
Integrity
o u r  c o d e  o f  business conduct



table of  contents 3	A bout this code

4	O ur Core  values

5	 what you can expect 
	 from Glatfelter

5	 what the company  
	 expects of you

6-7	 employment  issues
	E qual Employment Opportunity
	 Harassment
	S olicitation and Distribution of Materials in the  
	    Workplace
	E mployee Privacy
	I ndustrial Safety and Health
	D rug- and Alcohol-Free Workplace

8	 conflicts  of interest
	I nsider Information
	O utside Interests

8-9	g ifts and gratuities
	 Giving Gifts
	R eceiving Gifts
	M eals and Entertainment
	 Government Officials or Employees

10-11	 computer soft ware, internet use
	 and e-mails
	S oftware
	T elephone, Internet and E-mail
	W eblogs and Chat Rooms

12-13	 antitrust  and competition
	C onsequences of Antitrust Violations

14	 accuracy  of records

14	 confidentialit y

15	 intellectual  property
	T rade Secrets
	P atents
	C opyrights

16	 environmental  policy

16	g overnment  procurement

17	P olitical contributions 
	 and public expression

18-19	 import/export controls  and embargoes
	B oycotts
	C hild and Forced Labor

20-21	 reporting  procedure
	C onsequences of Failure to Report

22	 other workplace  issues

23	g uidelines for participation 
	 in government investigations



Your rights as an employee and the Company's rights as an 
employer are governed by the laws of the country where you 
are employed, the work rules of your business unit and your 
individual written employment contract, if any.  This Code is 
intended to clarify the Company's rights and expectations as 
an employer, but does not add to or subtract from employee 
rights or in any way create any contractual employment 
rights for employees.  In the United States and many 
other countries, employment by Glatfelter is employment 
at will.  This means that you have the right to terminate 
your employment at any time and for any reason, and the 
Company may exercise the same right, subject to applicable 
law or existing contract rights.  Where local country laws 
pertaining to employment contain requirements that differ 
from the provisions of this Code, those country laws prevail 
for an employee while working in that country.

In unusual circumstances, an employee may seek approval 
of actions that otherwise would not be compliant with this 
Code.  Approval of any action that is not compliant with 
this Code must be sought in advance and may be granted 
only by the Chief Executive Officer or General Counsel of 
the Company.  Waivers of this Code for individual members 
of the Board of Directors or for executive officers of the 
Company may be granted only by the Board of Directors 
or a responsible Committee thereof, and must be promptly 

disclosed to shareholders.  When a waiver is granted, the 
Board or responsible Committee shall ensure that appropriate 
controls are in place to protect the Company and its 
shareholders.

This Code and its terms may be modified or eliminated at 
any time by the Company.  Directors, officers and employees 
and other representatives of the Company are responsible for 
being familiar with its contents.  The most current version of 
this Code is available on the Glatfelter website.  This Code 
does not include all of the policies of the Company and only 
summarizes the provisions of Company policies for those 
issues included in this Code.  Employees should contact 
their local Human Resource representative for copies of the 
applicable Company policies for the topics covered in this 
Code.
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Dear Glatfelter PEOPLE,

The Company recognizes that Glatfelter PEOPLE are citizens of many countries and that its operations are subject 
to many different laws, customs, and cultures worldwide.  The policies in this Code of Business Conduct apply 
across Glatfelter, in all businesses and in all countries.  Regardless of country or culture, Integrity and the other 
core values discussed in this Code of Business Conduct are key elements in every aspect of how we do business 
worldwide, and are vital to achieving our Vision to become the global supplier of choice in Specialty Papers and 
Engineered Products.  We regard honesty, fair dealing and ethical business practices as paramount in doing busi-
ness around the world.  All directors, officers and employees and all representatives, including all agents, consul-
tants, independent contractors and suppliers of Glatfelter, are responsible for complying with all applicable laws 
and regulations in the countries in which the Company does business and for knowing and complying with this 
Code of Business Conduct and other policies of the Company.  No person should compromise accepted stan-
dards of ethical behavior even if doing so is intended to help improve our financial performance.  It is vital that 
we never lose sight of the fact that how we attain our goals is just as important as our actual achievements.

Glatfelter provides this Code of Business Conduct to its employees worldwide for their guidance in recognizing 
and resolving properly the ethical and legal issues they may encounter in conducting the Company's business.  
Your business unit or country may have policies and practices that require more of you than required by this 
Code; the same may be true of your country's law.  In all of those instances, you must follow the stricter policy, 
practice or law.  Think of this Code as a baseline, or a minimum requirement, which must always be followed 
unless doing so would violate local law.  If there is an instance where applicable local law conflicts with this Code, 
but that law permits different alternatives, you must choose the one most closely aligned with the Code require-
ment.  If in doubt, contact the Company for guidance.  At the end of this Code you will not only find a procedure 
to help you resolve ethical questions, but also a list of contacts to go to for answers and help, including a toll-free 
number that gives you access to an independent Integrity Helpline.

