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Message from the CEO

Clean Air Group is committed to the highest level of business ethics. Our reputation for honesty and integrity 

is crucial to the success of our business. As a global organization, we must consistently strive to deliver on our 

key mission to provide the best products and services with honesty and integrity.

We must ensure that all employees adhere to our strict standards. Legal requirements must be satisfied, 

financial statements must be complete and accurate, and, most importantly, our customers and other stake-

holders must be  treated fairly.

At Clean Air Group, our Code of Ethics, which we have aptly titled “Growing with Integrity”, does not mere-

ly require compliance with laws. It embodies our commitment to positive behavior that builds trust and 

demonstrates integrity. All of us should strive to conduct our activities to the highest ethical standards.

I want you to know that I will do everything possible to see that the Clean Air Group tradition of honesty and 

integrity continues. However, ethics is everyone’s responsibility, and I want everyone at Clean Air Group to 

feel comfortable talking about these subjects – expressing concerns, raising issues, and encouraging the high-

est levels of integrity. If you have a question or concern regarding the Clean Air Group Code of Ethics, talk to 

your direct supervisor or any of our corporate officers. If you prefer to raise an issue confidentially, I encour-

age you to contact our Director of Human Resources or our Legal department.

This guide gives you lots of information and resources for help. Please use it to the fullest. If you have done 

everything we’ve asked you to do and are not getting the help you need, contact me.

Regards,

Steve Levine 

President & CEO
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Using the Clean Air Group Code of Ethics

This Code of Ethics (or “Code”) is going to introduce you to the types of attitudes and conduct that create an 

honest, fair, and legal workplace. You’re going to learn how to recognize situations that might come up on 

your job that could be a violation of our Code. Plus, you’ll learn what to do if you have any questions or con-

cerns about what is correct and ethical conduct. But remember, no guide or manual can give you a complete 

set of rules. So, in the end, we all must trust our own judgment of right and wrong.

How the Clean Air Group Code of Ethics Manual is organized

• Inside the front cover is a letter from Steve Levine, our CEO. He reminds us how important it is for all of  

us to follow our Code of Ethics, and how important it is to report anything we feel might be a concern.

• Following are our Clean Air Group Core Values. These are a good starting point as a set of guidelines for 

ethical behavior.

• The section “Obligation to Report Violations and to Cooperate” tells you how to report violations or sus-

pected violations of the Code of Ethics and provides instruction on how to make a report privately with-

out revealing your name.

Global policies and local laws

Clean Air Group continues to develop policies providing guidance to employees which are designed to give  

employees a set of rules that apply to all Clean Air Group employees.

If any part of this Code of Ethics goes against local laws or regulations, then the local law or regulation must 

always be followed. It’s your responsibility to familiarize yourself with all of the local laws and regulations 

that might affect our business and to notify your Supervisor or the Legal Department if there are conflicts.
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Core Values 

In all of our relationships, Clean Air Group is committed to the highest level of corporate ethics and values. 

Our core values are: 

•  Integrity. We will practice the highest standards of honesty and integrity in every aspect of our work and 

in all our business relationships. This means that Clean Air Group and its employees will treat clients, 

customers, partners, suppliers, subcontractors, fellow employees and the general public with honesty, 

integrity and fairness. 

•  Quality. We are dedicated to quality of workmanship, attention to detail, and performance that is with-

out peer. Dedication means that each job matters. Dedication means that you give a hundred percent on 

each job. 

•  Client Satisfaction. We will respect our clients and strive to exceed their expectations in every aspect of 

our business relationships. 

•  People. The quality of Clean Air Group’s employees guarantees the continued excellent performance that 

has been the hallmark of Clean Air Group since its inception. We will continually foster trust, respect, 

cooperation, and a mutual commitment to excellence. 

•  Corporate citizenship. We will be good corporate citizens by making social responsibility and respect for 

and compliance with the highest standards of the law an integral and intrinsic part of our business activi-

ties and relationships.
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Code of Conduct 

Introduction

We require the highest standards of professional and ethical conduct from our employees. Our reputation for 

honesty and integrity is key to the success of our business. No employee will be permitted to achieve results 

through violations of laws or regulations, or through unscrupulous dealings.

