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Since the birth of our Organization over 50 years ago, the founders’ interest in creating 
companies based on principles and values that respect the dignity of each person 
working there was clear. Today, hand-in-hand with that legacy, we seek to operate 
conscientiously and with respect towards or employees, their families, and the 
community that surrounds us. 

Thus, we are proud to present our CORPORATE WORKPLACE CODE OF CONDUCT, 
a set of guidelines that will govern all corporate actions, and the actions of each person 
that works at our companies, from now on. 

The high ethical standards that have defined the Organization have been determining 
factors for the Company’s growth, and it intends to make the principles of perseverance, 
honesty, intelligent performance, optimism, and corporate social responsibility 
a foundation for all levels of the Organization, to create a pleasant, healthy and 
competitive environment.

I hope that each recipient of this Code uses it as an everyday guide to improve their 
activities in the workplace and their human growth, with each of us responsible for 
ensuring compliance therewith, as its correct application helps protect the interests of 
the Company and all the people that work there.
A person’s ethical attitude does not depend on the rules that govern it or fear of the 
penalties they could incur, but, rather, on how they value themselves and those around 
them.

By acting according to this Code, each of you will make an important contribution to 
consolidating our Company as a dignified company with a sense of social responsibility 
and with the prosperity that has always characterized it.

Best regards,

LUIS FERNANDO RESTREPO ECHAVARRÍA
CORPORATE PRESIDENT
CRYSTAL S.A.S

A. To Our Employees
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A. Our Values:

Our Company has defined 5 values that 
support its corporate vision:
1. Constancy: Understood as the ability 
to insist, persist, and not give up on its 
objectives while overcoming difficulties.
2. Honesty: The ability to act with 
transparency and fairness in all business 
processes and objectives.
3. Intelligent Performance: Means 
creating opportunities and generating 
alternatives that can become new options 
for the Company.
4. Optimism: A positive and realistic 
attitude towards each situation that arises.
5. Social Purpose: The ability to 
understand the Company’s responsibility 
towards its workers and towards the 
country.

B. Our Conduct:

The provisions in this document 
are applicable to all our employees, 
regardless of the type of employment 
or contractual relationship they have 
with our Organization and their position 
therein. This document provides a frame 
of reference for any activity carried out 
within the Company in the course of our 
functions.

We will strengthen dissemination and 
compliance with the provisions of 
this code amongst our employees, 
contractors, consultants, suppliers, 
clients, and shareholders, seeking 
their commitment to make sure all our 
actions are based on the values of our 
organizational culture.
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C. Legal and Regulatory Compliance

We will always comply with applicable 
laws in the countries where we operate. 
All employees must respect, abide 
by, and comply with the rules and 
regulations enacted by the government 
of each country. We must also respect the 
prevailing customs, beliefs, and cultures 
in these countries.

If doubts arise regarding the laws or 
behaviors applicable in each culture, 
we must consult with Legal Counsel or, 
failing that, the Presidency to resolve any 
concerns in this area.

We will require that our vendors and 
third parties comply with the laws of the 
country and will define agreements with 
them that will enable audit compliance 
with applicable law, especially labor, 
environmental, tax, customs, and 
exchange laws. We will also exhaustively 
review operations that could potentially 
configure money laundering and terrorist 
financing (ML/TF) activities under either 
national or international law.
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A. Respect for People:

We believe the development and quality of life of our human resource is paramount. 
Thus, we are governed by principles and behaviors that will result in our people’s 
physical, workplace, and personal well-being.

• Prohibition against any kind of discrimination: all employees, without exception, must 
be treated with respect. The Company does not sponsor or authorize behaviors that 
involve discrimination or harassment of any kind and forbids any type of retaliation 
against anyone reporting cases of discrimination or harassment, either alleged or 
acknowledged.

Discrimination and/or harassment consists of treating people differently because of 
their race, gender, skin color, religion, nationality, age, sexual orientation, disability, or 
any other characteristic not related to the ability to do their job, which leads to an 
intimidating, unfair, hostile, or offensive work environment or that interferes with a 
person’s workplace performance.

