
Code of Conduct of the 
TIMETOACT GROUP
The companies of the TIMETOACT GROUP claim to be modern 
and sustainable companies that provide excellent services and are 
committed to the basic values of society. The TIMETOACT GROUP is 
responsible for creating and maintaining a corporate culture in which 
the relevant legal provisions and regulations as well as ethical princi-
ples are observed to the best of its ability.

Due to the multitude of laws and regulatory requirements, it is hardly 
possible to offer a ready-made solution for every conceivable situa-
tion. However, in order to ensure as far as possible that actions are 
carried out in accordance with laws and ethical values, the compa-
nies of the TIMETOACT GROUP have formulated this Code of Con-
duct. It defines the general standards for behavior in business, legal 
and ethical respects and is authoritative for dealing with colleagues, 
customers and business partners.

The Code of Conduct is addressed to all employees of the compa-
nies of the TIMETOACT GROUP, including the management. Consis-
tent compliance with this Code of Conduct is expected from each 
individual. 

This Code of Conduct must be complied with even if the applicable 
laws or regulations are less far-reaching. At the same time, it cannot 
be ruled out that stricter laws and regulations may apply than those 
set out in this Code of Conduct. In this case, these stricter laws and 
regulations take precedence.

The companies of the TIMETOACT GROUP already thank their emp-
loyees for their cooperation in complying with this Code of Conduct. 
Only in this way can we meet our own high standards in our dealings 
with each other and with customers and business partners. In this 
way, each individual employee contributes to ensuring the basis for 
a successful future for the Group companies.
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1. Human Rights

TIMETOACT GROUP is committed to the princi-
ples of the United Nations Universal Declaration 
of Human Rights and expects that suppliers and 
business partners also share these values and 
commit to their observance.

The rights to freedom of association and collec-
tive bargaining in accordance with applicable 
rights and regulations are granted without excep-
tions. Inhumane practices such as forced labor, 
child labor, all forms of modern slavery and hu-
man trafficking as well as any form of exploitation 
are prohibited at TIMETOACT GROUP and strict 
compliance with corresponding laws is ensured.

2. Subject-Specific Regulations

2.1 Fair Competition
The companies of the TIMETOACT GROUP have 
a great interest in complying with the respective 
applicable antitrust and competition regulati-
ons, because non-compliance can have serious 
consequences for the companies. In particular, 
fines or other forms of monetary penalties can be 
imposed on the affected company, agreements 
can be invalid, third parties can possibly claim 
damages, and there is a risk of damage to reputa-
tion and negative press if legal violations become 
public.

In order to avoid damage to the companies of the 
TIMETOACT GROUP through antitrust and com-
petition violations, the following must therefore be 
observed in particular:

The conclusion of agreements of any kind or 
concerted practices (e.g. an informal cooperation) 
with competitors or with customers, which aim to 
restrict competition or which have an anti-compe-
titive effect, are considered violations of antitrust 
law. In individual cases, business discussions with 
competitors may also already be considered or 

interpreted as violations of antitrust law. This may 
be the case in particular in the case of

• Agreements to fix or control prices (e.g  
   minimum prices, minimum charges, or  
   discounts);
• Exchanges of information on prices, conditions  
   of sale, discounts and sales promotion  
   measures;
• Agreements on territorial division of markets;
• specific invitation to bid;
• Agreements on the allocation of customers;
• Agreements to restrict production or sales of  
   products;
• Agreements to boycott certain business  
   partners or customers;
• Agreements on vertical restraints (e.g.  
   prohibition of passing on discounts).

If a business-related discussion is held with a 
competitor on one or more of the above topics, 
employees should not participate in the discus-
sion or should leave the meeting, as meetings 
of this nature may constitute or at least indicate 
anti-competitive cooperation.

2.2 Insider Trading
In the course of their work, employees and ma-
nagement may become aware of information that 
is not publicly known and that is of significance 
for trading in securities. Exploitation of this in-
formation may constitute insider trading. Insider 
trading is the unlawful use or disclosure of insider 
information.

