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Code of Conduct
Ethics and integrity are at the heart of everything we do



Our journey as a family company began in 1947. We have always looked ahead and thrived on 

our entrepreneurial spirit and strong desire to produce good quality products made by people 

who care. We have defined a purpose that expresses the ambition we have set ourselves: 

restoring natural living. This is what makes our heart beat because restoring natural living 

touches upon and can improve all areas of people’s lives. Our vinegar can help you clean 

your house and garden in a non-toxic way. It is a taste enhancer that can replace salt in your 

meal, and there are more health improvements linked to vinegar. Our delicious syrups can 

be enjoyed as a sustainable alternative to many soft drinks.

At Burg Group, we pride ourselves on being more than just a leading producer of vinegars and syrups. As a company 
we are committed to ethics and integrity. It is part of everything we do. 

The Burg Group Code of Conduct reflects who we are and what we stand for. It sets the foundation for our actions, 
guiding us to make the right decisions. Whether we’re working with suppliers, engaging with customers, or collaborating 
with colleagues, this Code of Conduct ensures that we remain true to our principles. Our ethical commitment will not 
only protect our reputation but also inspire trust and confidence in the communities we serve. Upholding this Code of 
Conduct is a shared obligation for all of us, at every level of the organization.

I encourage you to read this Code of Conduct with care and implement it in your daily work. It helps to ensure we do the 
right thing every day. Remember integrity is not just about doing what is right when others are watching—it’s about 
doing what is right, always.

As a family business, our people are key in our company success. I believe our colleagues and their actions are 
instrumental as we take the next step of our journey to restoring natural living by striving every day to make the world 
healthier, tastier and cleaner with our vinegars and syrups.
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Patricia Surendonk
Chief Executive Officer
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3/ Our strategy house

In 2024 we have changed a number of key components in our company strategy. We defined a new purpose that 
expresses the ambition we have set ourselves – restoring natural living.

How we achieve and live up to our purpose is explained and guided by our five pillars. Our pillars are sustainable 
products, happy customers, empowered people, efficient processes and responsible value chain. Underlining 
and integrated through all five pillars is sustainable growth.

Together they respond to our striving to be net positive, putting more focus on our products and their benefits 
to provide added value, and the demands we are seeing on increased legislation and higher industry standards. 

The ingredients of our strategy house define the different aspects of how we want to work, and they relate to everything 
we do. A company is only successful when its people truly feel their contribution is seen and valued. At Burg Group this 
means we want our people to enjoy the freedom to make choices, be relevant and develop themselves in their jobs 
and as human beings. It also means working together in a balanced way and taking responsibility for the results of 
 the company. When you feel part of the bigger picture, you also feel that what you do every day has real positive 
impact. This links to the principles set out in this Code of Conduct.

4/ About our Code of Conduct

Strategy
house

Mission
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4.1	 Scope: who does this Code of Conduct apply to?
Although responsibilities can vary from team to team, the Burg Group’s Code of Conduct applies equally to all employees. 
This includes every full-time or part-time employee at every level of the company worldwide, all the way up to members 
of the Management Team.

We are all accountable to one another, and this Code of Conduct (the ‘Code’) serves as a guide for everything we do at the 
Burg Group whether in our offices, at our manufacturing locations or whenever we are interacting with our customers, 
suppliers, or other stakeholders. 

4.2	 How do I use the Code of Conduct?
This Code outlines various risks and behaviors you may come across in your work. Some of these categories may overlap, 
and you might encounter situations that are not explicitly covered in the Code. It’s important to be familiar with the rules 
that apply to your role. 

