member code of

Integrity

Message from the CEO
Dear members,
This is an exciting time for HNI. Our industry is more competitive than
ever, and we’ve made significant investments in members, processes,
products and technology to meet customers’ changing needs. As we
evolve and continuously improve, we remain committed to navigating
new opportunities and problems the right way—with integrity, honesty,
fairness and respect.
Each of us is responsible to personally understand and live by HNI’s
Member Code of Integrity, without exception. If you experience or see
something that is inconsistent with our values, I urge you to talk with
your manager or Member and Community Relations team. We do not
retaliate against members who report suspected ethics violations in
good faith.
I’m proud of what we’ve accomplished together, and just as importantly,
how we’ve accomplished it. Thank you for your contributions to HNI’s
success, and for living by our values every day.

Jeff Lorenger
President and Chief Executive Officer
HNI Corporation
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Our Vision
We, the members of HNI Corporation, are dedicated to creating long-term value for all
stakeholders, exceeding our customers’ expectations and making our company a great place to
work. We will treat each other, customers, suppliers, shareholders and our communities, with
fairness and respect.
Our success depends on rapid continuous improvement, member engagement, individual and
collective integrity, and innovation in everything we do. We relentlessly pursue the following
longstanding commitments:
WE WILL BE A PREFERRED PROVIDER OF

WE WILL BE A GREAT PLACE TO WORK.

WE WILL GROW PROFITABLY.

PRODUCTS AND SERVICES.

We will create an environment that

We will grow by building

We will deliver quality and performance

encourages and recognizes active

mutually profitable relationships

that is constantly improving. We will

involvement, ongoing learning and

with our customers, distributors

exceed our customers' expectations,

achievement of excellence by each

and suppliers. Only when we

consistently representing their best

member. We seek and value diversity.

achieve a fair profit can we

choice among all options.

We attract members who are highly

realize the other elements of this

motivated to make our company and
WE WILL CREATE LONG-TERM VALUE

fellow members successful.

vision.

FOR SHAREHOLDERS.

We will invest for the long-term. We

WE WILL BE A RESPONSIBLE

When our company is favored

will grow profitably and earn financial

GLOBAL CITIZEN.

by our customers, valued by

returns greater than our cost of capital.
We will safeguard our shareholders
with a strong balance sheet providing
the flexibility to excel in a continuously
changing business environment.

We will conduct our business to
improve the wellbeing of our society,
environment and community. We
follow legal and ethical business
practices. We will provide a safe work
environment. Our company and our
members will actively participate in
civic, cultural and educational activities
through volunteerism and financial
contributions.

our shareholders, driven by
our members, supported by
our suppliers and respected by
the public, this vision is
fulfilled.
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Introduction
At first, integrity seems simple.
Understanding and practicing integrity in our daily lives would be easy if every decision came down to
clear cut choices: yes or no, right or wrong, good or bad.
But this isn’t the case. Tricky ethical problems can occur in our daily work. It’s important to know how to handle these situations
ethically, and where to turn when we need advice.
This Code of Integrity will help you understand how HNI views many of the challenges we encounter at work. It also outlines what
is expected of you, and your responsibilities as an HNI member. We’re committed to conducting business with honesty, respect
and integrity - with every member, every customer, every supplier, every shareholder, every time.
This Code applies to all of us. Read it, understand it, and use it to make decisions which are true to Our Vision.
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Reporting Concerns
As HNI members, we’re all responsible for upholding Our
Vision. We expect you to report any suspected violations of
this Code, company policy and the law. HNI will investigate
reported incidents of questionable or unethical behavior, and
we do not allow retaliation against members who make goodfaith reports of possible ethics violations.

How to report a concern
1. Discuss your concern with your manager, or if you prefer, with your
Member and Community Relations (MCR) Manager. If the problem
cannot be resolved, take step 2.

2. Meet with the next level of management, which is your immediate
supervisor’s manager. If you feel a satisfactory resolution is not reached,
take step 3.