2. The Company and its People
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Harassment can take different forms, 
including offensive comments, non-
consensual sexual proposals, and other 
verbal, graphic, or physical behaviors 
that create an intimidating, hostile, or 
offensive work environment. On the topic 
of workplace harassment, the Company 
complies with and supports the 
provisions of Law 1010/2006, corrected 
by Decree 231/2006, and modified by Law 
1622/2013 that regulates and protects 
workers from workplace harassment in 
Colombia, as well as the laws of other 
countries where it operates.

• Personal attitudes in the workplace: 
Relationships with co-workers must be 
founded on the principles of respect, 
loyalty and cooperation to create a healthy 
and pleasant work environment. Towards 
the Company: In performance of their 
functions with responsibility, identification 
with organizational parameters, and 
intelligent performance to contribute 
to the achievement of the Company’s 
objectives and goals.

• Violence in the workplace: The 
Organization does not allow or tolerate 
the use of violence, and any threat or 
violent act by any employee or contractor 
towards other people or against the 
Company’s or third-party property will be 
disciplined.

• Prohibition on the use of toxic 
substances and the consumption of 
intoxicating beverages: The Organization 
forbids the use of alcohol and/or 
hallucinogenic substances at work and 
outside the workplace when it affects or 
could affect the image, safety or integrity 

of the Organization’s employees, their 
families, and its operations.

B. Conflicts of Interest

• Conflicts of interest in commercial, 
financial, and personal relationships: All 
employees have an ongoing obligation 
to act for the main and sole benefit of the 
Company. A “conflict of interest” arises 
when personal, social, financial, political, 
or commercial activities interfere with an 
employee’s objectivity and/or loyalty to 
the Organization’s interests.

Likewise, a conflict of interest may arise 
when an employee or his or her close 
relatives, i.e., related persons up to the 
fourth degree of blood relationship, 
second degree of affinity or first degree 
of civil relationship, could benefit 
economically or personally from their 
actions.

Any person undergoing selection 
processes to enter the Company must 
report whether they have any conflicts 
of interest. The Company requires that 
its employees disclose any potential or 
real conflict of interest to their immediate 
superior or to Human Resources, so 
timely measures can be taken to prevent 
or reduce the impact of such a conflict 
and protect both the employee and the 
Company.

C. Improper Pressure or Lobbying

The Company usually assumes a specific 
position vis-à-vis public or private policies 
that could affect its business in any way, 
and it pursues legal and legitimate efforts
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aimed at influencing government, national 
or local legislation or policy. However, 
the Company does not make direct or 
indirect monetary or other valuable in-
kind contributions to any person, entity, or 
political party for the purpose of obtaining 
or maintaining benefits or business.

D. Resource Management

All the Organization’s tangible and 
intangible assets that it makes available 
to employees remain Company property 
and it is vitally important that these are 
cared for and used properly, promoting 
each employee’s responsibility towards 
the Company.
Tangible Resources: All employees must 
make good use of Company resources 
and fixed assets. Thus, actions such 
as their theft, neglect, loss, damage, 
destruction, embezzlement, and 
improper use harm our Organization. 
We will always use such resources 
exclusively for the purpose for which 
they were provided. We will also use 
any IT equipment made available to us 
in a responsible manner. This includes 
our email address, which must be used 
without jeopardizing our Company’s 
image or reputation. When expenses 
are used for travel, representation 
appointments, and any event held in the 
Company’s name, these must be used 
reasonably. Expense must be legalized in 
a timely, authorized and justified manner.
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• Intellectual Property: One of our most 
important assets is our intellectual 
property, including trademarks, trade 
names and brands, patents, copyrights, 
business secrets, knowledge, know-
how, inventions, developments, and 
technology. For this reason, we only 
allow our intellectual property to be 
used or shared with persons outside 
the Company with the appropriate 
legal documentation, license to use, or 
equivalent document. Likewise, when we 
obtain information from other companies, 
we will refrain from infringing upon or 
fraudulently obtaining and/or using 
patent, trademark, or other intellectual 
property rights of other companies or 
third parties outside our Organization 
without their due consent.

• Information Conservation: It is 
important that the Company protect 
and safeguard information of an 
administrative, operational, logistical, 
market, financial, commercial, business, 
or other nature that is not in the public 
domain as “confidential information”, 
but to make known such information 
to its employees as required by their 
functions. This information may include 
data on our employees, clients, vendors, 
shareholders, consumers, inventions, or 
technical or technological innovations, 
whether created at the company or 
substantially improved, which, if known 
by other persons or companies, whether 
or not they are the Company’s direct 
competitors, and which could harm our 
Organization if disclosed to third-parties 
whether or not considered competitors of 
our Company.
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As employees we accept and understand 
that, by legal mandate, any new technical 
or technological invention or the 
improvement of an existing one, even if 
created or improved by an employee, is 
the Company’s exclusive property.