Insider information is concrete information about 
circumstances that are not publicly known, that 
relate to an issuer of insider securities (financial 
instruments of any kind, such as shares, bonds, 
warrants and derivatives) or the insider securities 
themselves, and that are of such importance that 
they can significantly influence the decision of 
investors when buying, selling and holding secu-
rities.
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In particular, the following information may cons-
titute inside information:

• Takeover bids
• Research success of the company
• introduction of new products
• unexpected increase in profits or large orders
• unexpected collapse in profits
• insolvency application due to insolvency or  
   overindebtedness
• company mergers
• personnel changes
• planned initial public offerings
• change in company management

The applicable regulations on insider trading are 
complex. Even the suspicion of a violation of the 
laws and regulations on insider trading carries the 
risk of reputational damage. In addition, insider 
trading may be punishable by law.

Employees may therefore not:

• acquire or dispose of insider securities for their  
   own account or for the account of other  
   persons using insider information,
• disclose or otherwise make available insider  
   information of which they have knowledge to  
   other persons without authorization, or
• recommend the acquisition or sale of insider  
   securities to other persons or induce other 
   persons to trade in insider securities on the  
   basis of your insider information.

Employees must ensure that insider information 
is only ever passed on internally to those persons 
who are authorized to take note of it and who 
require the insider information for their work.

2.3 Data Protection
Data protection serves the individual‘s right to 
informational self-determination, i.e. the right 
of every person to determine for themselves 
how their personal data, such as name, pos-

tal address, e-mail address, telephone number, 
financial circumstances, etc., are disclosed and 
used. Data protection is necessary to prevent the 
violation of basic personal rights.

The companies of the TIMETOACT GROUP give 
high priority to the protection of personal data. 
Therefore, the companies of the TIMETOACT 
GROUP generally do not process (i.e. collect, 
store, modify, transmit, block, delete, etc.) or use 
personal data unless full compliance with ap-
plicable law has been ensured in advance. The 
handling of personal data must be transparent for 
the data subject. The right of the data subject to 
be informed about the handling of the personal 
data and to demand any necessary correction 
of the data must also be guaranteed. The same 
applies to the right of the data subject to object 
to the processing of personal data if the legal 
requirements are met, or to demand the deletion 
or blocking of personal data.

Employees may only process personal data that 
has been disclosed to them or to which they 
have access within the scope of their work for a 
TIMETOACT GROUP company if there is a legal 
basis for doing so (which may include the ne-
cessity of the storage or use for the purpose of a 
contractual relationship, or, in the case of emp-
loyee data, the necessity for the establishment, 
implementation or termination of the employment 
relationship) or with the consent of the person 
concerned. This also applies when personal data 
is exchanged between companies of the TIME-
TOACT GROUP.

Employees can find out which concrete standards 
and requirements the applicable law sets for the 
use of personal data in their area of responsibility 
from the respective data protection officer of the 
respective company.
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2.4 Protection of intellectual property (e.g. co-
pyright, trademark, design, patent rights)
Unauthorized use of the intellectual property 
rights of third parties is prohibited and will not be 
tolerated by the TIMETOACT GROUP companies. 
In particular, copyright laws prohibit the repro-
duction, performance, distribution, licensing, or 
display of copyrighted works without the prior 
permission of the copyright owner. Permission 
from the copyright owner is also required for the 
creation of derivative works. Trademark laws 
protect names, logos, and other corporate identi-
fiers.

Employees must ensure that an agreement is 
in place with the rights holder when using their 
intellectual property. Therefore, in case of uncer-
tainty and especially before using a name, logo 
or other trademark in business transactions, they 
should consult with the respective rights holder.

2.5 Compliance with anti-money laundering 
laws
The Company is obliged to comply with the appli-
cable anti-money laundering laws. According to 
these laws, there is, among other things, an obli-
gation to identify the contracting party, to choose 
permissible forms of payment and to determine 
how possible money laundering transactions can 
be detected.

