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Policy Statement
Acsenda School of Management (ASM) is committed to the highest standards of ethical conduct, integrity, and accountability. This
Code outlines the expectations for ethical behavior by all employees and representatives of ASM in their professional roles.

All members of the ASM community are expected to act honestly, fairly, and in compliance with applicable laws, regulations, and
institutional policies. Upholding these standards supports a culture of trust, professionalism, and respect across the institution.

Purpose

The purpose of this policy is to establish a clear standard of ethical conduct for all employees and representatives of Acsenda School
of Management (ASM). It is intended to guide decision-making and professional behavior, promote integrity and accountability, and
ensure compliance with applicable laws, regulations, and institutional policies. This policy supports ASM’s commitment to fostering a
respectful, transparent, and responsible work and learning environment.

Scope

This policy applies to all employees, contractors, consultants, board members, and any individuals acting on behalf of Acsenda School
of Management (ASM), regardless of employment status or role. It governs conduct in all professional activities related to ASM,
whether on campus, online, or in external engagements representing the institution.

Policy

1. Our ethical values

1.1. Our mission statement

At Acsenda School of Management, our mission is to develop the potential in people to be globally minded, resilient, innovative, and
socially responsible leaders. We are dedicated to equipping individuals with the skills necessary to support our communities’ business
and management needs.

1.2. Our ethical culture

The Code is intended to express ASM’s ethical values and describes the expectations we have and the standards we set for ourselves.
The Code guides our decision-making processes and shapes our approach to our work. It empowers us to promote and demonstrate
the values we believe in. The Code defines our obligations and our commitment to doing the right thing. The Code also describes the
standards and behaviours that govern our business dealings and interactions with others. As such, this Code portrays our character as
an institution and as employees of ASM. The Code represents the commitment to ethical leadership of ASM, our leaders and each of
our employees, who are dedicated to the Code and its principles. While the Code does not address all situations that we may
encounter, it serves as a resource and a guide when seeking help.

1.3. Our ethical principles
These are the ethical principles that define our ethical culture:
e We conduct ourselves with honesty, integrity and the highest ethical standards
e We encourage each other to grow and excel by creating a workplace that is the job of choice
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e We seek out and embrace diversity — valuing differences in people, perspectives and experiences
e Weintend to invest in ourselves through our individual and collective dedication
e  We contribute to the communities in which we work and live by being good global corporate and individual citizens
e  We honour our commitments and promises and we do not promise what we cannot deliver
e We do not misrepresent to anyone who we are, what we do or what services we provide
e We abide by and comply with the laws, regulations and rules that govern us wherever we operate in the world
e  We will not sacrifice our values or our goals for the “quick win”; we are focused on building long-term success, stability and
excellence
e  We believe that the way we do our business is as important as the business results we achieve
e We celebrate and reward our successes and encourage and support each other
e We are committed to providing a world-class service to our students, customers, partners, shareholders and each other

1.4. ASM corporate values
Our culture is built around ten key values:
e Learner-Centred
e Scholarly Excellence
e Academic Freedom
e Community Engagement and Partnerships
e Inclusion, Diversity, Equity and Accessibility
e  Decolonization and Reconciliation
e Sustainability
e  (Creativity and Innovation
e Accountability

1.5. Ethical behaviour
We pride ourselves on treating our clients, students and each other with respect, courtesy and attention. This is embedded in our
regulations, policies and procedures. But it is not just a matter of compliance. We expect all of us to treat one another and our clients
as we would wish to be treated.

e We aim to be the best ethical example of a private post-secondary education

e This includes protecting our reputation in the eyes of our professions, regulators, employees, students and government

e We promote equality, diversity and inclusion within a professional environment

e We do the right thing at all times regardless of whether we are under inspection

e  We celebrate and respect different cultures

2. Personal Responsibility
Key principles:
e We conduct ourselves with honesty, integrity and the highest ethical standards.
e We celebrate and reward our successes and encourage and support each other.
e  We must not offer, provide, solicit or accept any gifts, favours or entertainment that may be intended, considered or
construed as a bribe.

2.1. Conflicts of interest and corporate opportunities

We each have a duty of loyalty to ASM which includes avoiding situations that may create, involve or give the appearance of a conflict
of interest. We are expected to act in the best interests of ASM; disclose and resolve any potential conflicts of interest in advance; and
use ASM information and assets to benefit the institution, our customers, and our shareholders.