3. Discuss your concern with your MCR Manager if you have not already
done so. If you feel the problem has not been resolved, your MCR
Manager will arrange a review of your issue with your company’s
President or Vice President of MCR.

has not been reached, you may contact either HNI Corporation’s
President and CEO, or Vice President of MCR. You can reach either
of these individuals by calling HNI Corporation Headquarters at
(563) 272-7400.

anonymously
Speak Up is a phone- and
web-based system designed
to allow you to anonymously
report incidents of theft, fraud,
accounting irregularities, and
other integrity issues which may
be difficult to raise in person with
your manager in a confidential
way. Speak Up also allows
you to report other concerns,
including concerns related to
safety and fair treatment. If
you would like to anonymously
report a serious issue of this
nature, contact Speak Up
at (800) 321-5378 or visit
www.SpeakUp.HNICorp.com.
Speak Up is not a substitute
for HNI’s long-standing problem
resolution process shown
on this page. Speak Up is a
safety valve for problems which
have not or cannot be resolved
through the normal steps.

Your Resources

4. If, after having exhausted the first three steps, you still feel a fair resolution

Reporting a concern

How to contact the Law Department
At times, you may need to contact the HNI Corporation Law Department for
advice on how to approach a specific situation. The HNI Law Department can
be reached by calling HNI Corporation Headquarters at (563) 272-7400.

Relevant policy: Problem Resolution
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Making the Right Decision
In all circumstances, members are expected to behave
in ways which uphold the commitments expressed in Our
Vision and the guidelines set forth in this Code. However,
it’s not always easy to determine the right thing to do.
To help you make ethical decisions, consider the questions
shown here. If you are still unsure how to proceed, talk
to your manager, your Member and Community Relations
representative or the HNI Law Department.

Questions to consider
1.

2.
3.

4.

5.

6.
7.
8.
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Am I the right person to be making
this decision? Should I be consulting
others, such as my manager,
company leadership or the HNI Law
Department?
Do I know all the relevant facts of the
situation, or do I need to learn more?
Could this decision be damaging
to members of the company, or the
company as a whole?
Could there be unintended
consequences of the decision I plan
to make?
Which members and groups would be
affected by this decision? Have they
been consulted?
What do federal, state and local laws
and regulations say about the matter?
How do company policies address the
matter?
What decision respects the rights of
everyone who has a stake in it?

Basics of Business Ethics
As HNI members, we always strive to achieve the commitments set forth in Our Vision. To ensure we
keep these commitments to our members, customers, suppliers, shareholders and communities, we
stand by certain basics of business ethics.

Our stance
We strive to be a great place to work.
•

We treat each other with fairness and respect.

•

We protect member health, safety and well-being.

We do business fairly.
•

We act only in an honest and ethical manner in all business
situations.

•

We follow all federal, state and local laws and regulations of
all countries where we do business.

We act with integrity in all we do.
We act with honesty and integrity, even when we’re not at
work.

•

We give back to our communities and protect the environment
for future generations.

Your Resources

•

Your responsibility
•

Live by the commitments in Our Vision, and the basics of business ethics expressed above.

•

Read and understand the content in this Code of Integrity, as well as company policies that apply to you.

•

When you are unsure how to proceed ethically, talk to your manager, Member and Community Relations department, or the
HNI Law Department.
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Being a

Great Place to Work
We strive to be a great place to work.

We treat each other with fairness and respect.
We protect member health, safety and well-being.
9

Fairness & Respect at Work
Our stance
•

We strive to develop a culture which deeply values treating all
members, customers, suppliers, shareholders, and the public with
fairness and respect.

•

We create and maintain inclusive work environments which value
diversity and support members in reaching their full potential.

•

We base hiring decisions solely on valid job requirements; bona fide occupational qualifications; and the skills, capabilities,
qualifications, performance history, and experience of each member or applicant for employment.

•

We don’t tolerate behavior that is harrassing, offensive, violent, threatening or otherwise inappropriate in the workplace.