Employees should immediately report any su-
spicion of money laundering to their responsible 
supervisor or a member of the management. 
They should pay particular attention to transac-
tions that come to their attention because of an 
unusually large amount of cash. The same ap-
plies if they notice transaction structures to avoid 
reporting obligations or to circumvent proper 
accounting.

2.6 Accounting and documentation
The companies of TIMETOACT GROUP claim that 
all business books, records, accounts and other 

documents (hereinafter „documentation“) rele-
vant for accounting purposes meet the highest 
standards of accuracy and reliability. The Compa-
nies shall maintain documentation that accurately 
identifies all transactions, thus enabling financial 
statements to be prepared in accordance with 
applicable law and relevant general principles of 
proper accounting.

If the activity of the respective employee involves 
the documentation of the financial transactions of 
the Company, then he/she shall ensure that these 
principles of conduct are complied with. In this 
context, the knowing misrepresentation or omis-
sion of material facts constitute violations of law. 
The same applies to intentionally causing others 
to misrepresent or omit material facts.

To the extent that accounting duties are part of 
an employee‘s responsibilities, the employee is 
expected to be familiar with all financial and ac-
counting policies, as amended from time to time, 
and to be alert for violations of the same. In this 
case, the employee is responsible for ensuring 
that all cash, bank accounts, and other assets are 
accurately and timely accounted for in the official 
books; obtaining or preparing false invoices or ot-
her misleading records; and making payments to 
unknown bank or numbered accounts are strictly 
prohibited. Permanent access to all documents 
must be ensured. A signed receipt or compara-
ble document must be provided in the event of a 
cash payment. The employees concerned must 
always cooperate with the auditors of the respec-
tive companies.

2.7 Dealing with the media
The reputation of the TIMETOACT GROUP com-
panies depends to a large extent on their external 
presentation and impact, and in particular on their 
dealings with the media. For the image of the 
companies in public, it is therefore indispensable 
to present a uniform image to the outside world 
and to provide truthful information.
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All inquiries from the media must therefore first 
be passed on to the relevant management. Em-
ployees are not permitted to make written or oral 
statements to media representatives on behalf of 
or about a Group company without the prior con-
sent of the respective company.

Publications, presentations and interviews that 
refer to the TIMETOACT GROUP as a whole or to 
one or more individual companies should also be 
discussed with the respective management of the 
employee in order to maintain a consistent public 
image.

3. Conduct in the workplace and in the busi-
ness environment

3.1 Drugs and Alcohol
Drug and alcohol abuse pose a serious threat to 
society, especially to the safety, health and pro-
ductivity of its employees.

Therefore, the companies of the TIMETOACT 
GROUP do not tolerate the possession, consump-
tion and procurement of drugs in spatial or tem-
poral connection with the work performance of 
their employees. The term „drugs“ refers to sub-
stances whose possession, consumption, procu-
rement or attempted procurement is prohibited 
or permitted only in a restricted manner in accor-
dance with locally applicable laws. In particular, 
employees being under the influence of drugs 
during working hours will not be tolerated.

Alcohol consumption in spatial or temporal con-
nection with the employees‘ work performance is 
possible in exceptional cases.

3.2 Discrimination and Harassment-Free Work-
place
All employees, customers and business partners 
have the right to fair, respectful, dignified, cour-
teous and indiscriminate treatment. We are com-
mitted to this principle and want to guarantee this 

right in our companies.

The companies of the TIMETOACT GROUP ob-
serve the principles of equal opportunities in the 
workplace. Personnel decisions (e.g. regarding 
recruitment, selection, training, promotion and re-
muneration) are based on qualifications, experien-
ce and other work-related criteria. The companies 
of the TIMETOACT GROUP do not discriminate on 
the basis of gender, race, ethnic origin, religion or 
ideology, disability, age or sexual orientation.