A conflict of interest could occur when:
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e Personal interests conflict with the interests of ASM
e Personal interests interfere or could interfere with the performance of duties
e Employees may not be effective or objective in their ASM duties due to personal interests
e Employees use ASM’s information, assets or their position or influence at ASM for personal gain
e An employee’s outside employment or the employment of an immediate family member creates a conflict of interest or the
appearance of a conflict of interest
e There is the appearance of a conflict of interest

Conflicts, potential conflicts, and business opportunities that are encountered through the course of an employee’s work or position
must be disclosed for review and advice. These issues will be reviewed by the President and Vice Chancellor.

2.2. Outside employment and boards of directors

ASM expects that each employee’s loyalty is to ASM and that any outside employment opportunities do not interfere or conflict with
that commitment, including the use of ASM time, resources, or assets. External work opportunities may present issues and situations
that could be a conflict of interest. Additional opportunities that may create conflicts include serving as an executive or director of
another entity.

These types of external or additional work opportunities must be disclosed in the same manner to the President and Vice Chancellor
along with other potential conflicts of interest for review and advice in advance of accepting a position.

Ethical dilemma
Q. I would like to apply for a part-time or freelance faculty position with a local college. Am | able to accept a faculty position
with another educational institution alongside my teaching role with ASM?

A. It depends. The college you apply to may be our direct competitor or there may be other conflicts such as the performance
of your duties with us. In cases such as these you should consult with the Human Resources Department, who will review the
situation and advise you.

2.3. Communications with fellow employees, students, the public and others

In the business, social and classroom environment, each of us acts as a representative of ASM. Employees are expected to demonstrate
our values, professionalism and discretion in all of these interactions. This means that we are fair, honest and thoughtful in all our
business activities and communications. We are transparent regarding our operations, compliant with the rules that govern us and
committed to our students. We are professional in our interactions and are thoroughly familiar with ASM'’s policies relating to our
individual areas of responsibility. Individuals who participate in social networking activities are expected to demonstrate our ethical
values and follow all relevant ASM policies, guidelines, and standards including our Social Media Policy and relevant sections of HR
policies. Only specifically authorised personnel may act as ASM spokespersons. This practice is designed to protect our employees and
to ensure that our communications with our stakeholders and the public are accurate and consistent. For assistance or questions
related to ASM public relations matters, please contact the President and Vice Chancellor.

2.4. Use of ASM resources

We are expected by our students, shareholders and stakeholders to safeguard and use ASM resources wisely. We use good judgment
and discretion when using ASM resources including systems, computers, telephones, internet access, email, voice mail, copiers or
other funds or property. We empower excellence in our business operations by conserving ASM resources and looking for appropriate
savings opportunities; this includes the use of resources when travelling on behalf of ASM. Minor, incidental and infrequent personal
use of ASM resources is sometimes inevitable and allowed if the cost to ASM is insignificant and the use does not deplete the value of
our assets, interfere with productivity, or create risk or liability to ASM. Please refer to the Electronic Resources Usage Policy for more
information and guidance related to use of such ASM resources.
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2.5. Gifts and entertainment

Employees who give or receive business gifts or favours, or provide or accept entertainment, should do so only when these activities
comply with the ASM Code of Conduct, are approved and appropriate and do not create an expectation or inference of an obligation.
We must not offer, provide, solicit or accept any gifts, favours or entertainment that may be intended, considered or construed as a
bribe. Any gifts that are inconsistent with these principles or our Donations and Contributions Policy should be returned, reported or
transferred in the manner described in that policy. Individuals who have any questions regarding gifts and entertainment should
contact the Human Resources Department. Employees may not use ASM funds or assets to give gifts, favours, entertainment or
services to our suppliers, customers, vendors or government officials or government employees, nor may gifts be offered or accepted
from potential or active students without the advance approval of the President and Vice Chancellor.