Upon joining the Company, employees 
maintain their legal obligation to not 
disclose or make use of the confidential 
information of their previous employer. 
Similarly, the Company expects that 
employees that end their employment 
relationship with it will refrain from 
disclosing “confidential information”. 
Thus, it is advisable to avoid situations 
where confidential information could be 
revealed accidentally, such as reading 
or commenting on it in public places or 
leaving it without appropriate supervision 
and protection. This helps protect privacy 
and create an environment of trust that 
encourages individuals and entities to 
continue providing personal information.
Information on the Company’s computers 
including files, price lists, cost systems, 
etc., is the Organization’s property and 
may not be shared with individuals.

As employees, we are forbidden from 
using fraudulent maneuvers or strategies 
related to information in the course of our 
duties, intending to influence decisions

E. WRAP Principles:

“Worldwide Responsible Accredited 
Production” or W.R.A.P. principles are 
basic standards to make sure that people 
working at the companies that participate 
in this program provide their workers with 
humane, fair, and responsible treatment.

The Organization adheres to, defends, 
and promotes WRAP principles and all 
employees are required to know and 
comply with them:

1. Compliance with labor laws and 
regulations: We comply with laws and 
regulations in our business and in our 
relationship with our workers.
2. Prohibition on forced labor: We do not 
employ workers by force or involuntarily.
3. Prohibition on child labor: We do not 
hire persons under 18 years of age.
4. Prohibition on sexual harassment or 
abuse: We provide a work environment 
free from harassment, sexual abuse, or 
corporal punishment.
5. Compensation and benefits: We 
comply with legal salary and benefits 
requirements offer a competitive mean 
salary.
6. Working day: We comply with 
Colombian legal limits on workdays, 
hours worked per week, and paid rest.
7. Non-discrimination: We hire, pay, and 
fire workers based on their ability to do 
the job and not for personal, religious, or 
political characteristics or beliefs.
8. Health and Safety: We provide a safe 
work environment that does not harm our 
workers’ health.
9. Freedom of association: We recognize 
and respect our workers’ rights of 
association.
10. Environment: We comply with 
environmental laws, rules, and standards 
applicable to plant operation.
11. Compliance with customs and 
exchange regulations: We comply with 
all customs and exchange laws and 
maintain practices to prevent illegal 
product shipments.
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12. Security: we work together with customs authorities and anti-drug and anti-terrorist 
agencies to prevent shipments of narcotics, explosives, toxic substances, and/or 
contraband.

F. Transparency in Selection:
 
It is forbidden for Company employees or directors to give preferential treatment to 
suppliers or customers who are also their shareholders, directors, employees, or 
close relatives. We must also use the required transparency in personnel selection 
processes, guaranteeing equal opportunity employment when recruiting, promoting, 
and supporting professional development.

G. Employee Safety:
 
The Organization strives to provide a safe and healthy work environment for its 
employees, and it is our duty and responsibility to comply with all safety regulations. 
To ensure personnel safety on its premises, the Company may, when hiring, make 
inquiries into the conduct of anyone aspiring to a position and request judicial, 
disciplinary, or any other kind of background documents, using any legitimate means 
protected by national legislation with no need for additional explanations. Likewise, 
if the Company has knowledge or substantiated suspicions of any irregular conduct 
therein, it may require the performance of tests, including polygraph tests, house 
visits, or any others, to verify said background information. The Company may also 
request personal, family, or work references for any person applying to a position at 
the Company. 

When dealing with suppliers, customers, and consumers our employees are expected 
to comply with all commonly accepted legal, ethical, and commercial standards of 
conduct and to behave and conduct business in an appropriate manner, avoiding 
contraventions to the codes of conduct of suppliers and customers or the relevant 
guidance they provide their employees.
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A. Regarding Vendors and Business Partners:
 
The Company encourages free and healthy competition between suppliers under fair 
and equitable conditions, and selection criteria based on the best terms offered by 
each vendor regarding price, form of payment, quality, and lead times. In no case may 
employees, shareholders or their family members be favored during vendor selection. 
We will choose vendors that share our ethical values and have a solid reputation for 
fairness and integrity in their dealings. We will choose vendors that are able to meet 
business needs in terms of quality, cost, opportunity, and innovation; always seeking 
to protect the Organization’s interests and building relationships based on integrity 
and justice.