It is the responsibility of the TIMETOACT GROUP 
companies to uphold the right of employees to a 
working environment free of sexual harassment 
or other impermissible discrimination. Any form of 
sexual harassment or other inadmissible discrimi-
nation based on gender, race or ethnic origin, reli-
gion or world view, disability, age or sexual orien-
tation will not be tolerated and must be avoided.

Sexual harassment is unwanted, sexually expli-
cit conduct, including unwanted sexual acts and 
requests for such acts, sexually explicit physical 
touching, remarks of a sexual nature and unwan-
ted display and visible placement of pornogra-
phic images, which has the purpose or effect of 
violating the dignity of the person concerned, in 
particular when an environment of intimidation, 
hostility, humiliation, degradation or insult is crea-
ted. Sexual harassment is unlawful. Examples of 
unlawful sexual harassment include:

• Solicitation of sexual acts or an offer of same  
   for benefits in the workplace;
• cornering, patting, pinching or touching or other  
   unwanted physical contact of a sexual nature;
• Public speculation about or repeated inquiries  
   about a person‘s sex life;
• Jokes, remarks or innuendos of a sexual nature  
   about a person or men and women in general;   
   or
• Visibly displaying pornographic images in the  
   workplace.
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Examples of other unlawful discrimination prohi-
bited because of reference to sex, age, racial or 
ethnic origin, religion or belief, disability or sexual 
orientation include:

• Threats or insinuations that continued  
   employment is contingent upon toleration of  
   certain conduct;
• Forcing an employee to engage in degrading or  
   humiliating acts, such as harassment because  
   of sexual orientation

In the event that an employee has been sexually 
harassed or discriminated against in any other 
unacceptable way, he/she should report this 
to the company‘s management, the local Hu-
man Resources department or the TIMETOACT 
GROUP Improvement Officer. For this purpose, 
the TIMETOACT GROUP also provides the possi-
bility to submit corresponding reports via online 
form (see also section 5.2 of this Code of Con-
duct).

The TIMETOACT GROUP assures all employees 
that complaints will be treated as confidentially 
as possible and that no employee will suffer dis-
advantages due to a report, provided that there 
is no abuse by the employee.

It is the responsibility of the companies of the TI-
METOACT GROUP to take all reasonable precau-
tions to prevent all types of sexual harassment 
and other impermissible discrimination and to 
take immediate action if they are informed of any 
impermissible discrimination.

TIMETOACT GROUP companies reserve the right 
to take disciplinary action against employees 
who treat or harass other employees, customers 
or business partners in an unacceptable manner. 
The disciplinary measures may also consist of the 
issuance of an ordinary or extraordinary notice of 
termination.

3.3 Dealing with property and rights of the  
company
Internet, intranet and e-mail communication are 
essential tools in the context of daily work.

Inappropriate use of the Internet, intranet, e-mail 
or computer systems is not permitted. Inappro-
priate uses include, but are not limited to, unaut-
horized access to another user‘s e-mail account, 
unauthorized transmission of secret or confi-
dential information, sending offensive materials 
or messages, transmitting materials that infringe 
third-party copyrights, and other illegal or unet-
hical activities. Each employee will ensure that he 
or she follows all internal regulations regarding 
the use of information and communications tech-
nology.

3.4 IT-Security
The activities of the TIMETOACT companies de-
pend to a considerable extent on the functionality 
of the IT systems. This is because the handling 
of business processes is no longer conceivable 
without these technical facilities. The employees 
are obliged to follow all corresponding security 
guidelines.

3.5 Utilization of operating resources
The companies of the TIMETOACT GROUP pro-
vide all the equipment and resources needed to 
perform their tasks efficiently and rely on their 
employees to use the resources provided respon-
sibly and, in particular, not wastefully.