Glatfelter’s reputation is in the hands of all of us.  Let us continue to demonstrate integrity and honesty — the 
hallmarks of the way Glatfelter PEOPLE conduct Company business.  The first step in making this commitment is 
to carefully read this Code of Business Conduct and follow the procedures described.  

On behalf of the Glatfelter team, I thank you for your continued dedication and efforts.

George H. Glatfelter, II
Chairman and Chief Executive Officer

about  th is  Code



The commitment of Glatfelter to conduct its business in the 
most ethical manner is steadfast.  All employees and repre-
sentatives of the Company must demonstrate integrity and 
adherence to the standards contained in this Code in both 
their internal and external business transactions.  In addition, 
Glatfelter recognizes the need for employees to have a variety 
of options to raise any concerns  regarding the Company’s 
operations or specific employee conduct and has provided 
options for employees to ask questions or report good faith 
suspected violations of applicable laws, Company policies or 
this Code.  

One option for employees to confidentially report suspected 
violations of this Code is the Integrity Helpline (800-346-
1676), which is operated by an independent service provider.  
Employees worldwide can take advantage of this service that 
offers anonymous reporting.  Calls are neither tape-recorded 
nor traced.  The caller can voice concerns or suggestions in 
his or her native language and the Integrity Helpline service 
center will notify Glatfelter of this call.  The caller will be 
given a reference number and advised when to call back to 
the Helpline to inquire about the status or resolution of the 
matter.

Other options for an employee to raise concerns, ask ques-
tions or report suspected violations are for the employee 
to talk to his supervisor or call the Company’s Legal 
Department, Human Resources Department or any of the 
other contacts listed on the insert to this booklet. 

Each employee, consultant and agent of Glatfelter is respon-
sible for reading and understanding the content of this Code 
of Business Conduct.  Questions regarding the Company 
policies included in this Code may be addressed to your local 
Human Resources representative.  Employees may report vio-
lations, raise concerns or ask questions by contacting any of 
the contacts listed on the insert to this booklet.

Whether a concern is raised through 
the Integrity Helpline or some other 
method, the report will be handled in a 
confidential manner, consistent with any 
legal requirements and the Company’s 
need to investigate, report and correct any 
misconduct.  In addition, it is Glatfelter’s 
policy that retaliation against any 
employee who, in good faith, reports a 
suspected violation of law, Company policy 
or this Code, will not be tolerated.

These are the values that form Glatfelter.  They make us who 
we are and guide us in how we can recognize our Vision.  

Integrit y

We act ethically and responsibly in all of our business 
endeavors, all the time.  

Financial  D iscipl ine

We are responsible for the prudent management of the 
resources entrusted to us and for the generation of financial 
value for all constituents.  

Mutual  Resp ec t

We treat each other with honesty and respect.  We recognize 
that what we have and what we will achieve is through 
the efforts of our employees.  We will strive to provide 
employees with rewarding challenges and opportunities for 
advancement.  

Customer Fo cus

We are dedicated to understanding and anticipating the needs 
of our customers and helping them to achieve their business 
objectives.  

E nvironmental  Resp onsibi l it y

We recognize that our operations and products can have 
significant and long-term impacts on the environment and 
our communities.  Therefore, we are committed to continuous 
improvement in not only our products but, in all that we do, 
to conserve resources, prevent waste, and foster environmental, 
social and economic sustainability worldwide for the benefit of 
future generations.

S o cial  Resp onsibi l it y

We recognize our responsibility to contribute to the 
betterment of the communities in which we operate and the 
world in which we live.  
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It is Glatfelter’s policy that all employees should enjoy a 
work environment that is free from all forms of illegal 
discrimination and harassment. 

Equal  E mployment Opp or tunit y

Consistent with its core values, Glatfelter does not 
discriminate in hiring or employment because of race, color, 
religion, creed, age, sex, veteran status, sexual orientation, 
disability, national origin, or ancestry.  This Policy applies to 
every aspect of the employment relationship including but 
not limited to recruitment, selection, placement, promotions, 
transfers, demotions, reductions in force, recall from layoff, 
discipline, termination, compensation, benefits, training, 
education, or any other terms or conditions of employment.  
Additionally, Glatfelter does not discriminate on the basis of 
membership in the armed forces of any state or nation, status 
as a disabled veteran or veteran of war, including Vietnam 
Era veterans. 

H arassment

In addition to violating Federal and local law, sexual 
harassment can result in both physical and psychological 
harm to victims, while corrupting the positive work 
environment that Glatfelter strives to provide.  Therefore, 
sexual harassment of any Company employee, contractor 
or consultant is specifically prohibited.  Examples of sexual 
harassment include any form of unwanted physical contact, 
demands of sexual favors in exchange for work-related 
benefits, and threats of adverse employment actions if sexual 
favors are not granted.  