We intend that Clean Air Group’s business practices will be compatible with the economic and social priori-

ties of each location in which we operate. Although customs vary from location to location and standards of 

ethics may vary in different business environments, honesty and integrity must always characterize our busi-

ness activity. In order to maintain our commitment to a culture of honesty, integrity, and accountability, we 

have established a Code of Conduct and a Corporate Compliance Program. The Code of Conduct is intended 

to identify the rules our employees are expected to follow whenever conducting business on behalf of Clean 

Air Group, and the Corporate Compliance Program is intended to ensure that all employees are abiding by 

the Code. As an employee, you are expected to read the Code and to certify periodically your commitment to 

fully comply with it.

Each of you is expected to promptly alert Human Resources or the Legal Department whenever you have 

information of any unlawful or unethical behavior by any of our employees, contractors, subcontractors, sup-

pliers, or customers. Any employee who violates the Clean Air Group Code of Ethics or fails to report a viola-

tion or other unlawful or unethical behavior, can and will be disciplined, up to and including termination.

Here are the basic principles that Clean Air Group has always followed and will continue to follow:

•  All employees to work and cooperate for the benefit of Clean Air Group just as  Clean Air Group and your 

co-workers work and cooperate to assure the benefit of all. Employees must not do anything that damages 

the trust of Clean Air Group or your co-workers.

•  Employees are not to knowingly violate any law when performing their duties for Clean Air Group. 

Employees must not cheat co-workers, customers, Clean Air Group, or people or firms and organizations 

with which we do business. 

•  Employees are not to accept gifts, gratuities, or favors of any significant value from outside vendors, 

firms, organizations, or representatives of firms or organizations which do business with, or which hope 

to do business with, Clean Air Group.

•  Employees are not to make decisions or take actions that are caused by or influenced by offers of gifts, 

gratuities or favors to their own family members or friends.
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•  Any employee who does not behave ethically when performing duties for Clean Air Group may be subject 

to discipline, up to and including termination.

We expect your complete, full-time commitment to Clean Air Group’s ethics and values. We expect you to 

apply the highest ethical standards in all of your activities on behalf of Clean Air Group. Ourgoal is to make 

compliance a part of every employee’s daily activities and practices. This Code sets forth general principles 

and does not supersede or replace the specific policies and procedures that are covered in your Employee 

Handbook. If you have questions about any aspect of your obligation to report illegal or unethical conduct, 

you are responsible for raising your questions with your supervisor, Human Resources or the Legal Depart-

ment.

Conflicts of Interest

A conflict of interest occurs when an individual’s private interest interferes, or appears to interfere, in any 

way with the interests of Clean Air Group. A conflict situation can arise when an employee takes actions or 

has interests that may make it difficult to perform his or her work effectively. Conflicts of interest also arise 

when an employee, officer or director, or a member of his or her family, receives improper personal benefits 

as a result of his or her relationship to Clean Air Group. Loans to, or guarantees of obligations of, such per-

sons are likely to pose conflicts of interest, as are transactions of any kind between Clean Air Group and any 

other organization in which you or any member of your family have an interest.

Activities that could give rise to conflicts of interest are prohibited unless specifically approved in advance 

by a Clean Air Group officer, or his/her designee, or the Legal Department. It is not always easy to determine 

whether a conflict of interest exists, so any potential conflicts of interests must be reported to the Legal De-

partment.

Confidentiality

Employees must maintain the confidentiality of information entrusted to them by Clean Air Group or that 

otherwise comes into their possession in the course of their employment, except when disclosure is author-

ized or legally mandated. The obligation to preserve confidential information continues even after you leave 

employment with Clean Air Group.

Confidential information includes all non-public information that may be of use to competitors, or harmful 

to Clean Air Group or its customers, if disclosed. It also includes information that suppliers and customers 

have entrusted to us.



8

Protection and Proper Use of Assets

All employees should endeavor to protect Clean Air Group’s assets and ensure their efficient use. Clean Air 

Group assets consist of all types of Clean Air Group property, including money, tools, supplies, equipment, 

buildings, etc., which belong to or are the responsibility of Clean Air Group. Theft, carelessness and waste 

have a direct negative impact on Clean Air Group’s profitability. All Clean Air Group assets should be used 

properly and only to further the business objectives of Clean Air Group. Any suspected incidents of fraud or 

theft should be immediately reported for investigation to the employee’s supervisor. If an employee suspects 

that his/her supervisor is involved in such acts, the employee should report the incident(s) to the Clean Air 

Group Legal Department. Clean Air Group assets such as funds, products or computers, may only be used for 

legitimate business purposes or other purposes approved by management. Clean Air Group assets may never 

be used for illegal purposes.