4.3	 Employee responsibilities
We’re accountable for our actions. As employees, we have a responsibility to:
•	 �Understand and follow the Code. Read and live it, along with any other policies that apply to your job.
•	 �Think before you act. Use good judgment, be honest and act ethically. If you’re asked – or feel like you’re asked – to 

violate the Code, don’t proceed with the request. Report your concern to your manager as soon as possible.
•	 �Follow the law. Understand the local laws that apply to your job and our company. If you’re unclear about a law or 

regulation and its impact on compliance and your work, contact your manager or Burg Group Legal Officer.
•	 �Ask for help. When an answer isn’t clear, ask for guidance. Feel free to always discuss things with your manager and the 

Local Management Team. We offer a safe space and are here to help. 
•	 �Stay alert. Pay attention to any activity that’s inconsistent with the Code, our policies or the law.
•	 �Speak Up! Don’t ignore a violation. Prevent harm to Burg Group and its reputation by reporting your concerns 

immediately to your manager and/or the HR Team. If in doubt, feel free to reach out to discuss your concerns, see 
‘Reporting Concerns’ section below. 

4.4	 Manager responsibilities
As a manager or supervisor, you have additional responsibilities: 
•	 �Lead by example. Adhere to the Code, our policies and the law. Make ethical decisions and show honesty and integrity 

in everything you say and do.
•	 �Talk about the Code. Read the Code and make sure your team members understand their responsibilities and their 

day-to-day impact. 
•	 �Be responsive and create a ‘speak up’ culture. Create a working environment where your team members feel 

comfortable to ask questions and raise concerns without fear of retaliation. 

If you have a question about the rules in the Code and how they apply to real-life situations, you can contact the below 
for guidance: 
-	 Your manager 
-	 The (local or Group) HR team
-	 Group Legal Officer 

4.5	 What happens when the Code of Conduct is violated?
Failure to follow the Code is a serious matter. Violations can place other employees, customers, the public and Burg 
Group’s reputation at risk. Violations of the Code may result in disciplinary action, up to and including termination of 
employment. All breaches, including case details, are reported to the Local Management Team. In cases of severe 
violations, they are also escalated to the group management team.
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4.6	 Code Implementation and modifications 
All production locations within Burg Group are in scope of this Code, our CEO is accountable for the Code 
implementation. Our plant managers are responsible for implementing actions within each of our locations to 
work towards adherence of the Code. They are supported by the HR officers and the Group Legal Officer.
Burg Group reserves the right to modify the Code as necessary. Changes to the Code are communicated whenever it 
is updated.  

In keeping with our values and legal obligations, we don’t accept forced labor, child labor, slavery or human trafficking from 
any business partners or suppliers. That’s why all commercial contracts with suppliers should include the Supplier Code 
of Conduct.

4.7	 Reporting concerns 
If you notice a breach of the Code of Conduct, you’re responsible for sharing your concern by reporting it right away. You 
can do this by involving your manager, the HR department or via the Speak Up (Whistleblower) Policy.

4.8	 Speak Up (Whistleblower) Policy 
Since speaking up is considered an essential part of living the Burg Group Code of Conduct, We have a Speak Up 
(Whistleblower) Policy in place to safeguard your security and anonymity. Most issues can be resolved quickly and 
informally between managers and team members, or in consultation with HR.
However, we also want everyone to be able to raise concerns anonymously; and - when needed- to an external confident. 
Especially when you are experiencing unwanted behavior, bullying, (sexual) harassment or discrimination. If you’re 
experiencing this in any way, we want you to come to us via our Speak Up Policy; undesirable behavior is never tolerated, 
and we’re here to help and support you. 
The Speak Up Policy ensures that any behavior that could violate the Burg Group Code of Conduct, Burg Group policies, 

or the law is investigated by the appropriate person, depending on the nature of the report. After making a report, 
you may be contacted for more information. When possible, you’ll receive updates about the 

status of the investigation. 
The whistleblower policy can be found on the Burg intranet.

If you do not feel comfortable talking to a colleague (local or from our Group 
office), you can share your concerns with our external confident. You can 

reach them via the email shared on the intranet and local notice boards.

Anything discussed with one of our external confident is – without 
exception – strictly confidential and will only be shared with your 
permission.

