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1. INTRODUCTION
1.1 Giscoe’s policy is to conduct its business in an honest and transparent manner, away from corrupt practices or acts of bribery, which may lead to the company gaining an unfair advantage in the market.

1.2 In order to achieve high ethical standards, Giscoe will comply with all relevant legislation, such as the Guide to the Prevention and Combatting of Corruption Act, The Companies Act and the relevant Corporate Governance codes.

1.3 At Giscoe we want to create a workplace where each employee achieves the highest business and personal standards, and where everyone feels proud of our company and the job which he or she does.
1.4 By working as an employee at Giscoe, we want every employee to understand that he/she is representing the Company to our clients and everyone else he or she might come into contact with. 

1.5 As laid out in the Code of Business Conduct (COBC) it is expected from every employee  to adopt the highest standards of professional and personal behaviour and to demonstrate Respect, Integrity, Good judgment, Honesty and Trust in all their actions, no matter what the circumstances. 

2. AIM OF THIS POLICY
The aim of this policy is to:

2.1 Combat corruption, fraud, bribery and all other unethical business practices.

2.2 Promote good corporate governance.

2.3 Promote an ethical way of conducting business by all Giscoe employees, representative, agents, intermediaries, business partners or any other company that Giscoe might have dealings with.

2.4 Provide guideline to all those seeking to do business with the company or seeking to join its ranks as employees.

2.5 Protect the reputation of the company in its interaction with its national and international clients, in both the private and the public sectors.

2.6 Ensure compliance with all legislation aimed at combatting corruption and fraud on both national and international levels.

2.7 To outline acceptable and non-acceptable behaviours to ensure compliance with anti-corruption practice. This includes prohibiting improper payments, gifts or inducements of any kind to and received from any person, including officials in the private or public sector, customers and suppliers.
3. SCOPE OF THIS POLICY
This policy applies to:

3.1 All permanent employees, fixed-term employees, independent contractors and casual employees of the company who execute work on behalf of the company at their normal place of work or at a client site.

3.2 Anyone or anybody receiving or providing business to Giscoe nationally or internationally both in the private and the public sector, including state-owned enterprises.

4. WHAT IS CORRUPTION?

4.1 Corruption can take place in many types of activities.  It usually is designed to obtain financial benefits or other personal gain.  For example, bribes are intended to influence behaviour – they could be in the form of money, a privilege, an object of value, an advantage, or merely a promise to influence a person in an official or public capacity.  Usually, two people are involved and both will benefit.  Examples of a bribe include:

· Offer or receipt of cash in the form of a kickback, loan, fee or reward

· Giving of aid, donations or voting designed to exert improper influence

4.2 A Bribe is anything of value given in an attempt to affect a person’s actions or decisions in order to gain or retain a business advantage.  Anything of value includes cash, entertainment or other gifts or courtesies.

5. GUIDELINES

5.1 Any Employee attending any form of entertainment/hospitality must obtain prior approval from his/her supervisor to attend any function/events such as business trips, expenses, invitation to shows, sporting events etc.

5.2 Employees will be remunerated to attend any event according to Giscoe’s Policy Number: O-3_Travel, Accommodation and Related Expenses.

5.3 The frequency and timing of the gifts and hospitality could be perceived as inappropriate and such offers must be declared to the relevant line manager.

5.4 If a gift is considered inappropriate, the recipient staff member may be instructed to return or surrender it to Giscoe after which it will be passed on to a charity of the companies choice.

5.5 Cash gifts or loans are seen as inappropriate. 

6. EXCEPTIONS

6.1 Modest (small) gifts and hospitality given to any client, employee or business partner with no expectation of something in return;

6.2 Gifts, entertainment and hospitality are acceptable from clients if they are reasonable, proportionate and made in good faith to the value of approximately R 250.00

6.3 Branded promotional products such as T-shirts, pens calendars;

6.4 Courtesies such as drinks and refreshments at Giscoe premises.

7. GIFTS AND HOSPITALITY RECORDS

7.1 All gifts and hospitality with a value larger than R 250.00 must be recorded by the company and more specifically with the HR department;

7.2 The records and the expenses will be reviewed regularly by Giscoe management.

8. DOING BUSINESS WITH OUR CLIENTS

8.1 Particular care must be exercised regarding any dealings with governments, government agencies, government owned or government controlled businesses
8.2 Prior to offering of a gift or hospitality to an employee of any of our clients, Giscoe employees should seek official, prior approval from the line manager or appropriate company officer regardless of the value of the gift or hospitality.

9. POLITICAL DONATIONS

9.1 Giscoe does not make any political donations. Employees are, however, free to make such donations from their own resources, provided such donations are not associated with Giscoe business.

10. COMPLIANCE

10.1 All Giscoe employees are required to comply with the company anti-bribery policy. Failure to comply with the policy will result in action been taken against the employee in breach of any provisions of this policy.

11. REPORTING NON-COMPLIANCE INTERNALLY

11.1 All Giscoe  Employees are expected to assist the company’s effort to fight fraud and corruption.

11.2 No employee will ever be prejudiced should Giscoe lose business as a result of his or her refusal to pay bribes or engage in corrupt activities.

12. AMENDMENTS

The Company reserves the right to amend this policy at its discretion. In such a case 
employees will be informed accordingly.
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