SURPASSING EXPECTATIONS

CODE OF
CONDUCT
OUR RESPONSIBILITY
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CODE OF C ONDUCT
COMMITTED TO

SURPASSING EXPECTATIONS

This Code of Conduct describes the CellMark way of conducting business.

INTRODUCTION
Here you find information about the
purpose of the code of conduct and
why it is important to play by the
rules.
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WHAT
TO DO?

WORKING ENVIRONMENT

Check the “whistleblower” system and

At CellMark, we treat each other fairly, equally and with
respect. The chapter describes the culture that we need to
establish in order to serve as role models. Furthermore, you
will find information on health, safety and our view on
corporate social responsibility.

make yourself familiar with the

PAGE 10

What to do if you discover misconduct?

consequences of misconduct.

PAGE 18

BUSINESS
RELATIONSHIPS
This chapter will explain how to handle gifts and invitations,
what to do in case of conflicts of interest and why the
Sanctions Policy is important.

PAGE 6

RESOURCES, INFORMATION,
AND COMMUNICATON
Guidelines on how to handle the company property including
confidential information and general rules regarding the use of
IT and Communication Systems can be found here.

PAGE 14
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COMMITTED TO

SURPASSING EXPECTATIONS

INTRODUCTION
C E L L M A R K ’ S R I C H E S T A S S E T I S I T S M I X O F D E D I C AT E D E M P L O Y E E S .

We come from diverse cultural backgrounds, feature various perspectives,
speak numerous languages and offer a wide range of capabilities.
The CellMark Group can only be as
successful as its employees – what we
do is key for surpassing expectations.
Considering our important role, this new
Code of Conduct was set up with the support and involvement of the employees.
It applies to everyone working within the
CellMark Group.
CellMark recognizes its responsibility
to perform its services and business
activities with a high degree of ethics and
therefore we defined common standards
for our performance. These standards
align with our Guiding Principles and

include our responsibilities for the communities and the environment in which
we operate; for our employees, business
partners and society in general. Within
CellMark we respect individuals and their
regional cultures as well as local legislations and institutions.

each individual within the CellMark
Group. Integrity is the foundation of our
relationships and this means we need to
“walk the talk”. Thank you all for your
support in this.
The Board of Directors and
the Management Team

Non-compliant behavior can cause
severe damage to the Company
business, but to ensure that our activities are within the legal framework and
in compliance with the level of risk the
company has deemed acceptable. We are
personally committed to these standards
and values and we expect the same from

Committed to surpassing
expectations!
While our vision and goals provide
us with clear guidance on how to
maintain our success in global
trade, our Code of Conduct keeps
us focused on how we should act
and behave in our daily business
interactions.
Being in compliance is not just a
legal or internal requirement, it is
essential for the long-term success
of CellMark. It builds trust with our
business partners and makes sure that
we ‘stay in the game’. The Code of
Conduct provides general guidelines,
which are applicable to all CellMark
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employees and activities around the
globe. At the same time, it respects
local legal requirements and cultural
standards. It will however, not be able
to answer all your respective questions. So, please feel free to ask me
whenever you have need for further
clarification or information. I am also
happy to receive your suggestions for
improvements.
Uwe Schoumakers
Corporate Compliance Manager
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COMMITTED TO

SURPASSING EXPECTATIONS

BUSINESS
RELATIONSHIPS
ANTI-CORRUPTION & ANTI-BRIBERY

We do not accept or give money, gifts or commercial advantages in order to influence or alter
the decision of our counterpart. None of these behaviors are acceptable.

YOUR RESPONSIBILITY

KYC – KNOW YOUR COUNTERPART

Knowing your counterparts well is essential. CellMark
does not want to be involved in any kind of prohibited
activities such as money laundering, handling
of illegal proceeds or assets, financing of terrorism or
tax evasion.
We do not maintain or establish business relationships with any party which
is listed on any relevant sanctions list. Each new counterpart needs to be
checked concerning this matter, prior to any commitment.
We do not ship any restricted material, for example dual-use goods, without
proper permit. For detailed instructions please check the Internal Procedure
document ‘Sanctions Policy’. Each employee is encouraged to share the Code
of Conduct with our business partners. We expect them to acknowledge and
respect it in the context of their own particular culture.
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YOUR RESPONSIBILITY

• Feel empowered to say: “Thank you, but this is not the way we work
within CellMark”.

• Check each new Counterpart before making any
commitment.