4.9   Non-retaliation 
We know it takes courage to come forward and share 
concerns. That’s why we don’t allow retaliation against 
anyone who legitimately asks questions, reports issues 
or assists with an investigation into misconduct. Even if 
you’re unsure or think an issue is minor, you should report 

wrongdoing. You’re protected by law and Burg Group from 
retaliation if you report misconduct in good faith, even 

if it turns out you’re mistaken. Anyone who retaliates, 
or who discourages or prevents another employee 

from making a report or seeking assistance, is 
subject to disciplinary action, including termination 
of employment. You’ll find more details on this in our 
Speak Up (Whistleblower) Policy. 

Our people are key in our company success. We maintain 
a work environment based on dignity and respect, free 
from harassment and discrimination.

5.1	 We create a respectful workplace
Everyone at Burg Group has the right to a safe, pleasant 
working environment. We should all feel welcome, 
seen and heard. A safe environment, where we act 
respectfully, is the responsibility of everyone. We say 
no to verbal and physical violence, aggression, physical 
and sexual assault, destruction of property, threats to a 
person’s wellbeing and property, verbal and psychological 
abuse, and all other forms of unsafe behavior. Physical 
abuse or discipline, the threat of physical abuse, sexual 
or other harassment and verbal abuse or other forms of 
intimidation are prohibited within Burg Group.

5.2	 Non-discriminatory workplace
All employees, job applicants and business partners must 
be treated with respect, regardless of their race, color, 
ethnicity, national origin, religion, age, disability, gender, 
gender identity or expression, sexual orientation, sex, 
veteran status, or any other characteristic protected by 
applicable law. 

All employment decisions, including hiring, training, 
promotion and compensation, must be free of any 
discrimination and based on each employee’s or 
applicant’s qualifications, performance and abilities. 
We don’t tolerate harassment — be it sexual or non-
sexual in nature — of any kind or any other offensive 
or disrespectful conduct in the workplace by anyone, 
including any supervisor, employee, customer or 
business partner of Burg Group.

If you have experienced unwanted behavior, bullying, 
(sexual) harassment or discrimination please come to 
us, using our Speak Up procedure described above.

5.3	 We ensure a safe working environmente
We’re committed to providing a safe and secure working 
environment for all our employees, customers, business 
partners, and anyone else in and around our facilities. 
We’re each responsible for following the health and safety 
rules and practices that apply to our job and facilities. It’s 

important to always perform our duties in a safe manner, 
wearing the appropriate personal protective equipment 
(PPE), operating machinery according to instructions 
and taking appropriate action when safety hazards arise.
 
To keep everyone safe, it’s mandatory to enter our 
sites free from the influence of drugs, alcohol or any 
other substances that may influence your behavior 
and interactions with colleagues and external parties. 
Remember, any substance that could impair your 
judgment or physical performance can ultimately harm 
co-workers and customers. You may not consume 
drugs or alcohol on Burg Group ’s premises or during 
your workday, except at Burg Group ’s social events 
where alcohol is authorized.
 
We don’t tolerate acts or threats of violence, bullying, 
hazing or intimidation of any kind, whether physical or 
verbal. This includes any act that could cause another 
individual to feel threatened or unsafe.

To minimize exposure to environmental health and 
safety risks, we:
•	 �Follow the safety guidelines in place at each of our 

locations. You’re accountable for maintaining an 
environment free of safety risks and health hazards;

•	 �Immediately report unsafe conditions, equipment, 
practices and potentially violent or dangerous 
behavior as well as injuries and accidents in Falcony.

For further guidance on the health & safety procedures, 
please go to your local QHSE department.

5/ Code of Conduct principle 1:
Our integrated
safety culture

Against bribery
and corruption

Engaging with
our stakeholders

Protection of
our assets

Questions & Answers:
Q: I’ve noticed a safety hazard at a workstation in my factory—
should I report this?
A: At Burg Group, safety is a top priority, and any hazards 
should be addressed immediately. The first step is to report 
any potential safety or quality concerns to your supervisor or 
a member of your local safety team and Falcony.  They can 
take immediate action to resolve the issue. If you feel that the 
concern is not being properly addressed at the local level, you 
should escalate the matter to your Local Management Team 
or the Group QHSE Manager
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6.1	 We don’t tolerate bribery or corruption 
Burg Group prohibits all forms of bribery and corruption, 
whether it involves a government official, entity or any 
commercial party, such as a customer or supplier. Bribes 
take many forms: they can be an envelope full of cash; 
but they can also be other things of value including a 
gift or favor. We should never offer or accept anything of 
value to gain a business advantage, influence a business 
decision or expedite a process, and we don’t do business 
with anyone who does. Refusing to provide or accept 
bribes is always the right decision — even if it means 
losing business. We comply with all applicable anti-
bribery laws worldwide.

