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At Datasite, our mission to support our customers beyond the virtual data 
room to a digitally-enabled future across the M&A lifecycle, drives everything 
we do. Our customers trust us to manage highly sensitive content which can 
affect the global financial markets. Most importantly, our customers trust 
us to do what’s right. This is a tremendous responsibility, which why we’ve 
developed our Code of Conduct. 

The Code of Conduct helps ensure that we’re all on the same page when 
it comes to guidance for our actions and decisions. While nothing can 
substitute good judgement, this important resource provides a compass 
to inform our daily work and the choices we make.

By setting high standards of ethics and professional behavior, acting  
with integrity and holding ourselves accountable, our commitment to 
upholding Datasite’s values is clear: there is never a situation when 
compromising our standards is either expected or acceptable.  
Together with our Employee Value Proposition, being curious, fearless, 
real and fun, our Code of Conduct defines the way we behave internally  
and externally.   

Thank you for all you do for our company and for helping maintain our 
customers’ trust.

Rusty

A Message  
from Datasite’s 
CEO

Rusty Wiley
President & Chief Executive Officer
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We’re Datasite and we value being:

We are the creators of  
momentum. And it starts  
with You – both our employees 
and our customers. You make 
us what we are… and you  
deserve the best.

We give You:
 The environment to thrive.
 An investment in you that sets you  

up to succeed and grow.
 Support for balancing your  

work/life blend.

We give Customers:
 Our promises: simplifying the complex, 

delivering results and being there  
when we’re needed,

 Unbending professionalism  
and respect.

 Effort that goes above and beyond,  
always finding answers. Moving  
forward and treating our customers  
as well as we treat you.

 Quality that demonstrates pride in  
who we are and what we do.

We are the eliminators  
of doubt. Curiosity drives us. 
We never settle.  
We’re always striving  
for better.

 We question and challenge ideas. 
 We never settle for the status quo.
 We seek greater understanding.
 We address the elephant in  

the room.
 We eliminate doubt with sound,  

solid answers.

We are the builders of  
tomorrows. We answer the 
yet to be asked. Our decisions 
drive opportunity and  
extraordinary results.

 We think bigger. Further ahead.
 We’re the brave ones. Those bold 

enough to take risks.
 Nimble agility propels us to innovate 

without fear, acting on trust.
 We are ambitious and inspirational, 

tacking challenges head-on.
 We make our own decisions –  

and accept responsibility 
 We’re open, transparent and honest  

in all we do.

We are the makers of deals. 
We build the technology  
that makes things happen  
– with confidence
and integrity.

 Our passion shines through  
our authenticity.

 There’s no room for falsehoods  
or pretense here.

 We address things head on in the  
spirit of genuine collaboration.

 We care about what we do.

We are Datasite. 
We are that exciting group  
of individuals that combine 
to make magic.

 We recognize and celebrate each other 
– individuals, teams and successes.

 We are buoyant.
 We give back and saying “thank you.”
 We work together pitching in without 

getting mired in hierarchy.
 We bring our true selves to work,  

take the time to laugh and make  
space to breathe.

You
Curious

Fearless
Real

Fun
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Datasite, our employees, and our Supplier consultants are defined by  
a commitment to personal integrity and ethical business practices.  
Our hard work, commitment and dedication to these values drive our  
growth and reputation. Datasite’s success in securing sales, completing  
negotiations, obtaining credit and enlisting employee loyalty is based  
on the expectations that we act fairly, respectfully and legally.  
Increasingly, we are asked by our clients, potential clients, employee  
applicants and business partners about our expectations and standards  
of business conduct. 

The Code of Conduct has been developed to help us act responsibly,  
ethically and lawfully. It explains your legal and ethical obligations  
to Datasite, to our clients and business partners, and to one another.  
It provides employees with information on how to report known  
or suspected ethical or legal violations. It has been established to  
help prevent and detect wrongdoing. Your behavior can have serious  
consequences and jeopardize not only your personal credibility  
but Datasite’s as well. 

Therefore, each employee and Supplier consultants are expected  
to understand the Code of Conduct, Datasite’s Employee Handbook  
and any other related Datasite policies, procedures and guidelines,  
which can be found on the company’s intranet. 

1.

Understanding  
our Code
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Who must comply with the Code

All employees, officers and directors of Datasite Global Corporation 
and its subsidiaries (collectively referred to as “Datasite” or the 
“Company”) are required to comply with the Code, as well as with 
all Company policies and laws that govern Datasite’s activities.  

Datasite also requires its consultants and independent contractors 
to comply with this Code. A copy of the Code is available for each 
Supplier, on our Suppliers Site. It is also important to have  
Datasite's Non-disclosure Agreement, signed prior to commencing 
any work for Datasite. The responsible Datasite manager or  
supervisor must ensure that the terms of the relationship are  
specific and in writing. Confidentiality, for both Datasite and  
its clients, must be protected by consultants and contractors,  
including information on trade secrets. Local privacy laws also 
apply to consultants on foreign matters.

Where to go for help, advice, and guidance

If you need help or have questions with any current or foreseeable 
issues, please speak up. Several avenues are available to assist 
you, including: 

Managers and the Performance Team: 
In many cases, your manager will be your first point of contact  
for any questions, as he or she is likely in the best position to 
understand your concern and take the appropriate action. If you 
do not feel comfortable speaking with your manager about your 
concern, you can seek guidance from any manager or a Human 
Resources team member.

Human Resources:  
Our Human Resources department can answer questions about 
employment, benefits and workplace issues. If you are uncomfortable 
speaking with your manager, you can also raise any issues or  
concerns you might have in connection with the workplace to  
a Human Resource team member. To contact the HR department, 
email hr@datasite.com.

