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1. Overview 
 

 Lion Group is dedicated to providing a safe and non discriminatory working 
environment for all employees. Employees’ conduct on the job has a major 
impact on the Group’s ability to achieve its business objectives. 

 
 Lion Group expects all employees of the Group and its subsidiaries to act in 
accordance with the highest standards of personal and professional integrity in 
all aspects of their employment. Employees are to conform to all applicable 
laws, regulations and Group policies in accepting employment with the Group 
or any of its subsidiaries. 

 
2. Statement of General Conduct  
 

 The general conduct and behavior of the employees is to act honestly; 
 impartiality; with integrity; reasonable care and diligence in the performance 
and discharge of their functions and duties.   

 
3. Performances And Fair Treatment At Work  
 

 A positive work environment is important to help the employees to achieve 
their full potential and also to ensure that Lion Group and its subsidiaries 
achieve optimum performance.  

 
a. Employees are to discharge their duties with full effort, skills and knowledge 

and maintain proficiency with all aspects of assignments they undertake.  
 
b. Employees must attend work as required and observe fully the respective 

Company’s regulations and requirements, i.e. sick leave regulations, leave 
and other attendance requirements. 

 
c. Employees are required to act in a responsible manner at work – 

employees must ensure that non-discriminatory language is used in all 
communications both internally and externally including display of materials 
and documents in electronic form. 

 
d. Employees must show due respect to their colleagues including their values 

and beliefs – no employees shall discriminate against other employees, 
business partners, customers or other stakeholders on the basis of religion, 
gender, age, nationality, marital status, physical disability or other 
characteristics. 
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4. Protecting Company’s Assets 
 
 Protecting the assets both tangible and intangible, against loss and theft is the 

 responsibility of every employee. The respective Company’s assets must be used for 
personal benefit, sold, loaned, given or disposed of except with the proper 
authorization from the Management – assets include cash, securities, business plans, 
customer information, supplier information, distributor  information, intellectual 
property, computer programs, models and other items, physical properties (including 
equipments, vehicles, tools, etc) and services.  

 
 Misappropriation of assets is a breach of the employee’s duty to Lion Group and may 

constitute an act of fraud to the operating Company. Similarly, carelessness or waste 
in regard to Company’s assets is also a breach of the employee’s duty to the 
respective Companies. As such, any theft or loss of Company’s asset that is provided 
to an individual employee e.g. laptop and mobile phone must be  reported to the 
Company immediately. Employees are liable for the loss of the Company’s assets 
due to negligence. The employee may be required to pay for a replacement.  

 
 Computer software and information provided by Lion Group and its subsidiaries and 
loaded into the employee’s computer is the Company’s property. Licensed 
 software or documentation must be used strictly in accordance to licensing 
 agreements and must not be duplicated without permission. Employee must be 
 responsible for safeguarding logins and passwords, which provides access to the 
 Group or operating Companies’ computer system.   

 
 The Company’s telephone, e-mail and voice-mail systems are primarily for 
 business purposes. Employee may not use these systems in a manner that could 
 be harmful or embarrassing to Lion Group. Personal communications using these 
 systems should be kept to a minimum.    
 

 Employees are bound by the Employee Intellectual Property and Confidential 
 Information agreement as stated in the offer of employment letter. All rights to 
 property and information generated or obtained as part of the employee’s 
 employment relationship shall remain the exclusive property of Lion Group when an 
employee ceases employment with Lion Group and/or its subsidiaries.  

 
 For employees who are assigned with Company car, it is their responsibility to ensure 
that the car is used for legal activities. Drivers who are driving Company cars are not 
allowed to use the cars for their personal use/purposes. 
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5. Records and Reporting 
 

 The records, data and information owned, used and managed by the respective 
 companies/subsidiaries must be accurate and complete. Employees are personally 
responsible for the integrity of the information, reports and records under the control 
or care of the individual employee. 
 
 Records must be retained and may only be destroyed according to the 
Companies/subsidiaries’ record retention policies. The respective 
Companies/subsidiaries’ retention policies are based on the specific statutory and 
regulatory requirements, some of which are specific to a particular business operation 
or functions. Employees are prohibited from destroying any records that are 
potentially relevant to a violation of law or any litigation or any pending, threatened or 
foreseeable investigations or proceeding. 
 
 Employees must never withhold or fail to communicate information that raises ethical 
questions and thus should be brought forward to the attention of higher levels of 
management.  

 
6. Proprietary And Confidential Information 
 

 Employees must retain in strict confidence and use solely for the benefit of the Lion 
Group and it’s subsidiaries’ proprietary and confidential information relating to lion 
Group and its subsidiaries, which the employees acquired directly or indirectly, in 
connection with their employment or association with Lion Group and/or its 
subsidiaries. Employees may not disclose proprietary and confidential information 
about Lion Group and/or its subsidiaries to anyone outside the Lion Group without 
specific authorization.  

 
7. Conflict Of Interest 
 

 Employees must be sensitive to any activities, interests or relationships that might 
conflict or appear to conflict, the employees’ ability to act in the best interests of the 
Lion Group and its subsidiaries. The Code of Business Practice defines the general 
situation for conflict of interest.  
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8. Gifts and Entertainments 
 

 In general, employees may not accept gifts or conveyance of anything of value 
 (including entertainment) from current or existing vendors/suppliers. Employees 
should never accept a gift in circumstances in which it could even appear to other that 
the business judgment of the employee has been compromised. The Code of 
Business Practice provides further explanation in this area.  
 