The following principles apply to the appropriate giving and receiving of gifts, gratuities, services or favours by employees, their
spouses or domestic partners or their immediate family members in connection with ASM and our business:
e The giving or receiving is consistent with customary business practices
e The giving or receiving cannot be construed as a bribe or payoff, the gift is legal in the country where the transaction takes
place and the gift is in compliance with the laws that apply to us
e The giving or receiving does not imply that additional business opportunities are contingent upon the gift/gratuity
e The gift, gratuity, service or favour is unsolicited, infrequent and insignificant, is intended for legitimate business purposes,
does not include cash and is nominal in value
e The gift, gratuity, service or favour fully complies with ASM’s Donations and Contributions Policy.

Ethical dilemma
Q. One of my students offered me a gift card to thank me for my recent help. She was very pleased with my assistance in
resolving her issues quickly and thoroughly. May | accept the gift card?

A. In general, employees should not accept gifts from our students or customers. Our students and customers should always
expect that they will receive excellent service. In limited situations, it may be appropriate to accept gifts that are nominal in
value and are consistent with this Donations and Contributions Policy. If you have any questions regarding this, please contact
the Human Resources Department.

3. Corporate citizenship
Key principle: We contribute to the communities in which we work and live by being good global corporate and individual citizens.

3.1. Charitable contributions

Employees may choose to contribute and participate in ASM’s charitable works and projects or may participate via private giving
choices. However, ASM resources and assets may only be committed to charitable works that are approved by ASM. Questions
regarding these matters should be discussed with the Human Resources Department.

3.2. Sustainability

We strive to conduct our operations and deliver education in an environmentally responsible manner. We have a continuing
commitment to comply with all environmental laws and regulations, and to achieve environmental excellence. Our goals are to prevent
pollution, minimise waste, lower our carbon footprint, reduce greenhouse emissions and conserve energy and natural resources.

To implement these goals, we seek to engage in sustainable business practices, including where feasible and possible the following:
e Purchase of environmentally preferable supplies and services from environmentally responsible suppliers and contractors
e  Energy efficiency and water conservation
e Recycling, reuse, use of recycled materials and use of materials from sustainable sources
e Remote working where applicable
e Environmentally-related employee education and involvement
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3.3 Lobbying and political contributions

We encourage employees to vote and to participate personally in political functions and activities of their choice. If employees choose
to participate in political activities, they must make clear that their opinions and positions are their own and not ASM’s. Additionally,
ASM resources and assets may not be used to support personal political activities. ASM funds, property or services may not be
contributed to any political party, committee or candidate for any governmental office without prior approval. Before engaging in any
contact with government officials or in any lobbying activities, including engagement of third-party consultants, employees must
contact the Human Resources Department for review and approval. ASM also participates in lobbying and political activities but will
never require employees to contribute to a ASM lobbying or political activity or candidate. When lobbying, ASM complies with all laws
and regulations that relate to these activities.

4. Integrity
Key principles:
e We abide by and comply with the laws, regulations and rules that govern us wherever we operate in the world.
e  We will not sacrifice our values or our goals for the “quick win”; we are focused on building long term success, stability, and
excellence.

4.1. Anti-corruption and anti-bribery
The precise definition of what constitutes a “bribe” varies. However, a bribe is broadly defined as offering, promising, or making a
payment of anything of value intending improperly to cause or influence the decisions of an individual, a company or a governmental
official to act in a specific way or that creates an improper advantage. Bribes are intended to influence a person’s decision; this may
mean to cause a person to act, or in some cases, to fail to act. Examples of a bribe may include:

e Contributions to charity at the direction of a person being bribed

e  Corrupt payments that are disguised as legitimate expenses

e Provision of gifts, including company promotional items

e  Giving a job to a family member

e Granting a scholarship to a family member of the person as a form of bribery

e Inappropriate rebates or discounts

o "Kickback" (defined as a seller’s return of part of the purchase price of an item to a buyer or buyer’s representative for the

purpose of inducing a purchase or improperly influencing future purchases)

e Meals, travel arrangements or other forms of entertainment

e Quid pro quo arrangements

e Personal services

If an employee has any questions regarding the Anti-Corruption and Anti-Bribery Legislation, including the United States Foreign
Corrupt Practices Act 1977 (the “FCPA”), the Criminal Code Act 1995, Corruption of Foreign Officials Act 1999, Canada (“the CFPOA”)
or similar matters, or if an employee believes that there has been a breach of FCPA or bribery laws, the matter must immediately be
reported to the Human Resources Department. Please refer to the ASM Anti Corruption and Anti Bribery Policy for more information.