Finance Department and Audit Committee: 
Reports related to accounting or auditing concerns may  
be made directly to the finance department at  
janet.hermann@datasite.com or the Audit Committee  
at davidatanner@hotmail.com.

IT Department:  
The IT Department is entrusted with the protection of Datasite’s 
assets worldwide. This team is your best resource for any questions  
or issues relating to safety or security of assets and information, 
including personal information and other IT related security,  
physical protection of assets. Reports to the IT Department can be  
made by using the Information Security Risk Intake Form found here.

Legal Department:  
Please contact any lawyer in Datasite’s Legal Department with any 
questions you may have about the Code or any Company policy.  
The Legal team is available to answer questions and provide  
general advice about the terms and requirements of the Code and 
other Company policies, to provide guidance to ensure you conduct  
business on behalf of Datasite in compliance with the law, and  
to assist with any possible violation of any such requirements.  
To contact the legal department, email legal@datasite.com.

911 in the U.S. or your local equivalent:  
Immediately report acts of imminent danger, hostility or violence 
to local law enforcement or local emergency services (e.g. 911  
in the US or your local equivalent). Follow up immediately with  
a call to your local Datasite management team.

Datasite’s Ethics Hotline:  
Datasite has engaged an independent third party to operate a  
toll-free Ethics Hotline which is available 24 hours a day, seven 
days a week. You may call the hotline to report suspected  
misconduct, raise concerns about compliance and ethics matters, 
accounting or audit concerns, or ask questions. You may remain 
anonymous when calling the hotline, however, you are encouraged 
to leave your name and contact information so the Company can 
conduct an efficient and effective investigation of the matter.

1.

Understanding 
our Code
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1.

Understanding 
our Code

For Datasite employees in the United States, it is a toll-free number (1-844-914-0392).  
If you are based outside of the U.S., you can reach the Datasite Ethics Hotline with the following local toll-free numbers:

*Only available from phones allowing international access.
From Datasite office locations dial toll-free number direct; access code not required.

Australia (Optus) 844-914-0392 1-800-551-155 English

Australia (Telstra) 844-914-0392 1-800-881-011 English

Brazil N/A 0800-891-2620 Brazilian Portuguese

Canada N/A 1-844-914-0392 English 
1-855-350-9393 French 

France (Telecom) 844-914-0392 0-800-99-011 French 

France (Paris Only) 844-914-0392 0-800-99-0111 French

France 844-914-0392 877-516-3499 French

Germany 844-914-0392 0-800-225-5288 German

Greece 844-914-0392 00-800-1311 Greek & English

Hong Kong 844-914-0392 800-93-2266 Cantonese 
(Hong Kong Telephone Carrier)

Italy 844-914-0392 800-172-444 Italian & English

Japan (KDDI) 844-914-0392 00-539-111 Japanese

Japan (NTT) 844-914-0392 0034-811-001 Japanese(NTT)

Japan (Softbank Telecom) 844-914-0392 00-663-5111 Japanese

Netherlands 844-914-0392 0800-022-9111 Dutch

Singapore N/A 800-110-2415 Malay

Spain 844-914-0392 900-99-0011 Spanish (Castilian)

United Kingdom (British Telecom) 844-914-0392 0-800-89-0011 English

United States N/A 1-844-914-0392 English

Country Access Code Toll-Free Number Language
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1.

Understanding 
our Code

If applicable, you must first dial the designated access code for 
your country. After dialing the access code, you will be connected  
to a live operator, a voiceless tone, or a pre-recorded announcement 
with directions. The operator or recording will instruct you to enter 
the toll-free hotline number. Upon dialing the toll-free number,  
you will be connected to a line in the U.S. You will then hear an  
announcement in your native language. For electronic reporting 
submissions, go to https://secure.ethicspoint.com/domain/media/
en/gui/66220/index.html for both U.S. and international locations.

Administration of the Code

The Datasite management team is ultimately responsible for the 
day-to-day implementation and administration of this Code. Datasite’s  
General Counsel is responsible for the overall administration and 
upkeep of this Code under the direction of the Audit Committee of 
the Datasite Board of Directors. New employees will be required to 
review and agree to comply with the terms of the Code within 3 
days as part of their onboarding, and Datasite will ensure that all 
employees, officers, directors and other third parties have access 
to the Code on the Company’s website. From time to time, the 
Company will sponsor employee training programs in which the 
Code and  other Company policies and procedures will be 
discussed.

Other company policies

The requirements of this Code are intended to be an addition to and 
supplement other published Company policies. Unless specifically 
indicated, if any provision of such supplemental policy conflicts 
with a provision of this Code, the provisions of this Code will always 
govern and control.

Additions and modifications to the Code

The company, in its sole discretion, may amend or modify this 
Code at any time. Any material amendment or modification must 
be approved by the Board of Directors or its Audit Committee.  
Any non-material amendments or modifications to this Code  
may be made by Datasite’s General Counsel. All amendments  
will be disclosed on the Company’s website. A current version 
of this Code will be made available publicly on the Company’s 
intranet and website.
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Obligation to comply with the Code

While this Code is designed to provide helpful guidelines, it is not 
intended to address every situation. Dishonest or unethical conduct 
or conduct that is illegal will constitute a violation of this Code,  
regardless of whether such conduct is specifically referenced in this 
Code. You must respect and obey the laws of the cities, states and 
countries in which we operate, as well as the rules and regulations 
of the United States Securities and Exchange Commission (SEC), 
the United States Financial Industry Regulatory Authority (FINRA), 
the UK Financial Services Authority (FSA), the Hong Kong Securities 
and Futures Commission (SFC), the China Securities Regulatory 
Commission (CSRC) and other regulators as they apply to you.  
Legal compliance is not always intuitive. To comply with the law, 
you need to learn enough about the laws applicable to your work at 
Datasite, and how such laws may affect your work at the company. 
You need to be able to spot potential issues and to obtain proper 
guidance on the right way to proceed. If you have any questions or 
doubt as to the lawfulness of any proposed activity, please seek 
advice from Datasite’s Legal department.