In certain parts of the world, local customs and business 
practices may permit providing gifts or entertainment 
to government officials. In such cases, employees must 
obtain pre-approval from their Local Management Team. 
Even then, it’s important to carefully consider the rules 
when it comes to giving gifts to governmental officials.

No political contribution may be made on behalf of Burg 
Group, and no political activity may be engaged in by or 
on behalf of Burg Group without prior approval of the 
Group Management Team.

Burg Group will not engage in any activity, practice or 
conduct that could constitute a crime or an offence 
under applicable anti-bribery and anti-corruption laws. 
It’s your job to ensure you don’t assist in or facilitate this 
type of behavior.

6.2	 Conflict of interest 
A conflict of interest may arise when personal interests 
interfere, or give the appearance of interfering, with the 
interests of Burg Group or its shareholders. We need to 
avoid circumstances that create, or appear to create, an 

improper personal benefit through company property, 
information or positions. Even the appearance of a 
conflict of interest could result in serious consequences, 
and can undermine the trust that employees, business 
partners and the public place in Burg Group. 

Always ask yourself whether the personal relationship in 
question could influence a business decision or interfere 
with your job responsibilities.

You must disclose any actual or potential conflicts of 
interest to your Plant Manager or a member of the Group 
Management Team as soon as you become aware of 
them so any conflicts can be properly addressed and 
managed. These issues arise especially in personal and 
family relationships, outside employment, corporate 
opportunities and financial interests.

If the Management Team deems that a relationship may 
lead to a conflict of interest, you’ll need to immediately 
end all private and personal investments and outside 
activities relating to the conflict. If you don’t comply with 
the request of the Management Team, this may be a 
reason for dismissal.

6.3	�  Business gifts and entertainment
We value our relationships with customers, suppliers 
and other business partners. Exchanging gifts, 
entertainment and other forms of hospitality is 
a common way to build business relationships. 
However, misuse of gifts and entertainment can 
lead to actual or apparent conflicts of interest and 
increase the risk of serious bribery and corruption 
issues. To prevent these problems, we maintain 
appropriate restrictions on the giving and receiving 
of gifts and entertainment.

Gifts are defined as a (literal) gift, favor, gratuity, payment, 
inducement or any similar transfer of value. As already 
mentioned, all business gifts, invitations and similar 
should be handed to office management or the Plant 
Manager - these are split fairly among employees on a 
regular basis. 

Refuse gifts when possible. When this is not possible, 
ensure the gift is included in the site year-end lottery or 
share it with colleagues in case it is food that needs to be 
consumed before it reaches best before date. Gifts that 
are delivered at your private home address also need to 
be taken to the office and shared with colleagues.

•	� Gifts and business entertainment may not be used to 
obtain business or investment opportunities.

•	� Never provide or accept gifts that are cash or cash 
equivalents, like gift cards. 

Business entertainment is typically where 
representatives from two separate companies 
or entities (a recipient and provider) attend a 
meal, performance or other event, and/or lodging 
accompanies the event. This isn’t considered a 
prohibited gift. All business entertainment must be 
appropriate, not extravagant or offensive. Always be 
careful and remove yourself from situations where the 
company’s reputation might be put at risk. Be aware 
that if the provider of the entertainment doesn’t 
accompany the recipient, the event is deemed a gift.

In many cases, it’s illegal to provide even modest gifts or 
business entertainment to government officials. That’s 
why gifts and entertainment for government officials are 
strictly forbidden without prior written approval from the 
Management Team. 