•

We don’t tolerate discrimination against any person because of race, color, ethnicity, sex, sexual orientation, age, disability,
veteran status, religious beliefs, marital status, citizenship status, genetic information or other attributes protected by law.

Your responsibility
Always treat fellow members with honesty, dignity, fairness and respect.

•

Don’t engage in conduct or use language which others may find derogatory, offensive or threatening.

•

Focus on the value people add, not their race, color, ethnicity, sex, sexual orientation, age, disability, veteran status, religious
beliefs, marital status, citizenship status, genetic information or other attributes protected by law.

•

Never tolerate discrimination, harassment, or offensive or violent behavior. If you witness or experience these behaviors,
report them immediately to your manager and Member and Community Relations representative.

Relevant policies: Security Program; Fairness and Respect in the Workplace

Integrity in Action
My coworker is notorious for telling inappropriate and offensive jokes. She insists it’s “all in good fun”, but I still
feel uncomfortable. How can I get her to stop?

Being a Great Place to Work

•

Words and actions need to express respect for each person’s dignity. If you feel comfortable doing so, privately tell your
coworker her jokes make you uncomfortable, and ask her to stop. You should also report this behavior to your manager or
your local Member & Community Relations representative so it can be addressed and monitored going forward.
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Equal Employment Opportunity
Integrity in Action
I applied for an internal job, and
during the interview process, the
hiring manager asked several
questions about my personal life,
including my marital status. I don’t
see how this is relevant to the job.
What should I do?
Questions like these are inappropriate,
and are not relevant to the hiring
manager’s ability to select the best
candidate for the job.
During the interview, explain you’d like
to keep the discussion focused on your
qualifications for the job, and report the
inappropriate questions immediately
to your Member and Community
Relations representative.

Equal Employment Opportunity (EEO) laws and regulations
make it illegal to discriminate against any member or
applicant for employment based on race, color, ethnicity,
sex, sexual orientation, age, disability, veteran status,
religious beliefs, marital status, citizenship status or genetic
information. HNI is committed to providing all members and
applicants with equal employment opportunity, based solely
on a candidate’s ability to add value to the company.

Our stance
•

We comply with all applicable laws governing equal employment
opportunity.

•

We employ, promote and treat members and applicants for employment
without discrimination based on age, race, color, religion, national origin,
gender, sexual orientation, physical or mental disability, veteran status
or other personal attributes which are not relevant to job performance.

•

We make fair and non-discriminatory employment decisions regarding
hiring, salary, benefits, advancement, discipline, termination and
retirement.

Your responsibility
•

When making employment decisions, first and foremost consider each
candidate’s qualifications for the job and ability to add value to the
company.

•

When making employment decisions, don’t ask candidates about legally
protected attributes. These factors are not relevant to a candidate’s
ability to do the job well.

•

If you witness what you believe is a discriminatory employment decision,
report it using the process outlined on page 6.

Relevant policy: Fairness and Respect in the Workplace
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Member Safety
As fellow members, we all share the responsibility to
keep each other safe on the job. Numerous safety laws,
regulations and best practices have been translated
into HNI’s workplace safety rules and procedures,
which all members are expected to follow as a
condition of continued employment.

Our stance
•

We require members to work safely as a condition of hire and continued employment.

•

Safe workplace design identifies and eliminates workplace hazards. Each worksite develops workplace rules and procedures
to follow in the event of emergency or accident.

•

Our Safety Appeal Procedure ensures every member understands their right and responsibility to decline a task which they
feel is unsafe or which they have not been trained to safely complete. We will not retaliate against members who raise goodfaith concerns about workplace safety.

•

Use of illegal drugs or alcohol at work, or being under the influence of these substances at work will not be tolerated. See
page 13 for more information.

My coworkers are pressuring me to
skip certain safety procedures which
they insist are unnecessary and slow
down production. What should I do?
We don’t sacrifice safety for any
reason, including meeting or exceeding
production goals. Tell your coworkers
you aren’t willing to take shortcuts
when it comes to safety, and insist on
following the established safety rules
and procedures. Be sure to report any
continued violations of safety rules using
the process on page 6.