In addition, you may be faced with situations that are not necessarily 
governed by specific laws or regulations, or those that may not be 
addressed directly in this document. If you ever have any doubt 
about the right ethical or legal choice to make, or questions regarding 
any of the standards discussed or policies referenced in this Code, 
please seek guidance from one of the many resources available 
(see, where to go for advice or guidance, page 6).

Compliance with the terms of this Code is a condition of your  
employment (or other relationship with Datasite, as applicable). 
Conduct in violation of these standards is unacceptable and will be 
considered in all cases to be outside the scope of your employment 
or service to Datasite. Anyone who engages in misconduct, violates 
this Code, or otherwise fails to meet Datasite standards may be 
subject to disciplinary action by Datasite (up to and including  
termination of employment, termination of board service, or  
termination of other relationships with Datasite), as well as civil 
and/or criminal charges where applicable.

Every employee’s responsiblity

We believe that our employees and Supplier partners make us 
what we are today and that by investing in employees, providing  
a positive and safe environment, and supporting a healthy  
work-live balance. Our Code provides a set of ethical guidelines 
and standards that each employee must follow every day to foster 
our success.

As a Datasite employee or Supplier partner, you are responsible for:

 Reading and understanding the Code and other Company  
policies, and your responsibilities thereunder.

 Complying with this Code and all other Datasite policies, as well 
as all applicable laws, rules and regulations.

 Knowing that violating the Code is a serious matter. Violations 
may result in disciplinary action, up to and including immediate 
termination of employment.

 Seeking guidance if you have any questions about specific 
compliance concerns or proper conduct.

 Promptly reporting concerns or suspected violations of any law, 
the Code or Datasite policies.

 Never retaliating against an employee or other person for  
reporting suspected misconduct in good faith.

 Cooperating fully with any internal or external investigation.

Using these documents as guides, you should confidently be able 
to answer “yes” to the following questions before acting on behalf 
of Datasite:

 Would you be comfortable having your actions appear on the 
front page of tomorrow’s news?

 Is the action you are taking honest and performed with integrity?

 Will your actions support Datasite’s reputation as an  
ethical company?

2.

Our individual  
responsibility
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Reporting suspected violations (whistleblower  
information) and cooperation with investigations

In order to promote and maintain our values, Datasite relies on 
our employees to help enforce the Code. You are responsible for 
promptly reporting any circumstance or employee activity you  
believe in good faith may violate the law, the Code or other  
Datasite policies, or that may damage Datasite’s reputation.

If you become aware of or suspect such activity – like unsafe  
practices, business misconduct, fraud, questionable accounting, 
financial reporting or auditing matters or abuse of company assets 
– it is your responsibility to immediately raise these concerns in  
one of the ways described here.

Please report any unsafe practices, other business misconduct to  
a Human Resources representative or an attorney in Datasite’s 
Legal Department, who will keep the inquiry confidential until such 
point, if reached, when Datasite is compelled to investigate or take 
action that may require more disclosure. If disclosure becomes  
necessary, care will be taken to minimize the level of communication, 
and involvement will be limited only to those parties necessary  
to address the situation.

No matter which reporting course you take, Datasite is fully  
committed to reviewing all reports in an appropriate manner and 
taking remedial action where needed. Every affected employee is 
required to cooperate fully in any inquiry that results from such a 
report. Unless restricted by applicable law, you may report your 
concern anonymously by contacting Datasite’s Whistleblower  
Hotline (See Where to go for help, advice, and guidance above).  
Under certain laws and situations, the people identified in a reported 
concern are entitled to access and modification or suppression of 
the information in the report if it is not accurate or complete. If you 
work in the European Union, your reported personal data or that  
Datasite receives through the reporting process may be shared 
within Datasite and, in particular, with Datasite LLC in the U.S.  
Datasite may share your personal data with Datasite’s advisors if  
it is necessary to meet the requirements of the investigation and 
such communication results from the corporate reporting structure 
within Datasite and its affiliated companies.

 

When an employee or other individual who is the subject of a  
report works in the European Union, Datasite (including any third 
party receiving data if it is established in a country outside of the 
European Union) will treat the personal data about the employee 
or individual in compliance with applicable laws.

If a supervisor or manager is notified of a suspected violation of 
the law, this Code, Datasite Policy or other improper activities, 
they are to immediately report the concern to a Human Resources 
representative, or an attorney in Datasite’s Legal Department.

Employee relationships

Employees are responsible to continually update and inform  
Human Resources of any change in the nature of any of their close 
personal relationships with any Datasite employee, supplier/ 
vendor or competitor. Failure to do so will be in violation of this 
policy and may cause employees to be subject to discipline,  
up to and including termination of employment.

2.

Our individual  
responsibility
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Every manager’s responsibility

Managers are required to exemplify the highest standards of ethical 
and responsible business conduct and to promote an environment 
in which compliance and ethical behavior is expected. If you manage 
others, in addition to your responsibilities as an employee, you are 
also responsible for:

 Demonstrating ethical behavior at all times in the performance 
of your duties.

 Making fair and objective business-based decisions.

 Overseeing independent contractors’ compliance with the Code.

 Helping employees understand the Code and other Company 
policies, and ensuring they have access to resources to help them 
apply the Code and comply with other Company policies every day.

 Creating an environment where employees are comfortable 
raising concerns without fear of retaliation.

 Taking reasonable measures to detect and deter misconduct.

 Taking seriously any concern raised by an employee that may 
violate or compromise our Code, taking time to understand if 
the concern should be escalated, and if necessary, escalating 
the matter as soon as possible.