Fair Dealing

Each employee should endeavor to deal fairly with Clean Air Group’s customers, suppliers, competitors and 

employees. Clean Air Group employees are prohibited from taking unfair advantage of anyone through illegal 

conduct, manipulation, concealment, abuse of privileged information, misrepresentation of material facts, or 

any other unfair-dealing practice.

Equal Employment Opportunity

Clean Air Group will treat employees and applicants for employment fairly, based only on factors related 

to Clean Air Group’s legitimate business interests. Clean Air Group strives to assure that it has an enduring 

competitive advantage in the quality and talent of its workforce, and Clean Air Group supports initiatives 

that foster workforce diversity.

Compensation & Benefits

Clean Air Group will attract, motivate, and retain competent, dedicated people by designing compensation 

and benefits programs that are appropriate for our business and marketplaces.

Compliance with Laws, Rules and Regulations

Compliance with both the letter and spirit of all laws, rules and regulations applicable to our business is 

critical to our reputation and continued success. All employees must respect and obey the national and local 

laws of the countries in which we operate and avoid even the appearance of impropriety. Employees who fail 

to comply with this Code and applicable laws will be subject to disciplinary measures, up to and including 
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termination from Clean Air Group.

Government Procurement

Clean Air Group will comply with procurement laws and rules as they apply to Clean Air Group’s business 

with the US government, state governments, local governments, or any other government around the world. 

Clean Air Group takes special care to comply with the unique and special rules that apply to contracting 

with governments. At all times, Clean Air Group will follow the local governing jurisdiction’s laws and regula-

tions for conducting business and rules for competing fairly. Clean Air Group employees are prohibited from 

violating government procurement rules and regulations and are required to report  all known or suspected 

violations of such rules and regulations.

Compliance With Antitrust Laws

Clean Air Group believes in fair and open competition, and adheres strictly to the requirements of the anti-

trust laws (also known as competition laws) in every jurisdiction in which we do business. As a general propo-

sition, any contact with a competitor may present problems under the antitrust laws. Please note below some 

general rules concerning contacts with competitors:

• Agreements among competitors, whether written or oral, which relate to prices are illegal per se. In other 

words, such agreements, by themselves, constitute violations of the antitrust laws. There are no circum-

stances under which agreements among competitors relating to prices may be found legal. Price fixing 

is a criminal offense, and may subject Clean Air Group to substantial fines and penalties and subject the 

offending employee to imprisonment and fines, as well as termination of employment.

•  The antitrust laws may be violated even in the absence of a formal agreement relating to prices. Under 

certain circumstances, an agreement to fix prices may be inferred from conduct, such as the exchange of 

price information, and from communications among competitors even without an express understand-

ing. Although exchanges of price information are permitted in certain circumstances, employees of Clean 

Air Group should not participate in such exchanges without first obtaining the approval of the Clean Air 

Group Legal Department.

•  It is a per se violation of the antitrust laws for competitors to agree, expressly or by implication, to divide 

markets by territory or customers.

•  It is a per se violation of the antitrust laws for competitors to agree not to do business with a particular 

customer or supplier. As with agreements to fix prices, the antitrust laws can be violated even in the ab-

sence of an express understanding.

•  Any communication between competitors concerning problems with any customer or supplier may vio-

late the antitrust laws and should be avoided.
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Compliance with Environmental Laws

Clean Air Group is committed to environmental protection, sustainability and preservation of our natural re-

sources. Each employee is responsible for complying with all applicable environmental laws and regulations. 

This responsibility is one of the core foundations for our environmental sustainability commitment. Our poli-

cy is to conduct our business in a socially responsible and ethical manner that protects the environment of 

our customers, associates, and communities.

Workplace Environment

We value the diversity of our employees and are committed to providing equal opportunity in all aspects 

of employment. Abusive, harassing, or offensive conduct is prohibited, whether verbal, physical, or visual. 

Examples include derogatory comments based on racial or ethnic characteristics, and unwelcome sexual 

advances. Employees are encouraged to speak out when a co-worker’s conduct makes them uncomfortable, 

and to report harassment when it occurs. Threats or acts of violence or physical intimidation are absolutely 

prohibited.

Each employee is responsible for maintaining a safe workplace by following safety and health rules and prac-

tices. Clean Air Group is committed to keeping its workplaces free from safety and health hazards. Please 

report any accidents, injuries, unsafe equipment, practices or conditions immediately to your supervisor, 

Human Resources, or the Legal Department.