The full statement of Glatfelter’s non-discrimination and 
anti-harassment policies may be found on the Company 
Intranet under “Corporate Policies” and posted on Company 
bulletin boards.  

S olicitation and distribution of  materials  in 
the work place 

Employees may not engage in solicitation of other employees 
on behalf of non-Company activities, such as clubs, societies, 
religious organizations, labor unions, or similar associations, 
during the work time of either the solicitor or the person 
being solicited.  The Company may solicit staff volunteers for 
various Company-supported activities.  Employees may not 
engage in solicitation on behalf of a political party or in other 
political activities on Company premises at any time.

The distribution of materials in work areas is prohibited with 
the following exceptions: (1) materials distributed by the 
Company that directly relate to employees' job duties; (2) 
materials approved by the Company describing opportunities 
for employees to donate to a variety of community charitable 
organizations; (3) appeals to employees for contributions and 
support of Company-approved activities; (4) information 
provided by management describing opportunities for 
employees to purchase goods and services at  discounted 
rates (discount movie tickets, etc); and (5) information from 
the Company describing opportunities for employees to 
volunteer their time to nonprofit organizations that are not 
affiliated with political or religious groups.  

The distribution of all materials related to political activities 
is prohibited at all times on Company-operated premises 
with the following exceptions: reminders to vote, information 
about the Company's policy on time off for employees 
to vote, and factual information (not opinion) regarding 
industry-related legislation.
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E mployee Privac y

The Company will not use or disclose personal information 
collected about employees for purposes other than those 
for which it was collected, except with the consent of 
the employee or if the use or disclosure of such personal 
information is required or authorized by law.  Only 
employees with a business need to know, or whose duties 
reasonably so require, will be granted access to personal 
information about other employees.  Such employees 
are required to maintain all personal information 
about employees in the strictest confidence including 
in conversations, written communications and when 
maintaining Company records.

Industrial  S afet y and H ealth 

The safety and health of all Glatfelter employees and 
protection of the general public are priorities of the 
Company.  Compliance with safety rules and regulations is 
required, as well as taking necessary precautions to protect 
employees and others when dealing with hazardous materials 
or machinery.  Employee injuries and other incidents that 
threaten the public or environment, must be reported 
promptly and accurately.  Likewise, unsafe practices should be 
brought to the Company’s attention.  

D rug-  and Alcohol-Free work place 

Integral to the Company’s commitment to safety and health 
is a drug-and alcohol-free workplace.  It is the Company’s 
policy to maintain a productive and safe workplace free 
from the influence of alcohol, controlled substances (other 
than legally prescribed medication), or illegal drugs.  
Consequently, employees are prohibited from reporting 
for duty or commencing work while under the influence 
of alcohol, non-prescribed drugs, or while suffering from 
any non-medical condition which results in the loss or 
diminishment of the employee’s mental faculties or ability to 
exercise self-control.  Such a violation will result in immediate 
suspension.  Further, it is a violation of Company policy to 
store, possess, sell, buy, exchange or consume intoxicating 
beverages or unlawful drugs or other unlawful substances 
(including drug paraphernalia) on Company premises.  Such 
violations will result in termination of employment.

The full statement of Glatfelter’s Drug and Alcohol Policy 
may be found on the Company Intranet under “Corporate 
Policies”. 

employment  i ssues
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We have a responsibility to our shareholders to make 
decisions on the basis of Glatfelter’s best interests without 
regard to our personal interests.  A conflict of interest 
between the Company and an employee could arise in any of 
the following ways: 

Insider  Information 

Persons who have access to material non-public information 
as part of their work are not permitted to use or share that 
information for financial gain including trading in the 
Company’s stock or other non-Company securities.  Use 
of non-public information for financial gain is not only 
unethical, but is also likely illegal.  Employees who have 
access to non-public information about the Company are 
prohibited from sharing such information with others who 
could financially benefit from the information.  Examples of 
such information include information about the Company’s 
operations, potential acquisitions, new products or processes, 
and financial performance such as corporate earnings.  

Outside Interests 

A possible conflict of interest arises when an employee 
also works for a competitor, supplier, or customer of the 
Company.  Therefore, employees may not serve as a board 
member, officer, consultant, agent or employee of a company 
that is a competitor, supplier, or customer of Glatfelter.  
Under certain circumstances, part-time employment or 
other business relationships with competitors, suppliers 
and customers may not pose a conflict of interest, however, 
employees involved in such arrangements must promptly 
report them to the his/her Vice President and obtain written 
pre-approval of such arrangement before an employee may 
serve in such position or establish such business arrangement.  