• Report attempts that have been made to you or that you recognized
somewhere else to your Manager, the Compliance Manager or use the
Whistleblower Function.

• Check with your logistics

• Bribery and corruption are unacceptable.

department whether you
need licences to ship 		
your goods.
• Make yourself familiar with
the Sanctions Policy on our
Intranet.
ASK YOURSELF

• Is my counterpart sanction
checked?
• Do I need a licence to
export my goods?

• Make sure all agreements are consistent with the requirements.
• Only engage with 3rd parties who are in compliance with CellMark’s
policies.
WA R N I N G S I G N S

• Countries and regions listed on the High Corruption Perception Index.

(https://www.transparency.org/news/feature/corruption_perceptions_index_2017).

• Fees and commissions above market level.
• Non-acceptance of our Code of Conduct or particular clauses against
Bribery and Corruption.
• Request for side letters, payments to offshore accounts or unusual levels
of confidentiality.
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COMMITTED TO

SURPASSING EXPECTATIONS

CONFLICTS OF INTEREST
A conflict of interest can arise if you have a direct or
indirect personal interest in a decision being made
regarding CellMark’s business. The following situations
can be used as examples:
· any business relationship on behalf of CellMark with.

				
YOUR RESPONSIBILITY

• Ask for advice from your
Manager or the Compliance
Manager in any case
of doubt.
• Do not accept or grant any
advantages made in cash or
cash equivalent.
• Don’t get involved in any
bribery.

· any person who is a relative or personal friend.
· any personal interest which would be competitive with the
interests of CellMark.
· any personal sale to or purchase from the company.
· any employment of relatives.
A conflict of interest may occur and as such may not be
deemed a misconduct, however, it must be handled in a
transparent way. Social, amicable or economic relations
do not influence our intra-corporate decisions.
It is not acceptable to use group funds for any purpose
that is not transparent and not properly documented.

					
YOUR RESPONSIBILITY

• Be transparent and inform your
manager about personal relationships
with business partners.
• CellMarks interests should always be
prioritized.
• If there is any doubt, contact your direct
supervisor or your Compliance Manager.
ASK YOURSELF

• Does my personal relationship with
a business partner influence my
professional decision?

• Feel empowered to say “no”.
ASK YOURSELF

• Does the gift come with any
obligation?
• Does the gift, invitation or any
other advantage violate laws,
regulations or policies?

GIFTS & INVITATIONS

In many cultures, receiving or giving gifts is important to develop
and enhance business relationships. However, this should never
improperly influence decision making. Cash as a gift is prohibited.
Many countries have strict regulations in place that do not allow
one to give even very small benefits to Government Officials. Gifts
or benefits should never be given to Government or Public Officers
or similar persons or their relatives.
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• Does the advantage given
create any expectation beyond
the usual business practice and
relationship?
WA R N I N G S I G N S

• You are asked for special 		
confidentiality.
• The gift comes with the
request for special treatment.
• Gifts are sent to your
home address.

YOUR RESPONSIBILITY

• Be cautious about your interaction and
communication with competitors.
• Do not particiate in any formal or informal
conversations with competitors regarding
antitrust activities.
• Report any requests regarding
anticompetitive activity to your
Compliance Manager.

COLLUSION & ANTI-TRUST
It is not acceptable to enter into any agreement regarding
pricing, quantity or market share for the purpose of
limiting trade in an illegal way or to exclude competitors.
In addition to tarnishing our image, breach of competition
and anti-trust laws can have a financial impact with severe
fines and possible legal consequences for individual
employees.

ASK YOURSELF

• Can the information I share be used to
limit trade in any illegal way?
• Is my counterpart aware of our
competitive situation?
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WORKING
ENVIRONMENT
E Q U A L T R E AT M E N T

CellMark Group respects individual rights and privacy.
Trust, equality and tolerance are key values for us.
We disapprove of all forms of harassment, intimidation and
bullying. We regard an open tolerant society as enriching
and oppose any form of discrimination.
Supervisors trust in their employees, agree on ambitious
and achievable goals, provide support and delegate responsibility.
We offer our employees attractive opportunities that promote
self-development.

HEALTH AND SAFETY

The health and safety of our employees at their workplace is one
of our top priorities. Every employee is obligated to assist us in
creating safe working conditions to the best of their ability. Our
employees are encouraged to comply with all relevant regulations
and safety instructions. When traveling, employees are asked to
consider safety first. We spend wisely, but we should not sacrifice
safety for cost sake. In case of doubt, please talk to your Manager.