3.6 Retention of documents and records
In order for TIMETOACT GROUP companies to 
comply with their legal and regulatory retention 
obligations, employees are required to properly 
and carefully store documents and records within 
their area of responsibility. They are also respon-
sible for the completeness of documentation and 
must have knowledge of data storage and ret-
rieval regarding the documents and records for 
which they are responsible.
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Employees are also required to be aware, for 
their area of responsibility, of which documents 
and records must be retained and in what form 
(e.g., original or electronic) and for how long. The 
destruction or modification of documents and 
records that must be kept before the expiration of 
the retention period can significantly complicate 
or hinder investigations, (tax) audits and the suc-
cessful execution of legal proceedings and there-
by cause considerable damage to the companies 
of the TIMETOACT GROUP.

3.7 Confidential information
The companies of the TIMETOACT GROUP ent-
rust their employees with numerous pieces of 
information every day in the course of their work 
and tasks. Information that is marked as confi-
dential information or is recognizable as such 
(„Confidential Information“) must be protected 
and kept secret. The same duty of secrecy ap-
plies to information that has been disclosed to 
the respective TIMETOACT GROUP company by 
business partners under an obligation of confi-
dentiality.

In order to protect the Confidential Information, 
employees are obliged to observe the following:

• Confidential information may not be disclosed  
   to others inside or outside the Company (inclu- 
   ding colleagues or family members), either  
   during or after termination of employment with  
   the respective Company, unless this is neces- 
   sary to perform work for the Company.
• Confidential Information may not be discus- 
   sed (in person or by telephone) in public places  
   (entryways, hallways, public transportation, pu- 
   blic places, restrooms, etc.) where a conversa- 
   ntion may be overheard.
• Documents containing Confidential Information  
   must be stored in such a way as to prevent un-
   authorized persons from viewing them.
• Particularly in the case of visitors, care must be  
   taken to ensure that they do not gain access to  

   documents of the TIMETOACT GROUP compa- 
   nies. Therefore, visitors are generally not all- 
   owed to stay unaccompanied in the business  
   and office rooms of the companies of the  
   TIMETOACT GROUP.
• Confidential information is to be sent via suita- 
   ble means of communication which guarantee  
   the confidentiality of this information.

3.8 Gifts and gratuities
The companies of the TIMETOACT GROUP claim 
to guarantee transparency in dealing with custo-
mers, business partners and authorities. Interna-
tional standards for fighting corruption as well as 
national and local regulations for fighting corrup-
tion and bribery are to be complied with.

Personal or own financial interests must not in-
fluence business decisions. Therefore, all situa-
tions in which personal or own financial interests 
conflict with the interests of the companies of 
the TIMETOACT GROUP or of third parties are to 
be avoided. If such conflicts of interest exist, the 
further procedure is to be coordinated with the 
direct superior.

Employees may not solicit, request or demand 
benefits of any kind (such as gifts, other gratui-
ties or invitations, personal services or favors) for 
themselves or for any other person or entity in 
return for performing official acts.

Benefits of any kind are to be rejected if the emp-
loyee is aware that by accepting the benefit and/
or the grantor of the benefit is violating laws and/
or guidelines or directives of the company where 
the employee is employed. In addition, benefits 
of any kind are to be rejected if their intrinsic 
value could influence the employee‘s decision or 
even create the impression of influence. In case 
of doubt, the benefit granted must be returned. If 
this appears to be impolite, the further procedure 
is to be coordinated with the direct superior. If 
the return of the granted advantage is not possi-
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ble, the TIMETOACT GROUP company will initi-
ate the utilization for the benefit of a non-profit 
organization.

By way of exception, invitations to events or 
business meals may be accepted by employees, 
provided that they are issued voluntarily, are 
made for the purpose of a business exchange on 
professional topics, do not take place unreaso-
nably frequently and the value of the invitation 
does not exceed the scope of what is customary 
and reasonable in relation to the occasion. The 
assessment of the question of appropriateness 
is determined by customary business practice, 
whereby a value of approximately EUR 100.00 is 
considered as a guideline.