Glatfelter recognizes the importance of developing and 
maintaining customer and supplier relationships, but also 
acknowledges the risk of compromising or appearing to 
compromise our business standards when relationship-
building involves the exchange of gifts or business courtesies.  
As such, guidelines have been developed to assist our 
employees in determining when a gift is or is not appropriate: 

G iving G if ts 

Gifts that are greater than nominal value should not be 
given in the course of any business relationship.  Gifts are 
acceptable if they are legal, customary, non-cash, relatively 
inexpensive, and are not intended to influence the recipient 
nor appear to influence business decisions.  Gifts should also 
not violate the policy of the recipient’s employer.  

Receiving G if ts 

It is acceptable to receive an occasional gift if it is of nominal 
value, legal, non-cash, not solicited, and not intended to 
influence a business decision, nor perceived as an attempt to 
improperly influence a Glatfelter decision.  

From time to time, there may be an occasion when refusing 
a gift would be impracticable or embarrassing.  In such an 
instance, and if the gift is of more than nominal value, it 
is permissible to accept the gift on behalf and in the name 
of Glatfelter.  However, the employee who receives such 
gift must report his/her acceptance of the gift to his/her 
supervisor and surrender the gift to his/her supervisor for 
final disposition.   

M eals  and E nter tainment 

The Company acknowledges that there will be occasions 
when the Company may provide or receive hospitality to 
further its business objectives.  Offering and receiving meals 
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and entertainment is considered appropriate in this context, 
provided the meal or entertainment is offered or received in 
the course of a legitimate business relationship; is an accom-
paniment to an educational or business discussion or event; is 
legal; and is not lavish or excessive such that it could be per-
ceived as creating a conflict of interest or otherwise improp-
erly influencing a business decision.  

As with other Company expenses, meals or entertainment 
offered by the Company, employees are expected to exer-
cise prudent business judgment in incurring, reviewing and 
approving such expenses based on their reasonableness, ben-
efit to the Company, and associated budgeting constraints.  

G overnment O ff ic ials  or  E mployees

Throughout its worldwide operations, Glatfelter seeks to 
avoid even the appearance of impropriety in the actions of 
its directors, officers, associates, and agents.  Generally, under 
U.S.  law and the laws of other countries, employees and 
representatives are prohibited from directly or indirectly mak-
ing, promising, authorizing, or offering anything of value 
to a government official on behalf of the Company.  Things 
of value include meals, entertainment, gifts, gratuities and 
products.  The term “government official” includes employ-
ees of government-owned or controlled entities, political 
parties, party officials, and political candidates.  Even token 
gifts or promotional items (calendars, pens, etc.) should 
not be offered to a government official or employee or to a 
subcontractor on a government contract without the prior 
approval of the Company’s Legal Department.  Because laws 
concerning appropriate gifts vary from country to country 
and locality to locality, employees and any consultant or 
agent representing the Company are advised to consult with 
the Company’s Legal Department if they have any questions 
about gifts involving government officials, employees or con-
tractors.  

Likewise, employees should not accept gifts from govern-
ment officials.  If, under extraordinary circumstances (e.g., 
diplomatic protocol, ceremonial recognition), it is not practi-
cal for an employee to reject or return a gift, the gift must 
be turned over promptly to the Company, regardless of its 
nature or value.  

The payment of bribes, excess commissions or unauthor-
ized fees to foreign or domestic officials to obtain or keep 
business is strictly prohibited.  This policy applies even if a 
payment passes from a citizen of one country to an official of 
the same country where such payments may have historically 
been considered normal business practices in that area.  

Employees must also make and keep books, records, and 
accounts that, in reasonable detail, accurately and fairly 
reflect all payments, expenses, and transactions involving 
government officials so that the purpose and amount of any 
such payment is clear.  No undisclosed or unrecorded funds 
or assets of the company may be established for any purpose.  
False, misleading, or artificial entries may never be made in 
the books and records of the Company for any reason.  

It is extremely important that all of the departments of the 
Company maintain thorough and accurate financial records 
and that there are internal mechanisms to assure corporate 
supervision that improper payments are not made by or on 
behalf of the Company or its foreign subsidiaries.  If there 
is any doubt as to whether a foreign official’s demand is a 
request for a bribe or a fee for routine government action, 
the Company's Legal Department must be consulted.  

Political contributions, lobbying and similar topics are cov-
ered on page 17 of this Code.  

gifts and gr atuitiesconflicts  of  interest
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Software 

Unauthorized use of software is not only unethical, it may 
be illegal.  The Company has purchased licenses for the 
software installed by the Company’s Information Technology 
Department on Company systems, networks and electronic 
equipment, including Company computers.  The terms of 
those licenses govern the use of the software and prohibit 
the copying of the software without the written permission 
of the software vendor.  Copying or installing Company 
software for use on a home computer, even for work-related 
activities, is not allowed without express permission from the 
Company’s Information Technology Department.  Likewise, 
employees are not permitted to install personal software on 
any Company computer without express permission from the 
Company’s Information Technology Department.  