 Taking corrective or preventive action when someone violates 
the Code.

Nothing contained in this Code or other Company policy limits or 
otherwise prohibits you from:

 Filing a charge or complaint with any federal, state or local  
governmental agency of commission

 Communicating with any governmental agency or otherwise  
participating in an investigation or proceeding that may be  
conducted by any governmental agency, including providing 
documents or other information, without notice to the Company, 
or

 Receiving an award for information provided to  
a governmental agency.

Non-retaliation policy

Retaliation is strictly prohibited. Retaliation will not be taken against 
anyone who reports violations of this Code or any other Datasite 
policies in good faith. Any report of retaliation will be investigated 
and appropriate corrective measures will be taken if allegations  
of retaliation are substantiated. This protection from retaliation is 
not intended to prohibit supervisors from taking action, including 
disciplinary action, in the usual scope of their duties and based  
on valid performance-related factors.

2.

Our individual  
responsibility



Code of Conduct August 2020 12

Equal employment opportunity

Datasite is committed to providing equal employment opportunity. 
Each employee should strive to ensure that merit, qualifications, 
and other job-related criteria are the sole bases for all employment- 
related decisions, without regard to any characteristics protected 
by applicable law.

Harassment and bullying

Harassment and bullying are not acceptable and appropriate  
action will be taken, with consequences based on the violation(s). 
This includes sexual harassment and harassment based on any 
characteristics protected by applicable law. Datasite will not  
tolerate threatening, hostile or abusive behavior by employees  
in the workplace and will take appropriate action against offenders, 
up to and including termination. Additionally, such offenders may  
be referred for criminal prosecution. You may not possess or use  
any weapon, or use any tool or other material as a weapon, in any 
company building. Damage to property is also prohibited.

Safety

We are committed to providing a safe and healthy workplace  
for employees, business partners, visitors and vendors working  
within, or visiting, our facilities and premises. Every employee is 
responsible for making safety and health a priority and should 
promptly report unsafe or hazardous conditions to supervisors, 
comply with all policies, laws, regulations and standards relating 
to conditions of employment (including those concerning hours, 
wages, and other working conditions), and comply with applicable 
workplace safety and industrial hygiene policies, laws, regulations, 
and standards.

Workplace violence

Datasite will not tolerate threatening, hostile or abusive behavior  
by employees in the workplace and will take appropriate action 
against offenders, up to and including termination. Additionally, 
such offenders may be referred for criminal prosecution.

Drug and alcohol use and testing

A drug-free and alcohol-impairment-free workplace is necessary  
to promote the safety and health of all Datasite employees.  
Datasite prohibits the abuse of alcohol and any use of illicit drugs, 
intoxicants or controlled substances in any amount or in any  
manner in the workplace.

3.

Responsibility  
to each other
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Client relationships

Datasite competes in the marketplace by offering the best  
products and services at competitive prices. No benefit should be 
given to a client with explicit or implicit requirement to use or  
purchase Datasite products or services. Certain discounts, rebates, 
free products or services and re-billings occur in the ordinary 
course of business and are permitted, provided such benefits  
comply with local business conduct standards, federal antitrust, 
security and other laws and client contractual commitments.

Business, travel and entertainment expense

All Datasite employees are required to comply with Datasite’s  
Business, Travel and Entertainment expense policy, which also  
applies to client relationships.

Datasite has an extensive, corporate-wide policy that governs  
all aspects of travel, entertainment and expense reimbursement.  
All business travel and entertainment expenses should meet  
the following criteria:

 Be reasonable and not excessive;

 Be justified by business necessity and conducted in an  
appropriate venue;

 Be properly documented and supported;

 Be approved by your manager, in advance if required; and

 Be submitted for reimbursement in a timely manner

Tickets or fees paid to sporting, theater, concert or other events  
are allowed to be given to clients and are considered entertainment 
expenses only if a Datasite employee attends with the client.  
If we give such tickets or pay fees and an employee does not  
attend with the client, then these costs are considered gifts.

Dealing with governments, government officials  
and anti-corruption laws

Datasite’s commitment to dealing legally and ethically applies 
worldwide. We must comply with anti-corruption laws, including 
the U.S. Foreign Corrupt Practices Act (“FCPA”) and UK Bribery Act 
of 2010. The FCPA prohibits, among other things, bribery of foreign 
government officials and entities; other anti-bribery laws, like the 
U.K. Bribery Act, prohibit commercial bribery between private  
individuals and entities. The use of Datasite funds for any unlawful 
purpose or in violation of any Company policy is prohibited. No 
bribes, kickbacks or similar remuneration or consideration of any 
kind intended to improperly influence the decision of the recipient 
are to be given or offered to any individual, organization, government,  
political party or other entity or representative thereof, for any  
reason. A “bribe” is the offering, giving, receiving or soliciting of 
anything of value in order to obtain or retain business or other  
improper advantage. 

We cannot hire third-party intermediaries (e.g., consultants, sales 
agents, accounting firms, etc.) to do something we are not allowed 
to do ourselves. Employees, therefore, cannot simply turn a blind 
eye to evidence of misconduct by third-party intermediaries.  
It is critical that all intermediaries who perform business on behalf 
of Datasite and who may have dealings with foreign government  
officials are selected and engaged in strict compliance with all  
applicable polices.

Consequences for violating anti-corruption laws are severe for  
both Datasite and for all individuals involved. Employees who may 
interact with government officials must understand all applicable 
laws and be familiar with all applicable policies.

If you have questions regarding the appropriateness of any  
gift, favor or entertainment, you should consult with Datasite’s  
Legal Department.

4.