Questions & Answers:
Q: Can you offer a gift of < EUR 50, - to a government official 
of the city ouncil (such as a goodie bag of vinegar products)? 
A: No, as no  gifts to government officials are allowed without 
prior approval from our (Local) Management Team.

Questions & Answers:
Q: Your wife opens a new private family business. Can you 
become a shareholder or administrator of such a business?
A: This depends on the activities of the new company. If it is 
for example a company that produces syrups, you might have 
a conflict of interest.

Questions & Answers:
Q: Can I accept a travel voucher from the hotel where we book 
rooms for our business guests?
A: No, this should be refused or included in the company’s 
year-end lottery.

Questions & Answers:
Q: You attend an event with several of Burg Group’s large 
customers. When you want to go home you discover you 
forgot your wallet and have no money to take a cab. One of 
the customers offers you a € 20,- bill and says don’t worry 
about it. Can you accept this offer?
A: No, you can never accept gifts in cash. Ask someone else 
to pick you up or ask a cab driver if you can pay upon arrival at 
your house.

Q: A creative agency that supports our marketing efforts, has 
tickets to a big concert. They offer 5 tickets to Burg Group for 
colleagues to enjoy the show together. Should you accept this 
offer? 
A: Burg Group colleagues can only join when someone from 
the creative agency joins too. All colleagues within Burg Group 
should be given the opportunity to join the event, a lottery 
should be organised when there are more people interested 
then tickets provided.

6/ Code of Conduct principle 2:
Our integrated
safety culture
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7.1	 We abide by international trade laws
As Burg Group, we operate in many different countries 
around the world. As such, we abide by the trade laws of 
each respective country, including economic sanctions 
and import and export laws.

Sanctions are measures imposed by governments and 
international bodies – like the United Nations – to restrict 
dealings with certain countries, entities and individuals. 
They generally take the form of trade restrictions, 
financial sanctions and prohibitions on dealings with 
certain countries, individuals or corporate entities. 
Doing business with blacklisted countries, entities or 
individuals under trade sanctions is an offence that could 
result in severe civil and criminal penalties, both for our 
business and individual employees, as well as significant 
reputational damage for the company.

Burg Group will monitor and uphold any trade sanctions 
and embargoes against countries, companies and 
individuals. We’ll screen new suppliers to check whether 
they’re subject to any international trade sanctions and 
will take appropriate action if they are. We ask all our 
employees, especially in Procurement and Finance, to 
be aware of this and to contact the Legal Team in case 
of any doubts or questions. If you – as an employee – are 
included on a sanction list, this might be a valid reason to 
terminate your employment agreement.

7.2	 We compete fairly 
As with everything at Burg Group, we believe in fairness 
first. We compete fairly on a global scale, upholding the 
highest standards of integrity. Antitrust or competition 
laws exist around the world and govern competitive 
behavior; these laws are complex and vary from country 
to country, but they share the same goal – protecting 
consumers and consumer choices by ensuring 
companies compete fairly on their merits. Burg Group is 
committed to full compliance with all applicable antitrust 
and competition laws wherever we do business. 

Penalties for violating antitrust laws are severe and include 
significant fines and other monetary penalties for Burg 
Group. In addition, employees that violate the law can face 
criminal liability, including imprisonment, in many nations.

The following agreements with (potential) competitors 
or vendors – either formally or informally – may violate 
antitrust or competition law:
•	 Price fixing 
•	 Market sharing 
•	 Collusive tendering 
•	 Collective boycott

Knowledge about the commercially confidential 
information of a competitor, like costs, margins and 
pricing policies, may also result in anti-competitive 
alignment.

Consult the Legal Team immediately whenever you 
have any questions about what behaviors are allowed 
under the law.

7.3	 We prevent fraud
Burg Group doesn’t tolerate fraud by its employees, 
contractors or business partners. Fraud occurs 
when someone lies – or omits information – about 
a material fact to steal money or property. We 
need to report suspected fraud in a timely manner 
once it’s detected, work towards understanding its 
root cause, and remediate the fraud to ensure the 
misconduct doesn’t happen again.