YOUR RESPONSIBILITY

• Treat all equally with professional behavior.
• Follow our values.
• Take immediate and appropriate action if
you notice any work environment issues.
A S K Y O U R S E L F 		

• Am I acting in line with the Guiding Principles?
• Am I acting in line with relevant laws and regulations?
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COMMITTED TO

SURPASSING EXPECTATIONS

“Trust, equality
and tolerance
are key values
for us.”
CORPORATE RESPONSIBILITY

We accept our Corporate Social Responsibility and all of our activities
are in line with the CellMark Sustainability & CSR Policy. CellMark
is proud to financially support and collaborate with the PaperSeed
Foundation for the purpose of strengthening educational opportunities
for children
around the world. It’s a given that we always respect the United Nations
Universal Declaration of Human Rights. CellMark Group complies with
human rights and condemns all forms of forced and/or child labor.

FAIR WORKING CONDITIONS

The CellMark Group complies with national laws and standards regarding fair working conditions. We respect the applicable employment and
labor standards in every country we work in.

ENVIRONMENTAL PROTECTION

We comply with all environmental regulations in the jurisdictions where
we operate.
CellMark Group is certified as conforming to the requirements of the
Forest Stewardship Council® (FSC®), the Program for the Endorsement
of Forest Certification (PEFC), Chain of Custody standards and the
National Association of Chemical Distributors (NACD).

YOUR RESPONSIBILITY

• Make yourself familiar with the CellMark 		
Sustainability and Corporate Social
Responsibility Report.
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COMMITTED TO

SURPASSING EXPECTATIONS

“Always communicate
with our partners in
an honest and helpful
manner.”

RESOURCES,
INFORMATION AND
COMMUNICATON
PROTECTION OF COMPANY PROPERTY
YOUR RESPONSIBILITY

CellMark employees are responsible for the
protection of our company’s property
against loss, damage and theft. We do not
reveal business secrets or confidential data
including:
· Details of contracts or other commercial relationships.
· Financial data, including Actuals, Budgets and Forecasts.
· Sources of supply, technical information, formulas.
· Information about new business projects, developments,
innovations, that are not ready for public knowledge.
· Any other commercial information which is of value to
CellMark or our partners.
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• Respect and protect all CellMark
physical and intellectual property.
• Do not discuss important business 		
matters in public.
• Restrict access to information to those 		
who need it.
• Ask your manager in case of any doubts.
A S K Y O U R S E L F 		

• Do I really need this particular
information?
• Is it necessary to reveal this
information to others?

COMMUNICATION

Our CEO is the spokesperson for the CellMark Group. Always refer
press and media inquiries to Corporate Communications for
coordination.
When communicating in communities, at professional or cultural
events, or posting on the Internet, including social media, you need
to make sure to distinguish between personal views and CellMark
positions.

YOUR RESPONSIBILITY

• Do not release confidential information.
ASK YOURSELF

• Is my tone positive and open?

Always communicate with our partners in an honest and helpful
manner. Communicate respectfully.

PERSONAL DATA PROTECTION

YOUR RESPONSIBILITY

We constantly deal with personal data of our customers,
colleagues and other stakeholders. They expect us to handle their
data with the appropriate respect and according to the valid data
protection laws.

• Consider which information you really 		
need, before you collect it.

The protection of this information is important, but is not always
simple. Particularly considering the gathering of personal data
we should ask ourselves whether the collected data is necessary
for the intended lawful purpose. For example: To ask the private
address is not necessary for a business relation and should not be
carried out.

• Consult your local IT person or the 		
Compliance Manager in case of 			
any doubts.

In general: Process personal data only for the initial purpose it was
gathered for. If you are unsure about processing of personal data,
please contact your Direct Supervisor or the Compliance Manager.

• Make sure data, information or photos 		
are only used for the purpose they were 		
asked and collected for.

ASK YOURSELF

• Am I allowed to collect and use the
data, information or photos from others?

15

COMMITTED TO

SURPASSING EXPECTATIONS

IT & COMMUNICATION SYSTEMS
The CellMark IT & Communication systems are essential tools to reach out to our business partners. When
we exchange data, we must be aware of the value of this
data and our need to protect it.

Any IT equipment like PCs, laptop computers, mobile
devices, etc. must be protected from any kind of unauthorized access or damage. Please don’t leave your
devices unattended.