Responsibility to  
our clients and suppliers



Code of Conduct August 2020 14

Protection of clients’ personal information

Trust is an essential element of client relationships. Our clients trust 
that we will protect the personal information they share with us.  
Applicable laws provide specific guidelines regarding the privacy, 
protection and security of personally identifiable information glob-
ally. The goal of these laws and regulations is, among other things, 
to prevent identity theft. As with our own personal information, Da-
tasite employees must strictly comply with Company policies and 
relevant laws and regulations relative to the protection and use of 
our clients’ personal information.

Fair dealing

We must deal fairly with Datasite’s clients, vendors, competitors 
and other employees. No one should take unfair advantage of an-
yone through manipulation, abuse of privileged information, mis-
representation or concealment of material facts or any other such 
practices. Anyone acting on behalf of Datasite may only gather 
competitive information in a lawful way.

In addition, there are many laws that set standards for fair dealing 
with civil and criminal implications, including intellectual property 
rights, employment matters, antitrust, unfair competition, insider 
trading, defamation and contract law. In any circumstance where 
doubt exists as to how to comply with these laws, please seek ad-
vice from the Datasite Legal Department.

Antitrust

Local antitrust laws were passed to ensure that businesses com-
pete on level playing fields. Antitrust laws are far-reaching and 
complicated. Understandings or agreements between competitors 
regarding prices, terms of sales, division of markets or clients, or 
any activity that unlawfully restricts competition are potential an-
titrust issues. Interpreting these laws and recognizing the issues 
can be very difficult, please contact the Legal Department with any 
questions. Datasite will not tolerate, and employees must avoid, 
conduct that violates or appears to violate antitrust laws in any 
country in which we do business.

Anti-boycott laws

Generally, anti-boycott laws prohibit the following actions (and 
agreements to take such actions) that could further any boycott not 
approved by the applicable government:

 Refusing to do business with other persons or companies for  
an unethical or improper reason other than a legitimate bona 
fide business reason (e.g. refusing to do business with a party 
because of their nationality).

 Discriminating in employment practices.

 Furnishing information about any person’s affiliations or  
business relationships with a boycotted country or with any 
person believed to be blacklisted by a boycotting country  
(except as required by applicable law).

 Datasite is required to report any request to take action, or any 
attempt to reach agreement on such action, that would violate 
these prohibitions.

Global business 

Datasite is a global company with clients, vendors and competitors 
in many countries. What is acceptable in one country may not be in 
another. Because Datasite is a global company, many U.S. laws and 
laws of other countries apply to our business operations around the 
world, including laws on antitrust, employment, economic espionage, 
patent, copyright and trademark. Employees must also comply with 
laws that pertain solely to international business. 

Employees should also be aware of other import/export regulations, 
anti-smuggling laws, distribution relationships, foreign employment 
laws, currency exchange and movement, data privacy laws, operating 
authority and a host of other issues that impact their job. 

If a question or concern arises, Employees should seek guidance 
from their supervisors or the Legal Department.

4.

Responsibility to  
our clients and suppliers
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Accounts, internal controls  
and financial reporting

Datasite is committed to preparing complete and accurate annual 
and quarterly consolidated financial statements in accordance with 
generally accepted accounting principles (GAAP) and maintaining 
appropriate accounting and financial reporting policies and internal 
controls designed to assure compliance with universal accounting 
standards laws and regulations. We rely on our employees to meet 
the company’s obligations and uphold these standards. 

We expect our Employees to cooperate fully with Datasite’s  
internal and external auditors. Information provided to auditors 
must be complete and truthful, and it must not be falsified or  
concealed in any way.

All disbursements and receipts of funds must be properly recorded  
and entered in a timely manner. No undisclosed or unrecorded 
funds, assets or liabilities may be maintained for any purpose.  
All costs of doing business must be properly entered into the  
accounting records in accordance with applicable laws and  
accounting standards.

Employees are prohibited from taking any action to fraudulently 
influence, coerce, manipulate or mislead any independent public 
accountant engaged to perform audit or non-audit services  
for Datasite.

You are required to report any concern regarding accounting,  
internal accounting controls or auditing matters to the Chief Financial  
Officer or the Audit Committee. Any employee who is aware of  
material misstatements or omissions affecting the fair presentation 
or accuracy of Datasite’s financial statements is obligated to have 
the statements corrected or, failing that, to report this information 
promptly (see, Where to go for advice and guidance, page 6).

Accuracy and retention of business records 

Disclosures made in reports and documents submitted by an  
employee to any of our stakeholders, including our related parties 
and lenders, will be full, fair, accurate, timely and understandable. 
Employees are required to keep appropriate records of all  
transactions and retain all records per company policy, or as  
required by law. Under no circumstance will any records known  
to be the subject of or germane to any anticipated, threatened  
or pending lawsuit, governmental or regulatory investigation, or 
case filed under any applicable bankruptcy legislation be altered, 
falsified, destroyed, concealed or relocated in a manner that  
inhibits, or delays access or retention.

Supplier relationships and business gifts

The giving of business gifts by suppliers is a customary way to 
strengthen business relationships and, with some restrictions, is  
an acceptable business practice. “Business gifts” include business 
entertainment, as well as goods. Employees should never accept a 
gift that could be perceived as being valued other than something 
nominal in value. And any gifts accepted should be limited in  
frequency. If an employee is offered anything that could reasonably 
be thought to have more than a nominal intrinsic value, whether it is 
offered to individual employees or to a group, supervisor or manager 
approval must be received prior to acceptance or attendance.

 Business gifts in connection with commercial suppliers and other 
non-governmental parties are allowed, provided that all such 
gifts are nominal in value and not received with the intent or 
prospect of influencing the recipient’s business decisions.  
Gifts accepted should only foster general goodwill. Even  
receiving nominal gifts can be inappropriate if the gift is used 
in a way that creates the impression that a certain supplier is 
being endorsed to the detriment of others.