7.4	 We prevent money laundering
Money laundering is the process of funds generated 
through criminal activity – like terrorism, drug dealing, 
tax evasion, human trafficking or fraud – being moved 
through legitimate businesses to hide their criminal 
origin. We’re committed to conducting business in a way 
that prevents the use of Burg Group for such activities 
and comply with anti-money laundering, financial crime 
and anti-terrorism laws in all countries where we operate.

7.5	 We communicate responsibly  
At Burg Group, we produce safe, high-quality, and 
delicious vinegars and syrups. We are dedicated to 
delivering products that meet customer and consumer 
expectations and our own high standards. We are 
committed to providing the nutritional benefits and 
product value in the labeling and advertising of our 
products.

We market, advertise, and label our foods accurately, 
responsibly and transparently. We never try to mislead 
our customers or consumers with incorrect or 
incomplete information about our products. 

From LinkedIn to Instagram, we know social media offers 
lots of unique opportunities to share information and 
participate in evolving discussions. But it’s important that 
we send clear, consistent messages to our colleagues, 
customers, stakeholders and the wider world. 

Remember, your actions reflect upon the company; act 
accordingly and always use common sense. When using 
social media, adhere to the Burg Group policy on social 
media:
1.	� You are responsible for your own actions. We 

encourage you to be active in the online social media 
space but urge you to do so in an appropriate manner, 
using your best judgment and common sense, 
and keeping in mind that once posted, information 
may remain online indefinitely. Don’t post anything 
that’s discriminatory or would constitute a threat, 
intimidation, harassment or bullying. 

2.	� Be alert to compliments and criticism. If you come 
across positive or negative comments about the 
Company or the Company’s brands online that you 
deem important, consider sharing them with our 
Marketing department.

3.	� Leave responding to negative posts to the experts 
in the field. Unless you are an official spokesperson 
online, do not give in to the temptation to respond 
yourself.

4.	� Be mindful when mixing your professional and 
personal life. Never provide non‐public information of 
Burg Group (including confidential information about 
customers, suppliers, services provided, equipment, 
etc.) and be aware that publicly expressing views 
online that are detrimental to the interests of the 
Company may lead to conflicts.

5.	� All employees are requested to refrain from 
communication via (social) media during 
an  emergency and to use the emergency 
communication lines instead.

7.6	 We respect the privacy of our stakeholders
Burg Group takes the privacy of employees, 
customers, business partners and community 
members very seriously, and we handle personal 
information with care. We understand the importance 
of keeping personal data safe and only make use of it 
ethically, within expected boundaries. We abide by all 
relevant laws and regulations governing data privacy 
wherever we do business. 

Note: if you ever receive a request directly concerning 
personal data from a customer or member of Burg 
Group, please refer them to the customer-specific 
privacy statement. Please don’t respond to requests 
regarding personal data yourself.

Questions & Answers:
Q: You are at a conference where our competitors are also 
present. Can you discuss pricing strategies with them?
A: No. Discussing pricing strategies with competitors can be 
considered collusion and is likely a violation of antitrust laws. 
It’s important to avoid any conversations that could lead to 
price-fixing or market allocation.

Q: Burg Group considers entering an exclusive partnership 
with a local supplier. Is that okay?
A: Yes, exclusive partnerships are generally permissible, 
but it’s important to ensure that such agreements do not 
create barriers to competition or limit consumer choices. 
Always consult with the Legal Team before discussing such 
agreements.

Questions & Answers:
Q: You participate in a discussion on LinkedIn about whether 
food manufacturers should donate surplus products to food 
banks or community initiatives. Are you allowed to participate?
A: Yes, you can, as long as you make it clear that you are 
participating in the discussion in a personal capacity and not 
as a representative of Burg Group.

Q: We are facing a shortage of synthetic vinegar in our 
factory and decide to fill natural vinegar instead. The 
customer will not notice the difference and actually it is a 
more sustainable choice! Are you required to discuss this 
with our customer?
A: Yes, especially when the label is no longer correct. We 
should produce according to the specifications that we 
provide to customers, or we should discuss with them how 
to proceed.