Your responsibility
•

Know and follow all safety rules and emergency procedures. This
includes completing all required workplace safety training and/or
certifications.

•

Use good judgment and work safely to prevent injury to yourself and
fellow members. Never attempt tasks you have not been trained to
safely perform. Continuously look for ways to improve workplace safety.

•

Immediately report accidents, near misses and concerns regarding
unsafe working conditions using your worksite’s reporting process. You
may also contact the HNI Law Department or Corporate Safety and
Environmental Manager regarding a concern by calling (563) 272-7400.

•

Never enter the workplace while under the influence of alcohol, illegal
drugs or legitimately prescribed drugs which could impact your ability
to work safely. If you suspect a fellow member is under the influence,
report it immediately.

Being a Great Place to Work

Integrity in Action

Relevant policy: Member Safety Program
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Drug & Alcohol Free

Workplace

Integrity in Action

Our stance
•

We strive to provide a work environment which fosters member
safety and productivity. Therefore, we don’t allow members to be
under the influence of drugs or alcohol at work.

•

We don’t allow members to possess or sell illegal drugs, alcohol
or drug paraphernalia at any time on company premises, in
company vehicles or when performing company business.

•

The only exception is for alcohol consumption at companysponsored functions where the serving of alcohol has been
approved. In these situations, consumption is completely
voluntary, should always be in moderation and never in a manner
which would embarrass or harm you, others or the company.

•

We reserve the right to administer drug and alcohol tests to ensure
workplace safety, including unannounced random testing; testing
when there is a reasonable suspicion a member may be under
the influence of drugs or alcohol; testing following workplace
accidents; and follow up testing for these situations.

•

We encourage and support member recovery from substance
abuse through HNI’s Member Assistance Program.

I think I may have smelled alcohol on
my coworker’s breath this afternoon,
but I’m not sure. What should I do?
Drug and alcohol use can have life-ordeath consequences when it comes to
workplace safety. Because of this, your
responsibility is to immediately report
any concerns, even if you aren’t certain
your coworker is under the influence.
See page 6 for more information on
reporting your concern.

Your responsibility
•

Never work while you’re under the influence of alcohol or illegal drugs.

•

In addition, never work under the influence of a controlled substance, including a legitimately prescribed prescription drug,
which has the potential to endanger your safety or the safety of fellow members.

•

If you believe a coworker possesses drugs or alcohol on company property, or is working under the influence of drugs or
alcohol, immediately report your concerns using the process outlined on page 6.

•

If you are struggling with drug or alcohol abuse, contact HNI’s Member Assistance Program for free and confidential help by
calling (866) 899-1367.

Relevant policy: Drug and Alcohol Free Workplace
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Personal Relationships
Our stance
•

We rely on members’ professional integrity and good judgment
when it comes to personal relationships among fellow members
and others outside HNI with whom we do business.

•

We respect members’ rights to privacy. Members’ private lives are
their own, but must not adversely affect, or have the appearance
of adversely affecting, their judgment or actions in performing
their duties for the company.

•

We minimize the need for members to provide information about
their personal lives whenever possible, except in circumstances
which have business implications or potential impacts to a
member’s ability to effectively or impartially perform his or her
job.

•

We don’t allow members to work together in any circumstance
where a conflict of interest or unfair advantage may be gained,
or perceived to be gained, from the overlap of a personal and
professional relationship.

Your responsibility
Always use good judgment when you have a personal relationship
with a coworker.

•

Disclose any personal relationship, in confidence, to your
manager or Member and Community Relations representative
when there is the potential for a perceived or actual conflict of
interest to arise. This includes but is not limited to family members
with whom you have a direct or indirect reporting relationship,
or a romantic relationship with another member with whom you
have a direct or indirect reporting relationship.

•

Remember, your personal relationships are personal. Don’t
engage in excessive, unprofessional or inappropriate personal
interaction with another member during the work day.