Your passwords need to comply with Corporate
Standards and must not be shared, stored in an
improper way or made available to others in any way
at any time. If you feel that your password may have
been compromised, please contact IT or the
Compliance Manager immediately.

CellMark understands, that employees sometimes
need to take care of private matters while they are at
work. This is acceptable in a limited amount. It is not
permitted to use CellMark systems (including email,
instant messaging, the internet or intranet) for
activities which are harmful, unlawful, unethical,
immoral or otherwise in contradiction to the Code of
Conduct or any other CellMark policies.

YOUR RESPONSIBILITY

• Always provide acurate information about
your business.
• Follow the Financial Manual

YOUR RESPONSIBILITY

• Always use secure passwords as per our
Information Security Policy and change
them frequently.

• Do I use secure passwords to protect
access to the stored data?

• Do not leave your equipment unattended.

• Do I have any indication that my password
might have been compromised?

• If you have a question ask your manager.

16

A S K Y O U R S E L F 		

• Are my devices safe-guarded?

FINANCIAL INFORMATION
Accurate financial information is the key, in every business, to
maintaining trustful relationships with stakeholders.
Manipulation of records, falsification of documents, false or
misleading information or any other improper interference
of CellMark records will not be tolerated.
The CellMark Financial Manual provides guidance on how to
handle business processes in our books.

• In case of any doubt ask for guidance in 		
Corporate Accounting.

A S K Y O U R S E L F 		

• Did I provide all information which is 		
needed?
• Did I record them correctly in our books?
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WHAT TO DO?

COMMITTED TO

SURPASSING EXPECTATIONS

CONSEQUENCES

IF YOU SEE SOMETHING SAY SOMETHING

A violation of CellMark’s Code of Conduct or any
other policy is a serious matter. It is the
obligation of all CellMark employees to bring
any suspected violation to the attention of
the Management. There are several methods of
notifying the Management, including
options which preserve anonymity:
1. You may always approach your Direct Manager regarding a
possible violation of the Code of Conduct.
2. You may also inform CellMark’s Compliance Manager directly
+49 1520 1878714.
3. Or, utilize CellMark’s “Whistleblower Platform” which
provides an option to remain anonymous.

The CellMark Code of Conduct is applicable to everyone within the CellMark
Group and cannot be overruled by individual directives. Violations against the
Code of Conduct can have serious legal
consequences.

All alleged violations will be evaluated for their veracity and
investigated accordingly. The Management, the Compliance
Manager and the Board of Directors are obligated to follow up
on valid violations of the Code of Conduct and you will receive
a report communicating the results. You will find information
on how to post a whistleblower report on the intranet under the
menu “APPS/ Whistleblower.” CellMark utilizes the services of
EXPOLINK (www.expolink.co.uk).

CellMark may take action in the case of
deliberate misconduct within the scope
of applicable laws and regulations.
CONTACT
In case of any questions, please get in
contact with your Manager or the
Compliance Manager.

EXPOLINK provides different ways to post a report: Hotline, Web
Reporting Tool, Mobile App or Email/ Fax/Free Post. The Hotline
is available in several languages and interpreters are available at
your request. After posting a report you will receive a link and an
access code which will allow you to track the progress
and status of your Whistleblower Report.

Resolved

YES

NO

Further Input

Investigation, Measures

Receiver of Whistleblower
Reports: Henrik Forsberg
Schoultz

Escalation

Compliance Hotline:
+49 1520 1878714
compliance@cellmark.com or
uwe.schoumakers@cellmark.com

NO

Resolved

YES

FULL ANONYMITY
ON REQUEST OF

WHISTLEBLOWER

Feedback

Evaluation, Investigation,
Measures

Direct
Manager

Hotline

Compliance
Manager

www

Mobile App

WHISTLEBLOWER PLATFORM

www.expolink.co.uk

Options to
report

E-mail,
post, fax

PLAYING BY THE RULES
Y O U R R E S P O N S I B I L I T Y 		

• Make yourself familiar with our Internal Procedures and
follow the rules! Internal Procedures are available in the Intranet file
library: http://10.0.20.50/content/file-library.
ASK YOURSELF

• Am I familiar with our Internal Procedures?
• Do I comply with the relevant rules?

WHISTLEBLOWER

Observes Possible violation of Code of Conduct or Policy
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CELLMARK.COM
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