7/ Code of Conduct principle 3:
Our integrated
safety culture
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8.1	� We protect and ensure proper use of company 
assets, equipment and resources

Acting in a conscious and responsible manner is 
standard practice at Burg Group. As such, you’re 
entrusted to protect the company’s assets, equipment 
and resources from damage, loss, misuse and theft. 
Company assets include information assets, like 
confidential and proprietary business information and 
intellectual property. Company equipment includes 
physical equipment like materials, supplies, software, 
inventory, computers, internet access and technologies. 
Company resources include financial resources, like 
capital, and non-financial resources, like company time 
during the workday. 

As an employee, you have a responsibility to:
•	� Protect all company assets, equipment and resources 

in your care from loss, theft, damage, waste or misuse.
•	� Never use Burg Group assets for a different business 

or for personal gain.
•	� Use all company assets, equipment and resources 

for their intended business purposes. While some 
personal use may be allowed (e.g., mobile phone and 
laptop), such use must always be legal, ethical and 
reasonable, and should not interfere with your job, 
business operations or potentially bring Burg Group 
into discredit.

•	� Don’t use Burg Group resources or assets to 
download, view or send materials that are obscene, 
offensive, discriminatory, harassing or otherwise 
unlawful or unethical.

•	� Take precautions to avoid losing, misplacing or leaving 
confidential information (or laptops, smartphones or 
other items containing this information) unattended.

•	� Avoid discussing confidential information or any other 
sensitive topics in public areas – think trains, elevators 
and restaurants – where others might overhear you.

To the extent permitted or required by law, Burg 
Group may for business and/or legal and compliance 
purposes store, review, monitor, audit, intercept, 
access, copy, record and – where appropriate – 
disclose to regulators and other outside parties 
the information contained in, or your usage of, its 
information technology systems.

8.2	 Confidentiality of information
Confidential information is a broad concept. It may relate 
to, or be obtained from, Burg Group, its shareholders, 
advisors or even counterparties of the company. We 
must protect all Burg Group confidential information, as 
well as the confidential information entrusted to us by 
our customers, suppliers and other business partners.

The most important types of confidential information are:
•	� Information about the existence of, or the potential 

for, an investment (and any information related to 
such potential investment)

•	 Information on upcoming sales promotions
•	 Proprietary information
•	 Personal data

�Our responsibility to protect our confidential information:
•	� You need to ensure you acknowledge the terms 

of any confidentiality agreements (NDAs) or other 
restrictions that are relevant to you. These binding 
agreements relate to the confidential information 
being processed by you and usually include terms 
under which disclosure may be permitted. This type 
of document may not be executed or otherwise 
agreed upon without obtaining prior approval from 
our Group Legal Officer.

•	� Be vigilant when using and handling confidential 

7.7 We engage in political activities responsibly 
Self-expression and democratic processes are important. Burg Group encourages employees to participate personally 
in the political process, as long as it’s consistent with the law. When engaging in individual political expression, or making 
personal political contributions, make sure your involvement is personal and not on behalf of Burg Group. The company 
will not reimburse you for personal political activity and you shouldn’t use Burg Group’s reputation or assets – including 
your time at work – to further your own political activities and interests. 

Questions & Answers:
Q: Someone accidentally emailed you an HR report that includes names, government IDs and passport numbers. Should you just close 
it and forget you saw it?
A: No. If it was accessed by you, it could be accessed by others without proper authorization or need to know. Contact your HR officer to 
help ensure the appropriate protections are put in place. 

Q: You wanted to send an important email to a group of colleagues, including your colleague, Bas. However, you did not copy your 
colleague Bas but a large customer with the same first name. What should you do? 
A: You have to report this incident to your manager as you shared company information with a customer. The Legal team will assist in 
sorting it out and ensuring everything’s resolved correctly. Following your report, they will guide you through the necessary steps to 
rectify the situation and prevent similar occurrences in the future.