 Datasite employees may never accept or offer gifts of cash  
or cash equivalents such as gift certificates greater than  
$25 USD (or the equivalent value of greater than $25 USD  
in international locations).
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 Transportation, hotel and other expense reimbursement by  
suppliers or potential suppliers are prohibited in conjunction 
with attendance at a supplier-sponsored trip or event. The only  
exception to this is if the Datasite employee is a presenter  
at the program or part of a panel, or if it is part of a potential 
supplier assessment.

 Supplier-sponsored dinners, with one or more Datasite employees  
in attendance, are allowed as long as the dinner is not lavish 
and such dining occurs in conjunction with business discussions 
and would not be deemed by others as influencing our actions 
or decisions.

 Tickets or fees paid to sporting, theater, concert or other events 
are allowed only if not lavish, and preferably with the supplier  
attending with the Datasite employee(s). The Datasite  
employee’s supervisor or manager must be informed in  
advance, and they must give specific written acceptance and 
acknowledgement of any such vendor tickets, fees or events 
that the employee will be attending or benefiting from.  
The supervisor or manager must determine the appropriateness 
to ensure that the intent is simply to foster general goodwill 
and a continued healthy relationship. Employees should only 
accept such invitations sparingly. 

Conflicts of interest

Datasite’s stockholders expect business decisions to be made in 
the best interest of the Company. Therefore, all actions must be 
based on sound business judgment and not motivated by personal 
interest or personal gain. Any situation that creates, or appears to 
create, a conflict between an employee’s personal interests and 
the interests of Datasite should be avoided. Employees must be 
free from conflicts of interest that could adversely influence their 
judgment, objectivity or loyalty to Datasite in conducting Datasite 
business activities. Employees are generally prohibited from doing 
independent business with a competitor, client or vendor.

While it is not possible to formulate in advance all of the  
circumstances that might involve a conflict of interest, a conflict of 
interest may arise whenever you take action or have interests that 
may make it difficult to perform your work objectively or effectively, 

or when you or a family member or friend receive improper personal 
benefits as a result of your position or relationship with respect  
to Datasite.

Below is some guidance with respect to conflicts of interest.  
The basic approach and rules to follow are the same:

 If you are considering entering into a business situation that 
creates a conflict of interest or the appearance of a conflict  
of interest, don’t do it.

 Do not direct business to companies in which you, a family 
member, or a friend has an interest unless there is full disclosure 
and agreement in writing to your manager and Datasite’s  
Legal Department.

 Finally, it is important to keep in mind that as circumstances 
change, a situation that previously did not present a conflict 
may present one. Even where you have previously received 
approval to engage in a certain activity, you should continue 
to ask yourself as time goes by and circumstances change: 
"Would what I am doing appear to others to be in conflict with 
the Company's interest?" When in doubt, seek guidance from 
Datasite’s Legal Department.

Unless there is a specific arrangement to the contrary, full-time  
employees must give Datasite their full, complete professional  
attention. Should you wish to perform other business or occupational 
activities during your employment, this should be discussed with an 
attorney in the Legal Department to determine the propriety and the 
structure for any such arrangement.

Related party business dealings

You must notify Datasite’s Legal Department of any business  
relationship or proposed business transaction Datasite may have:

 with any company in which you or a family member has a direct 
or indirect interest;

 from which you or a family member may derive a benefit;
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 where a family member is employed, if such a relationship or 
transaction might give rise to the appearance of a conflict of  
interest. For example, you must notify Datasite’s Legal Department 
if you or a family member owns or controls property of significant 
value that Datasite is either purchasing or leasing.

Employees are prohibited from:

 having an individual or family interest in excess of two percent of 
total capitalization in any Datasite competitor, client or vendor. 
This does not apply to mutual funds that might hold an interest.

 using methods or products developed on the job for personal gain.

 having outside business interests or activities that may  
negatively affect Datasite’s reputation.

Relatives are not prohibited from working for Datasite, but  
relationships must be disclosed to your supervisors or managers. 
Datasite policy includes avoidance of one relative reporting to another.

Conflicts of interest may not always be clear. Questions should be 
directed to Datasite’s Legal Department.

Material nonpublic information and securities trading

In performing your duties at Datasite, you may learn important 
material nonpublic information about Datasite or other companies 
that has not been made public. Using this information for personal 
financial gain is unethical and may violate applicable securities 
laws. If you have access to material, non-public information about 
our clients or other entities, you are prohibited from effecting  
securities transactions based upon that information. This prohibition  
includes trading for your personal account or any accounts in 
which you have a direct or indirect beneficial interest (including 
accounts for family members), or any other account over which  
you have control, discretionary authority, or power of attorney.  
The prohibition against insider trading applies not only to the  
security to which the inside information directly relates, but also 
to related securities, such as options or convertible securities,  
and may extend to securities of similarly situated companies,  
such as companies in the same or a related industry. 

If you have access to confidential information you are not permitted 
to use or share that information for any purpose other than  
conducting Datasite’s business. You are prohibited from disclosing 
any material, non-public information to others. Material nonpublic 
information is any information that has not been disclosed broadly 
to the marketplace and, if made public, is material that a reasonable 
investor would likely consider important in deciding whether to buy, 
sell or hold a security. All non-public information about Datasite 
and our clients must be considered and maintained as confidential 
information. To use non-public information for personal financial 
benefit or to “tip” others who might make an investment decision on 
the basis of this information is both unethical and illegal. If you have 
any questions, please consult an attorney in the Legal Department.