I’m the leader of our department, and a
good friend’s daughter unwittingly applied
for a job in my department. She is clearly
our strongest candidate, but I’m not sure if
hiring her would create a personal conflict
of interest. What should I do?
Your Member and Community Relations
(MCR) representative will be able to help you
assess the situation and determine whether it’s
appropriate to extend an offer for employment.
There are many factors in play, including the
nature of your personal relationship with the
candidate and the reporting relationship that
would exist within your department. Disclose
your personal relationship to your MCR
representative if you have not already done
so, and ask for his or her guidance before
extending an offer for employment.

Being a Great Place to Work

•

Integrity in Action
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Use of Company Communication

Tools, Assets & Information System
Our stance
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•

We provide communication tools (such as e-mail, internet, and instant messaging), assets (such as mobile phones, computers
and company vehicles) and information systems to allow members in certain positions to perform their jobs.

•

We generally allow members to use company communications tools, assets and information systems for limited and
appropriate personal use which does not interfere with the member’s ability to successfully perform his or her job, except in
certain situations, which are noted below.

•

We don’t allow personal use of company communications tools when personal use relates to business activities outside
the company; has been expressly prohibited; detracts from a member’s job performance; interferes with the operation of
company resources; interferes with another member’s ability to perform his or her job; or is in conflict with any law, regulation
or company policy.

•

We don’t allow company communication tools, assets and information systems to be used in disruptive, inappropriate,
unprofessional or offensive ways. This includes but is not limited to viewing or distributing offensive content related to sex,
race, religion or any other protected status; widely distributing non-business related e-mails (such as chain letters and jokes);
or distributing any material which might negatively affect the company’s reputation.

•

We carefully safeguard the company’s confidential information. We don’t act (or fail to act) in ways which place confidential
company information at risk of disclosure to members who are not authorized to view such information, or to those outside
the company.

ms

Your responsibility
•

Use company communication tools, assets and information systems in accordance with company policy and with the primary
purpose of performing your job. This includes limiting personal use of company communication tools and assets.

•

Protect company assets from damage, theft and unauthorized access.

•

Never misrepresent, obscure, suppress or replace a user’s identity on an electronic communication system. Do not construct
an electronic communication so it appears to be from someone else.

Integrity in Action

Personal use of company communication tools and equipment should never interfere with getting the job done. If you feel
comfortable doing so, talk to your coworker about limiting his personal use of the shared computer and also report the
behavior to your manager so it can be monitored going forward.
My coworker sometimes leaves documents with confidential information open on her computer screen when she
leaves for lunch. I’m worried other members will walk by her desk and view this confidential information. Should
I say something?
Yes. Tell your coworker you couldn’t help but notice the confidential information on her computer screen, and recommend
she take steps to protect the information while she’s away from her desk, such as closing the document and protecting
her computer with a password. If the problem persists or you don’t feel comfortable discussing the issue directly with your
coworker, notify your manager of your concerns.

Being a Great Place to Work

I work in my plant’s distribution department, and my coworkers and I share a common computer. A coworker
frequently uses it to check his e-mail during the work day, and it’s starting to prevent me from quickly using the
computer to schedule shipments and deliveries. What should I do?

Relevant policies: Technology & Communications Equipment/Services; Use of Electronic Communications & Tools; Password Policy; Information Security
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Doing

Business Ethically
We do business ethically.
We act only in an honest and ethical manner in all business situations.
We follow all federal, state and local laws and regulations of all countries where we do business.
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Conflicts of Interest
A conflict of interest occurs when a member’s own financial, family or other personal considerations
affect how HNI does business, or affect others’ perception of how HNI does business. A conflict of
interest is problematic for the company, because it has the potential to place a member’s personal best
interest in direct competition with HNI’s best interests.

Our stance
•

We believe HNI has an obligation to its shareholders, customers and suppliers to ensure business decisions are based solely
on business-related factors such as quality, price, delivery, service, experience and reputation.

•

We expect all members to make objective business decisions based on the best interests of the company.

•

We require members to report to management any situation which could be perceived by others as a conflict of interest.

•

We don’t allow members to make business decisions where an actual or perceived personal conflict of interest exists.