The assumption of travel and accommodation 
costs by third parties is not permitted, unless it is 
an event in which the TIMETOACT GROUP com-
pany is actively involved (e.g. as a speaker) or this 
is expressly approved by the respective superior 
before the start of the trip.

A voluntarily granted promotional and occasional 
gift may be accepted, as long as its value is wit-
hin the scope of what is reasonable. The assess-
ment of the question of appropriateness shall be 
determined in accordance with standard business 
practice, whereby a value of approx. EUR 100.00 
shall be regarded as a guideline.

The receipt of invitations to events or business 
meals as well as promotional and occasional gifts 
must be disclosed and documented insofar as 
the aforementioned orientation value limits are 
exceeded.

If employees purchase goods or services from 
business partners for private purposes, the cus-
tomary market price must be paid. If customary 
market discounts are granted, these may be 
used.

Gifts and benefits to business partners may also 
only be granted in an appropriate amount and 
within the scope of ordinary business activities. 
It is prohibited to promise or grant third parties 
payments, benefits or monetary advantages in 
order to obtain orders or advantages for the com-
panies of the TIMETOACT GROUP or other per-
sons. Already any appearance of a corresponding 
influence is to be avoided.

3.9 Dealing and cooperation with public authori-
ties Public clients
The companies of the TIMETOACT GROUP want 
to cooperate with the state authorities in a trus-
ting manner on the basis of the applicable law. 
Therefore, all lawful orders of state authorities are 
to be complied with, while at the same time the 
legal rights of the company are to be exercised.

In the ordinary course of business or in the con-
text of a formal official investigation, represen-
tatives of the authorities or public officials may 
address specific inquiries to the companies of the 
TIMETOACT GROUP. If an employee is confronted 
with official inquiries or investigative actions, he 
is obliged, unless there are compelling reasons 
to the contrary, to always and immediately invol-
ve the management of the company of which he 
is an employee and to behave in a cooperative 
manner.

4. Conflict of Interest

Conflicts of interest may cast doubt on the quality 
of business decisions made and on the integrity 
of the persons making such decisions. Conflicts 
of interest, or even the appearance of them, must 
be avoided at all times. If such conflict avoidan-
ce is not possible, it must be dealt with actively, 
openly and honestly. In the event of potential 
conflicts, employees are encouraged to actively 
approach their supervisor and agree on how to 
proceed. In particular, the following conflicts of 
interest must be avoided:
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4.1 Secondary employment
The taking up of any secondary employment 
is subject to the provisions of the employment 
contract. If the employment contract does not 
contain any provisions regarding secondary 
employment, the employee is required to obtain 
the written consent of the Human Resources 
Department responsible for him/her. The Human 
Resources Department will approve a secondary 
activity if such activity does not conflict with the 
legitimate business interests of the TIMETOACT 
GROUP companies and can be shown to have 
no influence on the activity for the TIMETOACT 
GROUP companies.

Employees of the TIMETOACT GROUP companies 
are not permitted, without approval, to take on a 
leading position (e.g. as managing director, mem-
ber of the Executive Board, Supervisory Board or 
Advisory Board) at another company, if this other 
company is either in competition with a TIMETO-
ACT GROUP company or does business with a 
TIMETOACT GROUP company.

4.2 Political Activities
The commitment and support for political par-
ties in the name of one of the companies of the 
TIMETOACT GROUP, as well as donations or other 
contributions in the form of monetary benefits or 
non-cash assets in the name of the TIMETOACT 
GROUP, require their approval. The same applies 
to any organization of political events on the 
company premises or in the business premises of 
a company of the TIMETOACT GROUP.

Employees are of course free to engage in private 
political activities, as long as they do not act as 
employees or representatives of a company of 
the TIMETOACT GROUP. If the interests of a com-
pany of the TIMETOACT GROUP are affected by a 
political commitment, their prior consent must be 
obtained.