Telephone, Internet and E-mail 

Glatfelter provides its users with telephone, Internet access 
and electronic communications systems as required for the 
performance and fulfillment of job responsibilities.  These 
systems and services are for the purpose of increasing 
productivity and not for non-business activities.

Occasional and reasonable personal use of the Company’s 
telephone, Internet and e-mail systems and services by 
employees is permitted, provided that such use does not 
interfere with work performance.  The Company’s systems 
and services may be used outside of scheduled hours of work, 
provided that such use is consistent with professional conduct 
and this Code.

Prohibited uses of the Company’s telephone, Internet and 
e-mail systems and services use include, but are not limited 
to, gambling and illegal activities, accessing, downloading, 

s o u n d  Judgement

computer soft ware, Internet use  and e-mai ls

uploading, saving, receiving, or sending material that 
includes sexually explicit content or other material using 
vulgar, sexist, racist, threatening, violent, or defamatory 
language.  Unless authorized to do so, employees should 
not use the Company’s systems or computers to disclose 
confidential information of any kind.  

The Company’s telephone and computer systems are its 
exclusive property and, subject to local laws, the Company 
reserves the right to monitor electronic communications 
passing through or stored on its systems, including telephone 
calls and e-mail transmissions, at any time without notice.  
Accordingly, subject to local law, employees should have no 
expectation of privacy while using the Company’s computer, 
telephone or other communications equipment.  

The full version of Glatfelter’s Information Technology 
Policy may be found on the Company Intranet under 
“Corporate Policies.” 

Weblogs and Chat rooms

The Company recognizes that online communication 
tools such as weblogs (“blogs”) and other online channels 
(chat rooms, etc.) increasingly serve as channels for direct 
interaction with customers, the media and other Company 
stakeholders.  The company’s commitment to Integrity 
supports open communications by employees and other 
Company representatives, provided such communications are 
transparent, ethical and accurate.

All online communication by Company employees or 
company representatives on behalf of the Company is subject 
to this Code and applicable Company IT policies, laws and 
regulations.  This Code sets forth a standard of personal 
responsibility for employees both inside and in some cases, 
outside the workplace.  

Any Company employee or representative engaging in online, 
electronic dialogue as a representative of the Company is 
required to comply with the following standards:

1.	Transparency of Origin.  The Company requires that 
employees or other representatives of the Company disclose 
their employment or association with the Company (e.g., 
John.Doe@Glatfelter.com) in all communications with 
customers, the media or other Company stakeholders 
when speaking on behalf of the Company.  The Company 
requires that employees and other company representatives 
provide contact information on request.

2.	Accurate Information.  Company employees and other 
company representatives may not knowingly communicate 
information that is untrue or deceptive.  Communications 
should be based on current, accurate, complete and 
relevant data.  The Company will take all reasonable steps 
to assure the validity of information communicated via 
any channel but it is the employee's or other Company 
representative's responsibility to assure accuracy in the first 
instance.  Anecdotes and opinions must be identified as 
such.  

3.	Ethical Conduct.  Company employees and other 
Company representatives will not conduct activities that 
are illegal or contrary to this Code or applicable Company 
policies.  

4.	Protection of Confidential and Proprietary Information.  
Company employees and other Company representatives 
must maintain the confidentiality of information 
considered Company confidential, including Company 
data, customer data, partner and/or supplier data, personal 
employee data, and any information not generally available 
to the public.  

5.	Company employees or Company representatives who fail 
to comply with this policy will be subject to discipline, 
up to and including termination of employment from 
Glatfelter.  In addition, depending on the nature of the 
policy violation or the online channel content, participants 
may also be subject to civil and/or criminal penalties.
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It is not only in Glatfelter’s best interest, but also in the 
interest of our customers and society as a whole that 
all business is conducted in fair, free and open markets.  
Therefore, Glatfelter will comply with the competition and 
anti-trust laws of all countries in which it does business.  
To preserve and protect competition in goods and services 
across all aspects of the Company’s business, from product 
development to manufacturing and sales, employees are 
strictly prohibited from engaging in or conspiring to do any 
of the following activities: 

•	 Price fixing, bid rigging, colluding with competitors to 
allocate customers or markets, boycotting suppliers or 
customers (other than lawful trade boycotts based upon 
governmental laws or policies) violate this Code, U.S. law 
and likely the laws of your local country;

•	 Agreements with competitors for terms of sale or 
production limits; 

•	 Engaging in trade practices which have the effect of 
monopolizing the market; 

•	 Discriminating in price between different purchasers of our 
products without a legal basis to do so; 

•	 Controlling the resale pricing of distributors or dealers 
(a resale price may be suggested, but it is ultimately up 
to customers to determine whether they will follow the 
suggested resale price); 

•	 Disparaging a competitor or misrepresenting our own 
products or services; 

•	 Stealing trade secrets; 

•	 Offering or paying bribes or kickbacks; 

•	 Engaging in tying or exclusive dealing arrangements which 
have the effect of negatively impacting competition; 

Therefore

•	 Never discuss or communicate with any representative 
of a competitor past, present or future pricing policies, 
discounts or allowances, terms or conditions of sale, choice 
of territories, etc.  If you are in a conversation where topics 
such as these arise, you must remove yourself from the 
conversation so as not to even overhear what competitors 
might say regarding these topics.