In order to protect the safety of all employees, employees must report to work free from the influence of  any 

substance that could prevent them from conducting work activities safely and effectively.

Accuracy of Records and Reporting

Honest and accurate recording and reporting of information is critical to our ability to make responsible 

business decisions. Clean Air Group’s accounting records are relied upon to produce reports for Clean Air 

Group’s management, shareholders, creditors, governmental agencies and others. Our financial statements 

and the books and records on which they are based must accurately reflect all corporate transactions and 

conform to all legal and accounting requirements and our system of internal controls. All employees have a 

responsibility to ensure that Clean Air Group’s accounting records do not contain any false or intentionally 

misleading entries. We do not permit intentional misclassification of transactions as to accounts, depart-

ments, or accounting periods. All transactions must be supported by accurate documentation in reasonable 

detail and recorded in the proper account and in the proper accounting period.
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Business records and communications often become public through legal or regulatory investigations or via 

the media. We should avoid exaggeration, derogatory remarks, legal conclusions, or inappropriate character-

izations of people and companies. This applies to communications of all kinds, including e-mail and informal 

notes or interoffice memos. Records should be retained and destroyed in accordance with Clean Air Group’s 

applicable record retention policy.

Use of E-Mail and Internet Services

E-mail systems and Internet services are provided to help each of us do our work. Incidental and occasional 

personal  use is permitted, but never for personal business gain or any improper purpose. You may not access, 

send or download any information that could be insulting or offensive to another person, such as sexually 

explicit messages, cartoons, jokes, unwelcome propositions, ethnic or racial slurs, or any other message that 

could be viewed as harassment. Also remember that “flooding” our systems with junk mail and trivia ham-

pers the ability of our systems to handle legitimate Clean Air Group business and is prohibited.

Your messages (including voice mail) and information created or stored on a company computer or server are 

considered Clean Air Group property. You should not have any expectation of privacy. Unless prohibited by 

law, Clean Air Group reserves the right to access and disclose this information as necessary. Use good judg-

ment,  and do not access, send messages or store any information that you would not want to be seen or heard  

by other individuals.

Clean Air Group recognizes that the internet provides unique opportunities to participate in interactive dis-

cussions and share information on particular topics using a wide variety of social media, such as Facebook, 

LinkedIn, Twitter, Pinterest, Tumblr, blogs and wikis. However, employees’ use of social media can pose risks 

to Clean Air Group’s confidential and proprietary information, reputation and brands, can expose the com-

pany to discrimination and harassment claims and can jeopardize the company’s compliance with business 

rules and laws.  

To minimize these business and legal risks, to avoid loss of productivity and distraction from employees’ job 

performance and to ensure that the company’s IT resources and communications systems are used appro-

priately, Clean Air Group expects its employees to adhere to its Social Media Policy and rules regarding social 

media use.

Apart from personal use of social media in accordance with company policy, Clean Air Group encourages its 

employees to participate responsibly in these media as a means of generating interest in Clean Air Group’s 
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products and services and creating business opportunities so long as all of Clean Air Group’s rules and guide-

lines regarding social media usage, particularly in a business context, are adhered to.

Political Activities and Contributions

We respect and support the right of our employees to participate in political activities. However, these activ-

ities should not be conducted on Clean Air Group time or involve the use of any Clean Air Group resources 

such as telephones, computers, or supplies. Employees will not be reimbursed for personal political contribu-

tions.

We may occasionally express our views on local and national issues that affect our operations. In such cases, 

Clean Air Group funds and resources may be used, but only when permitted by law and with Executive Man-

agement approval. Clean Air Group may also make limited contributions to political parties  or candidates 

in jurisdictions where it is legal and customary to do so. Clean Air Group may pay related administrative and 

solicitation costs for political action committees formed in accordance with applicable  laws and regulations. 

No employee may make or commit to political contributions on behalf of Clean Air Group without the written 

approval of their department head and the Clean Air Group Legal Department.

Gifts and Entertainment

We recognize that it is customary for some of our suppliers, customers, and other business associates to 

occasionally give small gifts to those with whom they do business. It is important, however, that these gifts 

do not affect an employee’s business judgment, or give the appearance that judgment may be affected. Ac-

cordingly, employees must be very careful when it comes to accepting gifts. As a general rule, Clean Air Group 

employees may accept gifts from suppliers, customers, or other business associates, provided the gift meets 

the requirements as outlined in the Clean Air Group Gift and Entertainment Policy.