Your responsibility
Integrity in Action
•

When possible, avoid situations and relationships which could create even the
appearance you are motivated by personal gain when conducting business for HNI.
When an actual or perceived conflict of interest is not avoidable, report it immediately
to your manager so steps can be taken to ensure any potential conflict is avoided
or addressed.

•

Request written approval from your manager (or, in the case of corporate officers,
from the Board of Directors) before entering into any outside business or consulting
activity. This includes serving on the Board of Directors of a for-profit company.

•

Report to company management any ownership interests you hold in companies
with which HNI does business (any interest in a private company, and any stock
interest exceeding 1% of total outstanding stock in a publicly traded company).

•

Don’t receive personal gifts or favors from another organization with a value greater
than $75, or which create a feeling of obligation to conduct business with the
organization.

•

Never accept cash or cash equivalents (such as gift cards) from another
organization, regardless of value.

•

Never offer any gifts (including food and entertainment) to any government
employee without express approval from the HNI Law Department.

Relevant policies: Outside Business Activities of Officers and Managers; Outside Directorships of
Officers; Doing Business with Government Agencies; Conflicts of Interest

It’s generally OK to accept
gifts (such as a gift basket,
for example) which are valued
at $75 or less. However, it’s
never OK to accept cash or
cash equivalents, such as gift
cards. You should return the
gift card to the sender with
a letter of explanation. If you
believe returning the gift card
would cause embarrassment,
discuss it with your manager
and arrange to send the gift
card to an approved charity.

Doing Business Ethically

•

A consulting firm asked
me to take a benchmarking
survey, which I did. They
then sent me a $20 gift card
in thanks. Can I keep it?

18

Public Reporting, InternalControls &
Whistleblower Protection
HNI is a publicly traded company, and as a result, we file reports and other documents with the
Securities and Exchange Commission (SEC) and the stock exchange on which our securities trade.
We also make public statements which include information about our business and financial condition.
Internal controls act as a system of checks and balances to ensure all company financial information
HNI provides to the investing public is fair, accurate and timely. Internal controls also protect company
assets and information, ensuring they are used in compliance with company policies, laws and
regulations.

Our stance
•

We believe the investing public deserves accurate, timely and understandable company financial information. Therefore,
we endeavor to make full, fair, accurate, timely and understandable disclosures which comply with accounting standards,
accounting controls and audit practices. This includes disclosures in reports and documents we file with or submit to the SEC,
and in our press releases and public communications.

•

We record all assets and transactions in the company’s books and records in accordance with proper accounting practices
and procedures. We don’t falsify records in any manner, or make any attempts to obscure relevant or required information.
This includes not only company financial statements, but also recording of time worked, attendance, expense reports, general
account records, purchasing records and manufacturing records.

•

We establish sound internal audit procedures and follow them.

•

We ensure business transactions are conducted only by authorized members.

•

We protect company assets and information, allowing access only to authorized members.

•

We comply with all securities laws and regulations.

•

We don’t allow unrecorded or off-book funds or accounts to be established or maintained for any purpose.

•

We don’t tolerate any behavior to fraudulently influence, manipulate, or mislead any internal or external auditor.

•

We strictly prohibit discrimination, retaliation or harassment by any HNI officer, director, member or agent against a member who
reports, in good faith and based on a reasonable belief, suspected violations of securities laws or questionable accounting or
auditing practices. This means HNI will not discharge, demote, suspend, threaten, harass (directly or indirectly) or in any other
manner retaliate against a member who reports a suspected violation in good faith. Any member who engages in retaliatory
conduct in violation of this Code may be subject to disciplinary action, up to and including termination of employment.

Relevant policies: Disclosure of Financial and Economic Data; Fraud; Records Management; Accounting Policy(s) and Procedure(s); Information Security
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Integrity in Action

Your responsibility
Retain company records according to laws and company policies.

•

Record business transactions in writing, promptly and accurately, in the
company’s books and records. Never make false or misleading entries,
or omit or conceal required information.