•	 If you are asked for information by competitors regarding 
price lists, direct the person requesting this information to 
the person responsible for giving pricing information to 
the public.

Also Note:

•	 Participation in trade associations and attendance at 
trade association or other industry-sponsored events and 
programs presents ample opportunities to violate antitrust 
and competition laws.  Therefore, care must be taken by 
any Company representative attending or participating 
in such events or programs to avoid price discussions or 
discussions of other factors determinative of pricing policies 
such as costs, profit levels, credit terms, delivery, territories 
and customer allocation, limitations of production, etc.

Consequences of  Antitrust  Violations

Violations of anti-trust laws could expose the individuals 
involved in the illegal activity to criminal and civil liability, 
including imprisonment and substantial fines and damages.

antitrust  and competit ion
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Fair d e a l i n g s

intellectual  proper t y

Company records of all transactions must be honest, accurate 
and auditable.  All financial transactions must be accurately 
recorded and entries maintained according to accepted 
accounting principles.  When requested of an employee, 
full cooperation with the Company’s internal and external 
auditors is both expected and required.  With respect to 
non-financial matters, the same high levels of honesty and 
accuracy are expected.  

A record can be created by the statement of an 
employee alone; therefore it is important that all verbal 
communications also be true and accurate.  No employee 
should knowingly make a statement about the Company’s 
business or operations that is inaccurate or false.  

Employees are required by law not to disclose any confi-
dential information regarding the Company, its customers, 
products or its operations that they have access to unless they 
are permitted to do so and may not use such information for 
the employee’s own purposes or for purposes other than those 
of the Company.

Because Glatfelter often enters into confidentiality agreements 
with third parties with whom it does business, employees are 
obligated to confirm, prior to disclosure, that any sensitive 
Company or customer specific information is not covered by 
a confidentiality agreement prior to disclosure.

Employees must be mindful of what they say about 
Glatfelter, where they say it, and to whom they say it.  In 
order to safeguard confidential information from accidental 
or unintentional disclosure, employees must not discuss con-
fidential matters with third parties who are not authorized to 
receive such confidential information, nor within the hearing 
range of unauthorized persons, including even unauthor-
ized coworkers, vendors, business associates, close family or 
friends. 

Trade S ecrets

A trade secret is confidential scientific or business 
information about the Company's products, processes or 
operations, which can include: formulas, designs, processes, 
procedures, or improvements on known technologies, as 
well as customer lists, market studies, cost or price studies, 
future business plans, and any similar information that is 
not generally known and is of actual or potential value to 
Glatfelter.  Under U.S. law, it is a federal crime for a person 
or company to steal a trade secret. 

Any unauthorized disclosure of a trade secret or the 
confidential information of another person or Company by 
an employee may expose that employee to liability for any 
damages suffered as a result of such disclosure. 

Patents

Glatfelter encourages the development of improved tech-
niques, processes and products, whether or not such tech-
niques are patentable.  Glatfelter PEOPLE who create inven-
tions, innovations, or new applications in the course of their 
employment with Glatfelter are reminded that, by law, they 
do not own the invention or innovation but the Company is 
assigned ownership of the invention.  

Because the Company may not be the first to create a 
new product or innovation, it is vitally important that the 
Company ensure that another entity or individual does not 
already have a patent on such new product, or innovation, 
to avoid claims of patent infringement by the Company.  
Where questions may exist regarding the validity of a known 
or existing patent, employees are asked to contact the Legal 
Department for advice and guidance.  

Copyrights

Written publications such as trade journals, magazines, books, 
newspapers, Internet sites, etc., are protected by copyright 
law.  Such publications may not be copied without receiving 
written permission to do so from the publisher or author of 
the work.  Each employee should be aware that unauthorized 
copying could subject the Company to the payment of 
damages.  

When Glatfelter PEOPLE create presentations, articles, 
software code, or other documents during the course of their 
employment, a legal principal applies that vests the copyright 
ownership in that work to Glatfelter.  Permission to publish 
that work or share it with outside parties other than in the 
normal course of business (such as sales presentations) must 
be first obtained from the Legal Department.  

accur acy  of  records confidentialit y



	17	 16

government  
	 procurement

Glatfelter’s environmental management system has been 
certified under ISO 14001.  The cornerstone of the 
Company’s environmental management system is the 
Company’s Environmental Policy.  The Company is 
committed to the effective utilization of natural resources 
and to a continuing effort to reduce adverse environmental 
impacts which may be caused by its operations.  