4.2. Integrity of commercial transactions

We create internal control and monitoring structures to prevent and monitor questionable transactions that may be indicators of
inappropriate or illegal payments. ASM and our employees must never engage in financial activities that relate to money laundering,
funding terrorist activities or other illegal acts. Additionally, ASM will only do business with others who respect and abide by all of the
laws that govern them.

Ethical dilemma
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Q. My department has been working with several vendors to contract for human resource needs. One of the vendor’s sales

people offered to split the bonus they would get for landing our account if we choose them. | don’t believe this is the right thing
to do. What should | do?

A. You are correct that this is not the right thing to do; this type of “kickback” is not appropriate and may be illegal. You should
have a conversation with your manager regarding what has occurred as well as notifying the Human Resources Department
who can assist in reviewing the situation. You may also use any of the other reporting processes referred to in the relevant
sections of this Code.

5. Business excellence
Key principle: We are committed to providing world-class service to our students, customers, partners, shareholders and each other.

5.1. Records management

We retain and manage documents and other records in a manner consistent with ASM’s record management policies. Any personal
information held in documents and other records (in electronic or hard copy form) will be kept for as long as required by law or legal
process or as strictly necessary to fulfil the related legitimate purpose. In the event of actual or expected litigation or government
investigation, actions will be taken to preserve all relevant documents and information and suspend related destruction processes.
For more information regarding our record management policies and practices, refer to the Information Privacy & Security Policy or
the Human Resources Department.

Ethical dilemma

Q. Our department just finished a project with an external firm and a large cost was incurred. We did not budget for the correct
cost in this quarter, but have extra money in our budget for next quarter. Can we delay submitting the invoice to avoid going
over budget this quarter?

A. No. It is critical that services that have been rendered be appropriately accrued and submitted for payment in a timely
manner.

5.2. Accounting practices
We maintain appropriate internal controls in order to ensure that our financial reports, records and disclosures are complete, accurate,
and timely, and fairly reflect the transactions and activities of ASM. We retain books and records in reasonable detail and in accordance
with approved accounting policies, procedures, standards and regulations. In connection with our accounting practices, the following
apply:
e Invoices rendered by ASM accurately reflect the price and terms for products and services
e ASM retains complete and accurate accounting records, including records relating to political contributions and payments
made to government officials
e ASM maintains appropriate administrative and accounting controls to ensure that our financial and other reports are
accurate, reliable, and fully and fairly disclose pertinent information
e We do not make false or misleading entries in ASM's books and records
e We do not establish undisclosed or unrecorded bank accounts or assets
e  Payments are only made for the purpose that is described in the related supporting documents
e Payments and reimbursements are made only for legitimate business expenses that were incurred and properly documented
in accordance with ASM policies

We will never issue, offer, authorise, receive or pay a bribe. Individuals who are responsible for making or reviewing payments must
ensure that they are familiar and fully compliant with our Anti Corruption and Anti Bribery Policy. This includes not making payments
where a red flag is present or where there are concerns regarding the legitimacy and appropriateness of the payment. For additional
information related to accounting policies, please contact the ASM Finance department.
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5.3. Privacy

We are entrusted with confidential information, including personal information, from our employees, students, faculty, vendors and
others and recognise our responsibility to protect and use this information with respect and care. We protect confidential information
by designating individuals within ASM to be responsible for implementing appropriate safeguards to protect confidential information
from misuse, compromise, or loss.

These are our core privacy principles:

e We employ appropriate levels of protection necessary for the security and quality of confidential information

e Confidential information is only transferred consistently with our data protection and privacy policies and our legal and
contractual obligations

e Confidential information that we collect is retained no longer than the minimum time necessary to fulfil legitimate business
purposes or comply with statutory, regulatory or other legal requirements

e Confidential information is used for legitimate business purposes and as permitted and required by our agreements, statute
or regulations

e Our privacy policies are disclosed as required by law or regulation

Each of us is responsible for understanding ASM’s Information Privacy and Security Policy and complying with them. For additional
information related to privacy and information security, refer to the Information Privacy & Security Policy (#6751). For any questions
related to privacy matters, please contact privacy@acsenda.com.