 Employees must not give or extend gifts, loans or other benefits to a customer (or 
customer’s representative), potential customer or government officials to get sales or 
beneficial arrangements. If entertainment is offered, employees must comply with all 
business specific policies relating to customer entertainment. 

 
9. Media, Publishing and Public Appearances 
 
 Only officially designated spokesperson may provide comments to the media. 
 Employees are not allowed to participate and make comments in “blogs” and on 
 television shows.  
 
10. Freedom of Association 
 

Employees have the right to voluntarily participate in the political process.  Employees 
may choose to participate individually in the political process and not as a 
representative of the Company.  
 
 It is Lion Group’s view that freedom of association is entrenched in the constitution of 
Malaysia. The Company practices freedom of association within the limitations of the 
laws of Malaysia. 

 
11. Privacy of Customer Information 
 

 It is the responsibility of the employees to safeguard any confidential information  that 
the customers provide or share with Lion Group and/or its subsidiaries.  Employees 
must also ensure that the customer’s information is used only for the reasons for 
which the information was gathered, unless further use, is allowed by law.  
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12. Safety In The Workplace 
 

 The safety of people in the workplace is a primary concern of the Lion Group and 
 its subsidiaries. Every employee must take responsibility for the environment, 
 personal health and safety and that of other employees and comply with the health 
and safety policies. 

 
13. Commitment To The Environment 
 

 Lion Group recognizes that environment concerns affect all businesses. The Lion 
 Group, its subsidiaries and employees are committed to conduct business in an 
 environmentally responsible manner that protects human health, natural  resources 
and the global environment. 

 
14. Time And Dress Code 
 

 Punctuality promotes integrity and respect. Employees must observe punctuality in 
terms of working hours, attending meetings, conferences, training and appointments, 
both in-house as well as with external customers. Employees must obtain prior 
approval from their immediate supervisor if they have to leave their workplace to 
attend to urgent personal matters outside during working hours. Where an employee 
is unable to report for work, he or she must verbally inform his or her supervisor and 
also convey the reason for his or her absence if possible prior to the commencement 
of his or her work hours. 

 
 It is Lion Group’s policy to maintain an image of a professional organization, 
 providing high quality services. Employees are to dress appropriately for work.  In 
 cases where uniforms are provided, employees must wear their uniforms while 
 performing their work. 

 
15. Personal Correspondences 
 

 Employees’ private and personal correspondences should not be addressed to the 
Company’s office address. Employees are required to keep the number of 
 personal calls they make and receive to a minimum. 
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16. Substance Abuse 
 

 To meet its responsibilities to employees, customers and investors, Lion Group and 
its subsidiaries must maintain a healthy and productive work environment. Misusing 
controlled substances or selling, using or being under the influence of alcohol or 
illegal drugs on the job is absolutely prohibited. It is a result of misusing or under the 
influence of alcohol or illegal drugs, an employee is in an unfit state to perform his/her 
duties, the employee maybe liable to disciplinary action (including possible 
suspension and/or dismissal in accordance with the Disciplinary Procedure). 

 
17. Outside Employment Activities 
 

 Lion Group and its subsidiaries consider itself to be the primary employer of its 
 employees. All employees are expected to be available to perform their assigned 
 duties, during normal working hours and otherwise, as necessary. Employees 
 engaged in or contemplating outside employment/activities should consider the 
impact on their ability to fulfill their responsibilities to the respective Company. This 
includes potential conflicts of interest, availability of work, and other factor  that may 
prejudice the interest of the Company. Prior approval for outside 
 employment/activities is required from the Operating Company Head and Group 
Chairman’s Office.  

 
18. Declaration of Directorships/Shareholdings  
 
 All employees of the Lion Group are required to complete the Declaration of 
 Directorship/Shareholding form. 
 
19. Corporate Social Responsibility 
 

 Lion Group and its subsidiaries support the community service activity in a variety of 
ways. Lion Group and its subsidiaries believe that they must meet its responsibilities 
as a member of the local communities where they operate in. Employees are 
encouraged to participate in community programs and support the well being of the 
local communities. 
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20. Securities Law 
 

 Employees may not trade in (or even recommend) Lion Group and/or its subsidiaries 
stocks based on inside information. “Insider trading” is the purchase or sale of a 
publicly traded stock while in passion of “insider information.” Inside information is 
non-public information, which can be reasonably expected to influence the stock 
prices. If in doubt, employees are advised to check with the Legal or Secretarial 
Department.  

 
21 Compliance With Laws  
 
 Employees must comply with all laws where the Lion Group and its subsidiaries 
 operate. Employees are not authorized to achieve any Lion Group’s objectives by 
 violating government or regulatory body’s laws, status, regulations or general 
 accepted rules and standards. 
 

22.  Whistle blowing 
 

 Information about known or suspected violations by any employee should be 
 reported promptly. Employees are able to raise concern/violation in good faith and 
without fear of victimization, subsequent discrimination or disadvantage. 
 

23. Non Compliance 
 

Failure to observe the requirements of the Employee Code Of Conduct in any or its 
provisions will be regarded as a breach of discipline and will be dealt with in 
accordance to the Disciplinary Procedure. 

 
24. Conclusion 
 

 This policy shall supersede all other previous policies and is subject to amendments 
at the discretion of the Management. Any areas not covered by the above will be 
dealt with at the discretion of the Management.  

 

 

 

 

 

 

 

 