Questions & Answers:
Q: After a party weekend you receive several pictures of 
yourself in ‘unusual poses’ from your friends. You decide to 
share some of them with a certain colleague. Can you use 
your Burg Group phone?
A: You can. Unless the picture contains material of a sexual 
nature, or material containing racial or ethnic insults or other 
material of a harassing, offensive or threatening nature.

Q: You are travelling by train and starting up your laptop. What 
compliance risks could you imagine?
A:  Is someone sitting next to you who can see your password 
or any content on the screen? If you send information through 
a Wi-Fi network, is it secured? Did you zip files and protect 
them with a password?

8/ Code of Conduct principle 4:
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information; be extra careful when it comes to sharing 
it with others – whether inside or outside Burg Group.

•	� Only access, use, store, transfer or modify non-public 
information when you have a good business reason 
to do so.

•	� Don’t share confidential information with anyone, 
including business partners or members of your own 
family, unless the disclosure is:

	 -	 Properly authorized in writing by your manager 
	 -	� In connection with a clearly defined, legitimate 

business need, and
	 -	� Subject to a written NDA in line with our template 

or approved by the Legal Team  
•	� Be aware that in some cases sharing confidential 

information within Burg Group may not be appropriate.
•	� If you’re unsure about the risk level of information, or 

what the appropriate level of protection is, contact 
your manager.

•	� Safeguard written and electronic materials that 
may contain confidential information. Report any 
equipment or information loss to your local IT service 
desk and your manager immediately.

•	� Ensure all devices you use to access Burg Group 
information are password protected. 

•	� Ensure electronic information is only sent to 
appropriate recipients. If you use the reply all button 
in your email, make sure you review the entire 
distribution list.

•	� Don’t leave customers or business partners 
unattended in one of our production sites or offices.

•	� Beware not to disclose confidential information you 
received in a prior position or job role. 

•	� Beware that after you leave Burg Group, your 
confidentiality obligations to Burg Group remain in force.

As a trusted employee of Burg Group, you agree to keep 
information confidential, as per the confidentiality clause 
in the employment agreement. This clause requires all 
employees to keep information they receive during their 
employment at Burg Group confidential.

8.3	 We protect our intellectual property
As an employee, any work you create, in whole or in part, 
that’s connected with your duties and/or using company 
time, resources or information, belongs to Burg Group 
– except when prohibited by law.  This includes for 
example: inventions, ideas, discoveries, improvements, 
processes, designs, logos, patents. 

8.4 We maintain accurate and reliable books, records, 
and controls
To ensure the highest degree of accuracy, we maintain 
all Burg Group ’s books and records with completeness 
and integrity. We rely on our financial books and business 
records to make smart, timely business decisions, and 
our investors trust these records to get an accurate 
picture of the company’s condition. 

We all generate records as part of our everyday tasks, 
like preparing expense reports, drafting contracts, 
working instructions or sending emails. It’s important 
these documents accurately reflect each situation, and 
that no information is distorted or withheld. Even the 
smallest misrepresentation can damage Burg Group 
’s reputation and shake the trust of our customers, 
partners and the public.

Q: After a hard day’s work, you clean up your desk and throw 
away the document’s you don´t need any more in the paper 
bin. You make some last prints to study that evening and 
leave the office. What compliance risks might apply to this 
situation?
A: Throwing away confidential information in the paper bin 
instead of destroying it and leaving prints unattended on 
the printer whilst for example the cleaning company is in the 
building.

Q: A new employee joins Burg Group. He used to work as 
relationship manager at a bank. The new employee reveals 
the margin the bank makes on the loans. The management of 
Burg Group starts bargaining a new deal with the bank using 
the information received by the new employee to get a very 
good deal. Is this correct? 
A: No, it is not. Confidential information works both ways and 
you may not share confidential information you received in a 
former employment with your current employer.

Questions & Answers:

Q: You are on the train when you get a phone call from a 
colleague. Your colleague is in the United States and urgently 
needs information about the opening of the new factory. Can 
you supply this information to your colleague?
A: You should ask your colleague for what purpose your 
colleague needs the information. You should also be aware 
that you are on the train and that other passengers on the 
train may have an interest in the project.
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