Protecting confidential information

While working for Datasite, and continuing after employment  
or association with Datasite has ceased, you must protect the  
confidentiality of nonpublic information obtained or created in  
connection with your employment at Datasite. You must not  
disclose proprietary or confidential information about Datasite or  
its employees, or confidential information about a client, agent, or 
other individuals to anyone (including other Datasite personnel) who 
is not authorized to receive it nor has a need to know the information. 
Examples of proprietary and confidential information include:

 nonpublic or personally identifiable information received in  
the course of your employment about clients

 nonpublic or personally identifiable information received in the 
course of your employment about vendors

 any system, information or process that gives Datasite an  
opportunity to obtain an advantage over its competitors

 nonpublic information about Datasite’s operations, results,  
strategies, projections, business plans, business processes,  
and client relationships

 nonpublic employee information

 nonpublic information about Datasite’s client lists, product, 
product road map, technology, systems, and proprietary products
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 nonpublic information about mergers and acquisitions

 anything marked “confidential”

The only exceptions to Datasite’s nondisclosure policy of its  
nonpublic proprietary and confidential information are when such 
disclosure is authorized by:

 the client or other party whose confidential information is  
subject to disclosure

 applicable law (e.g. to supervisory regulators or other  
governmental agencies)

 appropriate legal process (e.g. subpoena)

 appropriate Datasite authorities

In addition, most countries have data privacy laws regulating the 
collection and use of personal data, which is any information that 
directly or indirectly identifies a natural person, although the types 
of data covered, the nature of the protection, and local enforcement 
mechanisms vary. Examples of personal data include personal,  
employment, medical, financial, and education and training  
information. All employees are responsible for ensuring compliance 
with the data privacy requirements under the laws, rules and  
regulations of the applicable countries.

Proper use and protection of intellectual property

You are obligated to protect the intellectual property used in  
your job, whether it is owned by Datasite or by others. Intellectual  
property includes patents, copyrights, trademarks, service marks 
and trade secrets.

Specifically, Datasite policy states that you may not make copies  
of copyrighted works (e.g., written articles, software, etc.) without 
permission from the copyright holder. All software that you use 
must be appropriately licensed with related vendors.

You should always follow Datasite’s branding guidelines and  
trademark policy when using Datasite trademarks.  Please obtain 
the Legal Department’s advice regarding the use of other companies’ 
trademarks. Employees need to be aware when something is a  

trade secret. A trade secret is a formula, practice, process, design, 
instrument, pattern, or compilation of information that is not generally 
known or reasonably ascertainable, by which a business can obtain 
an economic advantage over competitors or clients. In some  
jurisdictions, such secrets are referred to as “confidential information” 
or “classified information.” You are responsible for ensuring that any 
trade secret disclosed to you is kept physically safe behind locked 
doors, gates or cabinets or by encryption, shredding, etc.

Proprietary rights

Employees are required to disclose and assign to Datasite all interest  
in any invention, improvement, discovery or work of authorship, 
trademarks, trade secrets, service marks and processes made or  
conceived that arises out of or in connection with employment with 
Datasite. Datasite’s time and/or using Datasite’s resources belong 
to Datasite and all rights to property and information generated or 
obtained as part of your employment relationship belong exclusively 
to Datasite and if your employment is terminated must be returned 
to Datasite. 

This policy applies to all works regardless of protection by patent 
or copyright, reduction to practice, or development by individual or 
team effort.

Proper use and protection of company assets

Datasite strives to ensure you always have the equipment and 
resources needed to perform effectively in your role. Employees 
should endeavor to prevent damage to property and equipment of 
Datasite and its clients. Computers, mobile devices, information 
technology hardware and software, facilities, copiers, intellectual 
property, supplies and other assets are placed in your care and 
should only be used for legal, appropriate reasons.

Datasite is relying on you to safeguard the company’s assets from 
theft, loss, damage waste or improper use. Loss and damage to  
assets has a direct impact on Datasite’s profitability. Every employee 
is responsible for using Datasite resources in a prudent manner. This 
includes money, equipment, supplies, property and employee time.
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Advertising and Marketing

Datasite’s reputation as a responsible company extends to  
the products and services we offer and how we represent them.  
The information we communicate in our advertisements, product 
brochures, web-based information, demonstrations, exhibits, 
trade shows, salesperson conversations and responses to  
Requests for Proposal (“RFPs”) must be accurate and trustworthy.

We use Datasite’s name, logo, and trademarks only to further  
Datasite’s strategic objectives. The Datasite brand needs to be 
monitored to ensure consistency of communications and  
messaging. To that end, following are some guidelines to follow: 

 Never use Datasite's name, logo, or trademarks for commercial 
purposes unrelated to your Datasite job.

 Supplier partners must receive written permission from  
Datasite in advance, to use the Datasite name, logo,  
or trademark for commercial purposes to promote the  
partnership or acquire new clients.

 See Datasite Brand Central for more.

Media Interaction and Public Appearances

Brands are built upon consistency, and accurate and  
clear communications.

Datasite Corporate Communications is responsible for developing 
and delivering news about Datasite and its activities and leads  
the development of Datasite executive communications,  
including strategies and plans to drive exposure of Datasite’s  
executive leadership participation at conferences, speaking  
opportunities, contributed articles and blogs. In doing so, it  
provides consistent, clear and ongoing communications with  
Datasite’s key external audiences including the media, current  
and potential customers, financial and business community,  
local communities and business partners.   

To ensure we are consistently provide ongoing, honest  
communications and integrity in our actions, please do  
the following:

 Refer immediately without comment all media inquiries to  
Datasite Corporate Communications

 Secure approval from a member of Datasite’s Performance  
Team and Datasite Corporate Communications for the following:

 - Speaking engagements or any presentations or speeches that 
will be delivered or published on behalf of Datasite.  