We deliver the Code of Conduct for Vendors and Contractors to all our vendors. This 
Code contains the standards of conduct we expect from them in the course of our 
commercial relations.

3. The Company and its Business Partners
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B. Regarding Customers and Consumers:

The Company treats all its clients fairly 
and equally and forbids any treatment 
that could favor one client and harm the 
interests of another. The Company does 
not discriminate against its customers 
based on their size, type, channel, or 
business strategy. Thus, employees must 
maintain a positive customer or user 
service attitude, responding attentively 
and diligently to solve problems and 
receive criticism, acting transparently and 
subject to regulations and procedures, 
and efficiently solving any issues 
entrusted to them.

C. Appropriate Consumer Advertising and 
Promotions:

The Company does not allow false 
or misleading product advertising or 
promotions of any kind. Its policy is 
to attend and respond to respectful 
comments or criticism regarding its 
advertising or promotional events. 
Neither does it allow such advertising to 
run counter to minimum moral, religious, 
ethical, or social values. The Company 
also fully complies with all applicable 
Colombian regulations, including the 
Consumer Statute, competition law, and 
principles of corporate freedom.
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D. Quote, Business, and Contract 
Management:

As employees, we act with transparency, 
respect, efficiency, and honesty when 
preparing and studying quotes, in 
commercial negotiations, and when 
negotiating the procurement of goods 
or services. All proposals, quotations 
and negotiations are governed by the 
Organization’s internal policies. The 
Company is an ethically, socially, and 
economically responsible entity, and 
it neither enables nor encourages the 
performance of false operations or 
the preparation of false documents or 
records. It requires that the information 
contained in its books and records 
be accurate, timely and complete. 
Considering the above, as employees 
we must perform our functions with the 
certainty that no activity that runs counter 
to these principles will be endorsed or 
tolerated. The Company has internal 
controls to enable veracity, while this 
remains the responsibility of each 
employee within their area.

E. Money Laundering:

Our Organization forbids any 
participation in transactions that facilitate 
money laundering or that result in illegal 
diversions of assets. For this purpose, 
we have implemented a comprehensive 
money laundering and terrorist financing 
risk self-control and management system 
(SAGRILAFT, in Spanish) that complies 
with current regulations.
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A fundamental part of our SAGRILAFT 
system is our knowledge of all the 
legal and natural persons we relate 
to. We carry out background checks 
on them for this purpose, using public 
databases, inquiries within our context, 
and accessing international lists including 
the Special Designated Nationals and 
Blocked Persons list, published by the 
United States Department of the Treasury 
“Clinton List, OFAC” that lists many 
individuals and corporations linked to 
drug trafficking.

The Company does not enter into 
agreements or compacts with its 
competitors that intend to reduce 
fair and loyal competition within the 
marketplace, setting up “cartels” or 
implementing behaviors that could 
configure restrictive competitive practices 
or unfair competition under the terms of 
Law 256/1996, Law 155/1959 and Decree 
2153/1992. Thus, it determines prices 
and conditions of sale for its products 
unilaterally and independently and not 
in association with its competitors. All 
employees are therefore forbidden from 
resorting to fraudulent maneuvers or 
strategies imply unfair, illegal, or improper 
treatment towards the competition.

4. The Company and its 
Competition
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Boycotts are also forbidden in our Organization, understood as the action of attacking 
a company or merchant, not doing business with it, and preventing it from doing 
business with other companies or limiting its activity. This will not apply if sales to 
a given company are considered illegal as in the case of companies found on the 
“Clinton List” or companies sentenced under the criminal justice system.

A. Respect for the Environment:

Our Company has always been defined by its respect for the environment. It will 
always comply with or go beyond legal requirements related to environmental care 
and preservation, evaluate its environmental performance, work on its continuous 
improvement, and provide objective information on its operations. All employees must 
practice sustainable development and resource conservation.