5.4. Confidentiality and intellectual property
We are expected to preserve and protect confidential information. We take effective measures to secure and store data to protect
against the loss, misuse and alteration of the information under our control.
Confidential information includes information relating to employees, students and faculty, or ASM proprietary information.
Confidential information is information which is not publicly available and which is subject to an obligation of confidence which can
be enforced by contract obligations or by applicable laws. Confidential information may include personally identifiable information.
Examples of confidential information may include:

e Personal information

e Financial information

e  Business and marketing plans

e Academic strategy and agreements

e  Proprietary technical information and other similar information

In addition to being confidential information, this information is the property of ASM and their various stakeholders and may be
protected by intellectual property rights, patent, trademark, copyright, privacy and/or trade secret laws. Additionally, we respect the
intellectual property rights and confidential information of third parties. For additional information related to intellectual property,
refer to the Intellectual Property Rights Policy.

ASM confidential information must be used for legitimate business purposes only and be consistent with ASM policies and applicable
law. Employees are expected to maintain the confidentiality of information entrusted to them by ASM, our students, vendors and
competitors, and to prevent disclosure of this information unless the disclosure is appropriately authorised by senior management or
as otherwise legally required. An employee’s obligation to preserve and protect confidential information continues even after
employment with ASM ends.

Ethical dilemma
Q. My wife has taken a job with a local university. She works in a similar department to me and is asking about ASM’s procedures
as they may help her increase productivity at her organization. Can | share this information with her?
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A. No. The procedures you are being asked to share are ASM assets and proprietary information; therefore they should not be
released to a third party. Additionally, your wife may be working at one of our competitors so it would also be a conflict of
interest for you to share this information.

6. Respect

Key principles:
e We encourage each other to grow and excel by creating a workplace that is the job of choice.
e We embrace and support our diversity and demonstrate respect for all.

6.1. Our employment practices

We believe in treating each other fairly and with respect, and we protect and support human rights in all communities in which we
operate; we expect all of our business partners and vendors to adhere to these same standards. We will never use child labour or
forced labour, and we respect and comply with all relevant employment laws. Each of us is responsible for creating a workplace that
is safe, supportive of one another and our ethical culture, and free from abuse of any kind. ASM is an equal opportunity employer and
complies with all applicable laws in jurisdictions where we operate.

6.2. Diversity

We work in a diverse, global and ever-changing workplace and industry. We embrace this aspect of who we are and value our
differences as a source of innovation and competitiveness. We encourage our teams to understand the dynamics of their students,
customers and industry. To demonstrate our commitment to each other and our values, we expect that our employees will treat
everyone they encounter in the course of their work with dignity and respect.

6.3. Workplace safety

We are committed to providing a safe and healthy workplace and make every effort to comply with all applicable compliance
requirements related to occupational health and safety. Each of us shares the responsibility for ensuring workplace safety by taking
reasonable precautions to prevent accidents and report unsafe conditions. Employees should use common sense and sound
judgement related to actions in the workplace and when conducting ASM business. We expect that employees will not engage in risky
activities that may endanger themselves or others. If there are questions regarding the appropriate safety procedures, or if you need
to report unsafe conditions, please contact your manager or the Human Resources Department.

Ethical dilemma
Q: | overheard my co-worker use derogatory language toward another employee. What should | do?

A: Approach the employee directly and in private and ask them to stop using derogatory language. If you feel uncomfortable
doing this, contact your manager, the Human Resources Department.

Q: | noticed that the floor is often wet in the break room. I try to clean it when | can but I’'m concerned about when | am not
around. People may slip, fall and hurt themselves. What should | do?

A: We are dedicated to providing a safe work environment for staff and visitors. If you ever notice a safety issue, report it
immediately to your manager or the Manager, Facilities and Administration.

6.4. Workplace violence
We do not tolerate workplace violence. Any violent acts or threats including, but not limited to the following, will not be tolerated in
any form.

e Intimidation

e  Bullying
e Stalking
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e Verbal or physical aggression
e Threats
e Harassment
e  Retaliation
e Coercion
e Sexual harassment and misconduct

6.5. Equal opportunity, discrimination and harassment

We make employment decisions on the basis of merit and business needs, are an equal opportunity employer and comply with all
applicable employment and employment laws and regulations. We are committed to a work environment that fosters trust, creativity
and excellence. In furtherance of this goal, we promise and expect that all of our team members will treat each other, our colleagues
and our students with respect and dignity and encourage others to act similarly. We do not tolerate discrimination or harassment of
any kind. For additional information on our equal opportunity, discrimination and harassment policies, refer to the Anti-Bullying and
Discrimination Policy and Inclusion, Diversity, Equity and Accessibility Policy.

