
Chapter1 discipline 

 

(Principles of service) 

Article 1 Recognizing that a company is a social entity, employees must obey social rules and 

manners as members of society. 

2. Employees must comply with this rule and other regulations, follow the operational 

command, concentrate on their own operations, facilitate business operations and cooperate 

mutually to maintain order in the workplace It will not. In addition, employees must respect 

each other's human rights and personality, and form a comfortable working environment. 

3. Employees must observe these rules and encourage their duties. In case of conflict 

therewith, it is subject to disciplinary action under this rule. 

 

(Matters to be observed) 

Article 2 Employees shall observe the obligations listed in the following paragraphs and 

encourage their duties. 

2. Employees are obliged to engage only in their duties under the direction of the company by 

using all the working hours and duties on duties for the performance of duties and observe 

the matters concerning the duties devoted to each of the following items There must be. 

(1) Do not leave the workplace without permission during work hours, do not do acts such as 

neglecting duties. 

(2) Do not access SNS or browse WEB sites not related to duties despite the absence of duties 

during working hours. 

(3) Do not distribute, circulate, post or other activities like political activities, religious 

activities, broadcasts, advertisements, gatherings, or documentation not related to work 

during work hours without permission of the company. 

(4) Do not do anything for a third party with compensation, such as being hired by another 

company without the permission of the company. 

3. Employees shall be obliged to maintain a work environment and must observe the matters 

concerning maintenance of the work environment listed in the following items. 

(1) Observe these rules and other company regulations accompanying this rule, and do not 

prohibit matters prescribed in these rules. 

(2) Ensure smooth interaction with other employees and managers, and strive to improve the 

workplace environment by maintaining quality in action. 

(3) Always keep your workplace clean and tidy so that you can work comfortably. 

4. Employees are obligated to keep secrets and must observe the matters concerning 



confidentiality listed in the following items. 

(1) Personal information such as confidential information, know-how, planning proposal and 

customer information of companies / business partners, personal information of employees 

(including personal number), whether in office or outside the company, even after retirement. 

Do not disclose ID, password, etc. to third parties, leakage, offering or improper use. 

(2) Do not lose or damage mobile phones, personal computers, and other information-related 

equipment (including stored information) that the company lends. Also, if the information-

related equipment is lost or damaged, immediately take measures against information leakage 

and report it to the company. 

(3) Do not record information about customers or confidential information on private 

personal computers, mobile phones, other electronic devices, etc. without the permission of 

the company. When recording a customer's telephone number, e-mail address, etc. 

unavoidably, select a model that can manage security and treat it with the attention of a good 

manager like a device lent by a company, even if a private equipment . 

5. Employees are obliged to ensure that the company's trustworthiness will not be lost either 

inside or outside the company and must observe the matters concerning the maintenance of 

credit listed in the following items. 

(1) Do not engage or interact with anti-social forces, or acts that are misunderstood as such 

as organized crime groups, officials of organized crime groups. 

(2) Do not hurt the honor of the persons involved in the company or company, harm the trust, 

or do not defile the physical condition regardless of whether the company is inside or outside 

the company. 

(3) Do not wear clothes appropriate for your duties, clothes or actions that give discomfort to 

others. 

(4) Do not accept the private interests such as receiving money from merchandise from 

business partners or borrowing relationships for private reasons. 

(5) Do not drive cars and so on with alcohol. 

 

(Prohibition of sexual harassment and so on) 

Article 3 Employees shall respect the rights and dignity of other employees etc. (including 

temporary workers under the direction of the company, in addition to employees, part-time 

workers, hereinafter the same shall apply in this Article), sexual harassment (Meaning to 

impede occupational life of other employees, etc. by acts such as deteriorating the working 

environment of other employees etc. by sexual behavior, hindering the demonstration of 

ability, etc.), power harassment refers to an act that exerts mental or physical distress or 

deteriorates the work environment beyond the proper scope of operations on the background 



of superiority in the workplace such as status and human relationships) and bullying in the 

workplace etc. Do not conduct acts suspected to fall under these conditions. Moreover, it is 

also prohibited to give disadvantages to working conditions of employees etc. by 

correspondence of employees etc. to sexual harassment or power harassment. 

 

(Handling of personal information) 

Article 4 When dealing with personal information (including personal numbers, the same 

applies below) relating to employees and stakeholders, employees must comply with the 

matters listed in the following items. Once they violate one of them, they will be subject to 

disciplinary action prescribed in this rule. 

(1) Do not acquire / collect personal information with unauthorized means. 

(2) Do not acquire / collect personal information unrelated to work. 

(3) You should not inform others about the contents of personal information you learned 

about business. The same shall apply even after retirement. 

(4) Do not duplicate or duplicate documents, electronic data, etc. that contain personal 

information beyond the scope of business need. 

(5) Personal information with restricted access must not be accessed beyond the scope of 

authority. 

(6) If personal information is leaked, lost, or damaged, or if you grasp the signs, promptly 

report to the administrator in charge of personal information and obey the instructions. 

(7) In the case of relocation or retirement, the documents or electronic data etc. containing 

personal information managed by himself / herself shall be promptly returned. 

2. In addition to each item of the preceding paragraph, treatment of personal information of 

employees shall be as specified in the Specific Personal Information etc. Handling Regulations 

separately prescribed. 
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