability of its records. Preparing false or misleading reports or entering incorrect data into logs or 

measurements will result in immediate termination.  

2.3. Company Property 
Employees must recognize that the Company’s resources—whether time, materials, equipment, or 

information—are to be used for the Company’s direct benefit. Employees must not misuse, sell, loan, 

or give away Company property without proper authorization from someone with appropriate 

authority, regardless of the property’s value. 

Company vehicles are an integral part of Company property. 

2.4. Unfair or Fraudulent Business Practices  
The Company’s commitment to fair competition includes preventing unfair or fraudulent business 

practices. Therefore, employees are prohibited from: 

• offering, accepting, or participating in bribery or any unlawful means of gaining or retaining 

business, 

• deliberately misrepresenting facts or committing fraud in any business transaction, 

• altering data or company records or concealing inappropriate activities. 

2.5. Competitive Information  
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You must not attempt to obtain competitors’ trade secrets or confidential information through illegal 

or unethical means such as theft, espionage, or breach of confidentiality agreements. When seeking 

information, you must never conceal or misrepresent your identity.  

3. LEGAL ACTIVITIES  
The Company’s commitment to conducting its business in accordance with the highest ethical and legal 

standards applies to all operations. Company activities are regulated by various laws, including those 

governing competition, trade, consumer protection, employee rights, environmental protection, and 

telecommunications. 

Violation of any of these laws may cause damage to the Company’s property or reputation.  

3.1. Anti-Corruption Conduct  
Corrupt practices include bribery, accepting or offering payments or gifts, or promising anything of 

value to gain business or other advantages.  

3.2. Improper Rewards / Gifs 
The Company follows Czech legislation in this respect. Our rules permit the exchange of small gifts or 

reimbursement of reasonable expenses, provided that such acts comply with legal standards. 

Improper rewards are defined as anything of value given or received by a company representative or 

employee in exchange for advantages, positions, or business favors. Examples include money, gifts, 

entertainment, excessive promotional activities, payment of personal expenses, or contributions to 

individuals or organizations. 

You may give or accept small commemorative items if they are customary and lawful. 

4. ENVIRONMENT  
The Company is committed to protecting the environment and the surroundings in which it operates. 

It complies fully with environmental protection laws and regulations. 

For these efforts to be effective, your cooperation is essential. Immediately report to your supervisor 

any storage or leakage of potentially toxic or hazardous materials into the environment.  
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5. EMPLOYEE FORM – ACKNOWLEDGMENT OF RULES OF CONDUCT  

EMPLOYEE ACKNOWLEDGMENT  

Rules of Conduct (Internal Regulation)  

I acknowledge that the Rules of Conduct are an internal regulation of the 

Company and are binding on all employees. By signing below, I confirm that I 

agree to comply with these Rules of Conduct. I also understand that violation 

of these rules may result in corrective action or termination of employment. 

By signing this document, I confirm that: 

• I have received, read, and understand the Rules of Conduct in effect at 

ALBACON SYSTEMS, a.s. 

• I agree to abide by these principles. 

• I will strive to correct any violations of these rules wherever possible.  

 

Employee Name: ____________________ 

Employee Signature: ____________________ 

Date: ____________________ 

  