Ethical dilemma

Q: | received an email from a co-worker making fun of another employee and saying that employee only received a promotion
because he is a minority. | think the employee is a hard worker and has great ideas so he deserved the promotion. Should | do
anything?

A: Yes, we strongly recommend that you take action. Talk to your manager about the situation or the ASM Human Resources
department so the matter can be handled.

6.6. Non-retaliation
Retaliation against employees who raise good faith concerns about harassment, discrimination or other inappropriate behaviour is
prohibited. This also applies to employees who have provided information during an investigation, inquiry or audit. Retaliation can
include, but is not limited to:

e Dismissal from employment

e Demotion

e Loss of salary or benefits

e Transfer or reassignment

e Denial of promotion

e  Spreading malicious rumours concerning another individual

e Committing acts of discrimination or harassment

e Disparaging the work or character of an individual

e  Bullying or intimidating an individual

ASM is committed to protecting employees from retaliation and will ensure that reports of retaliation are thoroughly and promptly
reviewed and that appropriate corrective action is taken. If an employee feels that he or she has been subject to retaliation, the
employee is encouraged to immediately report his or her concerns to:

e Any member of management, or

e Human Resources

The expectation is that individuals who report concerns do so in good faith. Making a report in good faith means that the information
that is being reported is true to the best of the individual’s knowledge and includes information that the person reporting considers
relevant.
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7. Assistance and reporting concerns
Key principle: We take responsibility for our mistakes and learn from them in order to continuously grow and improve.

7.1. Asking questions or reporting concerns

ASM is committed to providing resources that assist employees in understanding their compliance obligations and to providing
coaching and guidance on ethical issues that may arise. The Human Resources representative works with employees, managers and
others to answer any questions related to this Code or other ASM policies. If there is any reasonable suspicion that there has been a
breach of our Code, or a law or regulation, or if an individual has witnessed what is believed to be illegal or unethical behaviour in our
workplace, employees have a responsibility to report this promptly. Typically, the manager or a member of the leadership team is the
most appropriate person to talk to about any questions or concerns. If the manager is not able to resolve the question or concern, or
if talking to them would be inappropriate based on the situation being dealt with, issues related to breaches of this Code, laws or
regulations may be reported to the Human Resources department: hr@asm.com.

Related legislation
e  Provincial Personal Information Protection Act (PIPA)
e Federal Personal Information Protection & Electronic Documents Act (PIPEDA)

Related Policies

Policy Number Policy Title

3014 Donations and Contributions

6751 Information Privacy & Security

6772 Intellectual Property Rights

HR Anti Corruption and Anti Bribery Policy
Responsibilities
Managers

e Lead by example by upholding and promoting the standards outlined in this Code.

e  Ensure that team members are aware of and understand the Code and related policies.

e Provide guidance and support to employees in resolving ethical dilemmas and compliance concerns.

e Foster an open environment where employees feel comfortable raising questions or reporting concerns without fear of
retaliation.

e Report any breaches or suspected breaches of this Code to the Human Resources Department promptly.

Human Resources Department
e Provide advice, resources, and training to ensure understanding and consistent application of this Code.
e Investigate reported concerns promptly, fairly, and confidentially, ensuring appropriate corrective action where necessary.
e  Maintain records of reported breaches and outcomes in accordance with privacy and record management requirements.
e Update and communicate changes to this Code and related policies as required.
e Support managers and employees in creating and maintaining a respectful, safe, and inclusive workplace.

President and Vice Chancellor
o Demonstrate leadership in upholding the ethical values and principles of ASM.
e Approve and oversee the implementation of this Code and ensure resources are allocated to support compliance.
o Make final decisions regarding potential or actual conflicts of interest, external work opportunities, and other matters
requiring executive-level review.
e Report to the Governing Council on significant breaches, trends, or issues related to ethical conduct at ASM.
e Promote a culture of integrity, accountability, and continuous improvement across the institution.
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