The Company has also implemented controls for much cleaner, environmentally 
friendly production and has undertaken practices to mitigate any environmental impact 
that could potentially result from its production processes.

B. Respect for the Community:

The Organization is committed to fostering strengthened community relations and

5. The Company and the Community
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conditions that stimulate and reinforce 
the development of the communities 
adjacent to our operations. We respect 
the culture, heritage, and customs of 
each neighboring community.

C. Social Responsibility:

The Company acknowledges the 
importance of human beings and their 
development. As the business has 
expanded, with a global reach and larger-
scale projects, social demands have 
also grown. The Organization is proud 
to bear witness to its social commitment, 
reflected by its business efforts that place 
human beings at the center, important 
environmental actions, and the support 
it provides for education, culture, and the 
communities where its employees live 
and work.

D. Political Participation:

We respect each employee’s right as 
a citizen to belong to political parties, 
participate in political committees, 
and support candidates, fostering an 
environment of freedom of expression 
so long as these activities do not interfere 
in the workplace, are carried out outside 
the Company, and it is made clear that, 
in no event, are they participating on the 
Organization’s behalf.
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E. Government Entities:

We always comply the requirements of government entities in a timely manner and 
subject to the law. Our relations will always be friendly and respectful, seeking an 
atmosphere of openness and trust that will facilitate discussion, understandings, and 
reaching agreements. We refrain from offering, promising, or making direct or indirect, 
cash or in-kind to public or political persons or entities, or to the public servants that work 
therein, intending to influence actions or decisions, to receive preferential treatment, for 
special personal gain, or to obtain or keep business.

F. Against Corruption and Bribery:

Our Company does not offer or give bribes to further its interests to any public or private 
person or entity. We have zero tolerance for bribery, both for our employees and for our 
business partners. We respect the laws of the jurisdictions where we operate and our 
relations with government officials therein will always respect such legal frameworks.

G. Gifts and Perks:

At our Organization we do not accept “commercial bribes” of any kind. These consist of 
giving or receiving payments, gifts, or commissions to or from customers, suppliers or 
any other entity or person, with the expectation or purpose of obtaining more favorable 
commercial conditions or opportunities than those normally available to others under 
the same conditions.



18

“Institutional” gifts, such as agendas, office items, and commercial samples are 
allowed, so long as they are not intended to coerce the beneficiary into beginning or 
maintaining a business relationship. Therefore, and to avoid malicious practices, the 
Company only allows offering and receiving gifts with values no greater than twenty-
five percent (25%) of the current minimum legal monthly minimum wage.

H. Product Safety:

Our products meet all legislative requirements and regulations applicable to safety and 
labeling, providing objective and appropriate information for correct consumer use and 
comprehension.

Así Somos (This is Who We Are), our Ethics Line, is a channel that ensures ethics 
and transparency from the Company’s people, its vendors, and other Company 
stakeholders.
Our contact channels allow you to report actions that breach the Organization’s 
established ethical principles. If you wish to report a case, contact 01-8000-180263 or 
write to: asisomos@crystal.com.co

This Code of Conduct is to be put into practice. We therefore invite you to keep its 
provisions in mind. In the event of behaviors or events that run counter to this Code, the 
Organization may impose disciplinary measures, suspensions, dismissals for cause, or 
civil lawsuits to continue fostering compliance with our Code.

If, as employees, we find ourselves in a situation where we could breach this Code 
through our actions or whenever we have knowledge that another employee is acting 
counter to this Code, we are required to make such an event known to one of the 
following areas: Presidency, Comptrollership, Corporate Human Management. These 
areas will be responsible for implementing proper procedures to verify the facts and 
apply any measures deemed pertinent to each event, ensuring confidentiality at all 
times. Obviously, all complaints must be filed in good faith and in a responsible, well 
argued, and honest manner.

7. Code of Conduct Compliance

6. Ethics Line
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This Workplace Code of Conduct is made a part of our employment contract 
and may be annexed to certain service agreements considered pertinent 
by Legal Counsel. Thus, the sanctions contained in the Company’s internal 
regulations will apply to infractions, obligations, and prohibitions contemplated 
under this Code.

Ignorance of the this Code’s content does not exempt people from compliance 
therewith or from sanctions for non-compliance.

Ethics Line: 01-8000-180263
asisomos@crystal.com.co
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