Glatfelter will demonstrate good corporate citizenship in 
environmental matters by complying with relevant laws and 
regulations, abiding by environmental principles to which it 
subscribes, and practicing pollution prevention rather than 
pollution control wherever feasible.  

The Company believes that maintaining the quality of its 
environment is a responsibility that it shares with everyone 
who works and lives in or near the communities where its 
facilities are located.  All Glatfelter PEOPLE should be aware 
of and act responsibly regarding environmental issues on the 
job.  

Details concerning the administration of the Company’s 
environmental policy as well as a mechanism for bringing 
possible environmental issues to the attention of the 
Company can be found in the comprehensive Environmental 
Management System Procedures on the Company’s electronic 
network.  For more information, contact the Environment, 
Health and Safety representative identified on the insert.  

Glatfelter understands and promotes practices that will 
provide government agencies with the best products and 
services at the best competitive price.  Specific training and 
policies are directed to those individuals who will likely 
have direct contact with government officials, employees 
or contractors; others may direct questions to the Legal 
Department.  

The obligations of good business ethics also apply to our 
conduct with suppliers, subcontractors, and others involved 
with government procurement.  

All direct or indirect political contributions from Company 
funds are prohibited in the United States and abroad 
whether or not they may be legal.  Such contributions 
include purchasing tickets for fundraising events and other 
contribution of Company funds or services.

The Company reserves its right, however, to express an 
opinion on, and/or use its resources for, political issues that 
may have an economic impact on the Company’s operations.  
Such opinions may only be expressed and contribution 
made by Company officers who are authorized to do so after 
consultation with the Vice President of Human Resources.  

Employees may not solicit other employees, directly or 
indirectly, to make political contributions or to participate 
in support of a political party, issue or candidate without 
written approval of the Vice President of Human Resources.  
Employees are further prohibited from using Company 
property or funds to support a political party, elected official, 
or campaign of any candidate for public office.  

If an elected official or candidate for elected office plans to 
visit a Company facility, the Vice President Human Resources 
and Administration must be notified immediately.  

Generally, unless specifically authorized to do so, employees 
must refrain from making public statements, which might be 
perceived as the Company’s statement, on issues or matters 
about which they are not authorized spokespersons.  If an 
employee is contacted by a media member, the employee 
should refer the media personnel to the Vice President of 
Human Resources and refrain from making any statements.  

environmental  pol ic y

Trust

politic al contributions and publ ic  express ion
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Employees must comply with all applicable import and export 
control laws and regulations of all countries in which Glatfelter 
does business.  Export control laws prohibit the exportation 
of products and technologies for use in the manufacture or 
production of chemical, biological or nuclear weapons or 
missiles to deliver those weapons.  Accordingly, employees 
having responsibilities for the export or sale of goods outside 
of the United States must ascertain both the end-user and end 
use of all goods sold by the Company and terminate any export 
or sale that may violate an applicable law or regulation.  It is 
important to note that an export of a product, technology or 
software from the United States to another country is subject 
to export licensing requirements, even if the export is made to a 
foreign division or subsidiary of the U.S. company, or a foreign 
national in the U.S. 

Imports are also subject to regulations.  Employees responsible 
for the import of goods must be aware of all applicable laws and 
regulations and should consult with the Legal Department if 
there are any doubts concerning applicable laws.  

In addition, economic and trade sanctions are enforced by the 
United States against various countries and other restricted 
parties.  These sanctions change from time to time.  Therefore, 
if there is a question whether the Company’s products may be 
shipped either directly or indirectly into an embargoed country, 
the Legal Department must be contacted immediately.  

import/export controls  and embargoes

B oycotts 

The U.S. export laws (as well as the trade laws of various 
other countries) require that boycott requests be immediately 
reported to the U.S. government and not followed.  The fine 
for failing to do so can be quite large and may be imposed 
upon an exporter’s parent company even if its foreign subsidiary 
participated in the boycott.  Therefore, any boycott request must 
be immediately reported to the Legal Department.  

Child and Forced L ab or 

Glatfelter does not engage in or condone the unlawful 
employment or exploitation of children in the workplace or 
the use of forced labor.  Glatfelter has adopted a Statement 
of Principles on Child Labor and Forced Labor that is based 
on International Labor Organization (ILO) conventions and 
national laws, and recognizes regional and cultural differences.  
It reaffirms Glatfelter’s continued worldwide commitment to 
restrict employment to those aged 15 or older, or the local 
minimum employment age, or the mandatory school age, 
whichever is higher.  Our policy includes an explicit ban on the 
use of any forced labor or exploitative working conditions by the 
Company or its suppliers.

r e s p o n s i b i l i t y
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What if I see a situation that seems inappropriate, but I am 
not sure if it is something that I should report as a business 
conduct violation?