5. Implementation of the Code of Conduct

5.1 Questions and Comments
This Code of Conduct cannot provide detailed 
behavioral guidance for every individual situa-
tion. Additional regulations and guidelines of the 
TIMETOACT GROUP companies provide further 
assistance to employees. The application and 
implementation of the standards set out in this 
Code of Conduct and in the other internal behavi-
oral guidelines in everyday business may require 
clarification in some cases.

In case of uncertainty about proper conduct, em-
ployees are encouraged to contact their supervi-
sor or the responsible management.

5.2 Reporting violations („whistleblowing“)
If an employee becomes aware of any conduct 
that violates the accounting, financial and ban-
king rules contained in this Code of Conduct or 
other laws and regulations and/or constitutes a 
criminal offense (e.g., bribery offenses, prohibited 
insider trading, environmental offenses) („Violati-
on“), he or she should inform his or her supervisor 
or a member of management or another appro-
priate person of the Company.

In the case of employees who hold the position of 
executive officer, chief financial officer, principal 
accounting officer, controller or similar position, 
the term „violation“ also refers to conduct that 
otherwise violates provisions of this Code of Con-
duct.

An online form is also available for notices, which 
employees can use to find more details on the 
intranet. The identity of the person submitting the 
report should be disclosed. Although anonymous 
reports are generally not welcome, they will also 
be noted and investigated.

Employees should cooperate with any investiga-
tion of an alleged violation. If, as a result of the 
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investigation, it becomes clear that there has 
been a relevant violation, labor sanctions will be 
imposed on the person who committed it (and, if 
applicable, on his or her supervisor). The sancti-
ons may consist, in particular, in a warning or the 
issuance of an ordinary or extraordinary dismis-
sal.

The companies of the TIMETOACT GROUP en-
sure that the identity of a contributing employee 
- as far as known to the company and as far as 
legally permissible - is treated confidentially. 
Reported violations will initially be made availa-
ble exclusively to the Improvement Officer. The 
Improvement Officer will examine the allegations 
and, if necessary, conduct further investigations. 
If suspicions are substantiated, the Improvement 
Officer will inform the management. In the fur-
ther course of the investigation, it may become 
necessary to disclose the identity of a coopera-
ting employee to persons involved in the further 
investigation, in particular also to investigating 
authorities. The same applies to possible subse-
quent legal proceedings. If a cooperating emp-
loyee has reservations about such disclosure, he 
or she must state this when reporting the viola-
tion. A corresponding note will then be included 
in the system.

TIMETOACT GROUP companies will ensure that 
no action is taken against an employee for repor-
ting a violation or cooperating in an investigation, 
provided there has been no abuse by the emp-
loyee.

The companies of the TIMETOACT GROUP will 
observe the applicable data protection regula-
tions, in particular the rights of the cooperating 
employee and the accused. Information will only 
be used for the purpose of investigation and pos-
sible punishment of violations.

The accused will be informed of any allegations 
concerning his or her person as soon as this no 

longer jeopardizes the investigation. Data that 
is no longer required will be deleted within two 
months of the conclusion of the investigation.

5.3 Part of the employment relationship
This Code of Conduct is part of the employment 
relationship and is indispensable for the business 
operations of the TIMETOACT GROUP compa-
nies. Violations of binding regulations of this 
Code of Conduct cannot and will not be tolera-
ted. Failure to read or acknowledge this Code of 
Conduct does not release employees from their 
responsibility to comply with it.

Depending on the severity, violations of this Code 
of Conduct may lead to consequences under la-
bor law, up to and including extraordinary termi-
nation of employment. If a violation of this Code 
of Conduct also constitutes a violation of applica-
ble law, then claims for damages and/or criminal 
prosecution may also be threatened.

In view of the above, the companies of the  
TIMETOACT GROUP call upon employees to act 
responsibly and to follow this Code of Conduct 
for their own benefit and for the benefit of all 
companies of the TIMETOACT GROUP.