 - Publishing, posting, or linking to any material in written or 
electronic format that mentions Datasite’s operations, clients, 
products, or services.
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Social Media

Employees at Datasite should be considerate of their activity across 
all social media platforms. Be mindful that actions on social media 
may reflect poorly upon your professional role, even if conducted on 
personal time.  Users’ posts can be screenshotted and shared even 
if deleted and are often found easily via search engines. Several 
social media platforms offer a window into the entirety of a user’s 
public activity directly on profile pages. Use your best judgement 
when liking, sharing, posting, recording video, retweeting and 
commenting on social media. 

When you choose to publish your opinions or post information 
through social media, you are personally responsible for that 
content. Don't publish anything that could adversely impact, or 
that might allow negative or misleading inferences to be drawn 
related to, Datasite, a Datasite client, a Datasite employee or other 
individuals affiliated with Datasite. Clients, partners, or suppliers 
should not be cited or referenced without their approval. Never 
discuss confidential details related to Datasite or any client 
engagement. Do not disparage our competitors, vendors, or peer 
organizations.  Employees may not speak on behalf of Datasite 
unless authorized by senior leadership in advance.  If you post any 
content that refers in any way to Datasite or Datasite’s services or 
products, you must clearly state your affiliation with Datasite and 
indicate you are posting in your personal capacity, and not as a 
Datasite employee, unless such social media use is part of your job 
responsibilities for Datasite.

Don't engage in any conduct or use any language that would 
not be acceptable under Datasite policies, including policies 
related to confidentiality and privacy, confidential information, 
and discriminatory, harassing, threatening, or other objectionable 
behavior. Make sure anything posted to your profiles is factually 
correct. Contact your manager or speak with a member of Datasite's 
Corporate Communications team if you have questions regarding 
the usage of social media.

 

Contract signing and review

Beware of making oral agreements/contracts that could bind  
Datasite without the appropriate approval or authorization.  
Before a written contract is signed, it must be reviewed by the Legal 
Department and/or Sourcing as applicable.  Only a limited number 
of people can sign contracts that bind Datasite. You are responsible 
to confirm whether you are within your authority before signing any 
contract. If you are unsure, reference the Contract Authority and 
Standards Policy or contact your manager for guidance.

Employment offer letters pose significant issues and must be 
created by your Human Resources representative in the U.S or by 
your Group Manager in international locations prior to sending.  
In addition to other approvals, supplier or purchasing contracts 
must be approved by the appropriate Sourcing representative  
before signing.

6.

Use of Datasite’s Name,  
Facilities, or Relationships



Code of Conduct August 2020 21

Government Agencies

In the course of doing business with government agencies or  
contractors, Datasite’s policy is to comply with all applicable national, 
state, province or local laws and regulations. Most government agencies  
have restrictions or complete bans on gifts and entertainment.

Numerous laws and regulations, as well as specific contractual  
provisions, control relationships with government units and these laws  
and regulations vary from state-to-state and country-to-country.

If you receive a legal document such as a summons or a subpoena, 
call our General Counsel or an attorney in the Legal Department  
immediately. If you receive a call or letter from the police, the FBI 
(Federal Bureau of Investigation), the FSA (Financial Services  
Authority), the U.S. Justice Department, the SEC (Securities and  
Exchange Commission), OSHA (Occupational Safety and Health  
Administration) or any other prosecuting government agency, refer 
the caller or letter to our General Counsel or other attorney in the 
Legal Department immediately.

Political activities

Employees may participate and contribute to political organizations; 
however, employees may not engage in partisan political activity at 
work or use Datasite resources for those activities. If you choose to 
participate in the political process, you must do so as an individual 
and not as a Datasite representative. Datasite is prohibited from 
contributing directly or indirectly in support of political candidates 
for elective federal, state and local office and is similarly prohibited 
from making such contributions in foreign countries. No political 
contribution of funds, property or services will be made by Datasite. 
No one at Datasite may require a Datasite employee to contribute 
to, support or oppose any political group or candidate.

Philanthropic activities

To enhance and protect Datasite’s philanthropic activities,  
employees must:

 Not provide or request charitable contributions as a condition 

of, or in order to, influence a business decision, nor should  
they be made for the benefit of any one individual.

 Follow due diligence procedures and not deal with inappropriate  
charitable organizations, such as those funding terrorism or 
engaging in money laundering, fraud, or other criminal activity.

 Review requests for approval of charitable contributions  
and charitable events to ensure they do not create even the  
appearance of a conflict or impropriety and that they conform  
to Datasite policies.

Respecting Human Rights

Datasite demonstrates its commitment to respect human rights in 
how we treat our employees, engage with our clients and partners, 
and support the local communities where we do business.

We are guided by standards such as those in the United Nations 
Guiding Principles on Business and Human Rights, the United  
Nations Universal Declaration of Human Rights, and the International  
Labour Organization’s (ILO) Core Conventions regarding forms of 
child labor, forced labor, freedom of association, the right to organize  
and bargain collectively, equal pay, and nondiscrimination in the 
workforce. To promote human rights, we:

 Treat each other with respect and dignity, and maintain a work 
environment that is free from harassment, unlawful discrimination,  
or retaliation.

 Do not tolerate modern slavery, the use of child labor, forced 
labor, or physical punishment.

 Evaluate human rights risks that could arise across our value 
chain, including in our operations and in our clients’ operations, 
and conduct due diligence to do business with clients and to use 
suppliers who share our values with respect to human rights.

 Recognize that the human rights laws of some countries in which 
we do business differ from some of the global standards noted 
above and seek ways to respect human rights in a manner  
consistent with the global standards reflected in our policies, 
while remaining mindful of the local context.
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Environmental protection

Datasite is committed to protecting and conserving the  
environment. The Company cooperates with government bodies  
and communities in environmental protection efforts and complies 
with environmental laws and regulations.
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