If you have questions about whether employee conduct, or a 
Company practice, procedure or transaction is in violation of 
this Code, ask yourself the following:

•	 Does it fall within any of the prohibitions provided in this 
Code?

•	 Does it fall outside any of the general guidelines provided 
in this Code?

•	 Is it illegal?

•	 Is there likelihood that the life, health or safety of anybody 
in the workplace or the community will be endangered by 
the activity involved?

•	 Is the action contrary to posted legal notices?

•	 Is the activity against the policies in this Code?

•	 Would I feel embarrassed if I read about it in the newspa-
per?

•	 Would I feel uncomfortable if I did it myself?

If the answer to any of these questions is yes – you must 
report it.

Consequences of  Fai lure to  Rep or t 

It is Glatfelter’s position that any willful failure by an employee 
to report a violation of the law or business ethics is as serious 
an offense as the illegal or unethical conduct itself.  Therefore, 
any employee who becomes aware of a work-related situation 
that he or she either knows or has a good faith belief is illegal 
or against business ethics has a duty to promptly report it to 
the Company.  

Failure to report the possible illegal or unethical conduct will 
be considered a gross violation of the Company policies, sub-
ject to appropriate discipline, up to and including immediate 
termination.

A good faith report or inquiry about a matter contained 
in this Code and relevant policies is not punishable in any 
manner.  A failure to do so where there is a duty to bring the 
Company’s attention to the suspected unethical or illegal 
workplace conduct will result in corrective measures, includ-
ing possible disciplinary action.  When in doubt, re-read the 
guidelines contained in this section and contact one of the 
resources listed in the insert to this booklet.

reporting  procedure

Honesty

If a situation exists that you do believe violates this Code, or 
that may be illegal or unethical: 

•	 Try to resolve the concern through standard channels, such 
as your supervisor, human resources department or union 
representative.  If you are an employee covered by a labor 
agreement and the issue is covered by a grievance proce-
dure, you should follow that process.  

•	 If standard channels are impractical or do not result in a 
satisfactory resolution, you should contact any of the fol-
lowing: 

–	 The Integrity Helpline  
800-346-1676 

–	 Your Compliance Representative	  

–	 The Director of Compliance	  

–	 The Legal Department 

–	 Other appropriate contacts listed on the insert.  
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guidelines for participation  in  government  invest igat ions

•	 Never destroy Company documents either in anticipation 
of or after a request for such documentation.  This 
includes electronic media such as e-mails and documents 
stored on disk.  

•	 Do not make unauthorized alterations of any historical 
business documents or records, including electronic 
versions.  

•	 If you are approached by a government investigator by 
phone or in person while you are at work or during off-
hours, it is expected that you will immediately refer the 
investigator to the Legal Department.

•	 Always be sure to verify and record the identity of the 
investigator.  

 •	Never make untrue or misleading statements to an 
investigator, and make sure you have full information 
about the matter before answering questions.  

•	 Never attempt to improperly influence a government 
investigation.  

•	 Always submit any subpoena or written request from a 
government agency immediately to the Legal Department 
before any action is taken or promised.  

other workpl ace  i ssues

Integrity

There are, of course, opportunities for honest differences of 
opinion as to whether an action does, in fact, violate this 
Code.  For example, was an employee's poor performance 
review based on an honest assessment of the employee by his 
supervisor or was it based on a bias that is prohibited under 
the Company’s equal employment opportunity policy? If 
there does not seem to be a clear “yes” or “no” or “right” or 
“wrong” answer, employees should either contact the Integrity 
Helpline, the Director of Compliance or any of the contacts 
listed on the insert to this booklet.  While it may not be a 
“reportable” situation, it may be one that should be addressed 
in future policies.  

Keep in mind that Glatfelter has taken a strong position 
against any retaliation for even raising a business conduct 
issue.  Employees will not be subject to any discipline for 
reporting a good faith suspicion of wrongdoing.  

It is Glatfelter’s policy to fully cooperate with any appropriate 
government investigation.  Any employee who learns about a 
possible government investigation or inquiry should inform 
the appropriate Company contact or the Company’s Legal 
Department immediately and comply with the following 
guidelines: 

It is important to note that events occur in the workplace 
that may cause an employee concern but which do not 
necessarily involve ethical or Code of Conduct issues.  For 
example, an employee might have received a poor perfor-
mance review, may be experiencing problems working with 
a co-worker, or may feel that her department is not being 
managed efficiently.  These concerns, although real, do not 
involve ethical, legal or code of conduct issues.  They are, 
therefore, not to be reported by employees as violations of 
this Code, but rather pursued through the normal Company 
channels (e.g., the employee’s supervisor or Vice President, or 
the Company’s Human Resources Department).  
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