 

The following gifts are never appropriate:

•  Gifts of cash or cash equivalent (such as a gift card or gift certificate);

•  Gifts prohibited by law, including local law;

•  Gifts given as a bribe, payoff, or kickback (e.g., in order to obtain or retain business, or to secure  an im-

proper advantage, such as securing a bid);

•  Gifts the recipient knows are prohibited by the gift giver’s organization; and

•  Gifts given in the form of services or other non-cash benefits, e.g., the promise of employment.

Additional limitations apply to employees who have direct purchasing responsibilities. This includes all em-
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ployees whose job responsibilities include procurement. Such employees may accept only gifts as outlined in 

the Clean Air Group Gift and Entertainment Policy.

Occasionally, offering gifts to third parties may be appropriate to strengthen relationships or comply with 

local customs. Accordingly, Clean Air Group permits such gifts, provided they comply with these guidelines. 

Specifically, Clean Air Group employees may offer gifts to suppliers, customers or other business associates 

for legitimate business purposes, such as building goodwill and strengthening working relationships, provid-

ed that gift meets the requirements as outlined in the Clean Air Group Gift and Entertainment Policy.

The following gifts are never appropriate:

•  Gifts of cash or cash equivalent (such as a gift card or gift certificate);

•  Gifts prohibited by law, including local law;

•  Gifts given as a bribe, payoff, or kickback (e.g., in order to obtain or retain business, or to secure an im-

proper advantage);

•  Gifts the giver knows are prohibited by the recipient’s organization;

•  Gifts given in the form of services or other non-cash benefits (e.g. the promise of employment);  and

•  Gifts to family members of customers, suppliers, or other business associates.

Business entertainment (e.g. tickets to the theater or a sporting event) can play an important role in 

strengthening working relationships among business associates. Accordingly, Clean Air Group permits 

business entertainment when done for legitimate business purposes, such as building goodwill and enhanc-

ing relationships with customers or suppliers, provided that it complies with these guidelines. Specifically, 

entertaining business associates is permitted only if such entertainment meets the guidelines  as outlined in 

the Clean Air Group Gift and Entertainment Policy.

The following is never appropriate:

Gifts to family members of customers, suppliers, or other business associates;

• Entertainment that can be viewed as excessive by an objective third party;

• “Adult” entertainment, defined as nightclub type entertainment that includes shows or other activities 

with an overtly sexual content (e.g. topless bars, strip clubs, etc.);

• Entertainment that the host knows the recipient is not permitted to accept; and

• Entertainment that is otherwise prohibited by local management.

Business relationship with government agencies and departments are tightly controlled by laws and regu-
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lations. In order to avoid even the appearance of impropriety, Clean Air Group policy prohibits offering or 

giving gifts to government officials and employees.

Local Laws and Customs

Clean Air Group is a global company serving markets worldwide, sometimes doing business under laws, cul-

tural norms, and social standards that differ widely across regions and countries. Clean Air Group employees 

must abide by the national and local laws of the countries in which we operate. If a conflict arises with re-

spect to laws applicable between countries, the Clean Air Group Legal Department must be consulted. Clean 

Air Group employees should not knowingly facilitate illegal conduct or fraud by others, regardless of local 

norms.

Community Support

Clean Air Group supports organizations and activities of the communities in which we reside and do busi-

ness. We will support worthwhile civic and charitable causes, and employees are urged to participate     per-

sonally in these activities.

Obligation to Report Violations and to Cooperate

Each employee must promptly report any known or suspected violation of this Code of Ethics and all other 

unlawful or unethical conduct to their supervisor, Human Resources, or Legal Department. Employees are 

obligated to report such known or suspected conduct without regard to the identity or position of the sus-

pected offender. Under no circumstances will any employee who makes a report in good faith be subject to 

any acts of retribution, retaliation, or disciplinary action. Additionally, all employees must fully cooperate in 

any investigation of a suspected violation of this Code and fully cooperate with requests by Human Resources 

or the Legal Department in their effort to investigate.

Any employee found to have violated this Code of Ethics or engaged in other unlawful or unethical behavior, 

including retaliation, shall be subject to discipline, which may include demotion or termination from em-

ployment.  Any employee who fails to report known or suspected violations of this Code or other unlawful or 

unethical behavior shall be subject to appropriate disciplinary action, up to and including termination from  

employment.



15

Please sign and date below to acknowledge your review of this document. Please return a copy to Human 

Resources.

________________________________________                                    _____________________

Signature        Date