•

If you suspect or learn records are misleading or contain errors, or if you
have concerns related to the company’s compliance with securities laws,
accounting or audit compliance, you must immediately report it to your
manager.

•

Report all errors or misstatements, regardless of their significance or how
long ago they may have occurred. If your manager fails to take corrective
action, report your concern to HNI’s Vice President of Internal Audit at
(563) 272-7400.

•

If you are requested to provide, review or certify information in connection
with our disclosure controls and procedures, you must provide the
requested information or otherwise respond in a full, accurate and timely
manner.

•

Members of management are responsible for establishing and maintaining
internal controls in their areas of responsibility.

•

Cooperate fully with internal and outside auditors, and provide timely and
truthful information.

•

Protect company data transmitted and/or stored electronically from
disasters, misuse and unauthorized access. For example, when
appropriate, use back-up systems, firewalls, electronic security measures
(such as passwords) and effective disaster planning.

No. HNI does not permit any
unrecorded or off-book funds to be
established or kept with company
resources for any purpose. Talk to
your manager so the proper course
of action can be taken. There is likely
a legitimately established company
account which should be used for
member engagement activities.
I’m an accountant. I think I may have
found an error in the spreadsheet
our department used to calculate a
financial figure in the annual report
we filed with the SEC three years
ago. It seems to be very minor and
if no one has caught it in three
years it can’t be a big deal - right?
Even if the error seems minor or
no longer relevant, you must report
it immediately to your manager.
Remember this rule: when in doubt
about a potential error, report it.

Doing Business Ethically

•

I’m a member of our worksite’s
social committee. Recently, a fellow
committee member recommended
we establish an off-the-books fund
for social events, since spending
directly from our department
budgets for social activities might
raise some eyebrows. Is it OK to
start a fund like this?
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Antitrust Compliance
The intention of antitrust laws is to promote competition by prohibiting activities which could
unreasonably restrain trade and competition. These laws prohibit conduct such as formal or informal
agreements with a competitor which cannot be justified by a legitimate business purpose. This includes
agreements or understandings with competitors to fix, stabilize or control prices; to allocate production,
territories, customers or markets; to agree to boycott or refuse to deal with specific customers or
suppliers; or to agree to limit production. These laws also prohibit selling a product at different prices
to competing customers who resell the product and prohibit receiving discriminatory prices.

Our stance
•

We aggressively, legally and ethically compete for customers’ business.

•

We comply with U.S. antitrust laws and foreign laws governing competition.

•

We don’t enter into agreements or understandings with competitors with respect to prices; terms of sale; production limitations;
or allocation of products, customers or territories.

•

We don’t agree with others to refuse to do business with certain customers or suppliers.

•

We don’t engage in product pricing policies which have the potential to violate antitrust laws.

Your responsibility
•

Don’t enter into discussions with competitors regarding any
arrangements which could actually limit competition, or could
be perceived as limiting competition. For example, don’t
agree to fix prices; rig bids; divide up products, territories,
customers or markets; or limit production or sale of products.

•

If you aren’t sure how to proceed in a specific situation,
contact the HNI Law Department. The Law Department
can also provide you with an informational brochure about
antitrust law titled The Competitive Market: A Guide for
Compliance with the Antitrust and Trade Regulation Laws.

Relevant policy: Competition Law and Trade Regulation Compliance
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Integrity in Action
At an industry conference, a competitor’s
salesperson approached me and hinted it
would be much easier for both of us to meet
our sales goals if we divided and exclusively
served certain customer groups. I didn’t know
how to react. How should I have responded?
Arrangements to allocate customers is anticompetitive and violate antitrust laws. Tell the
competitor’s salesperson you’re confident you
can meet your sales goals without dividing
customers, and then remove yourself from
the situation. Then report it to the HNI Law
Department.

Corruption, Bribery &
Trade Regulations
There are many laws and regulations which govern trade. These include laws which combat corruption
and bribery. The U.S. Foreign Corrupt Practices Act (FCPA) makes it a crime to pay, offer or give
anything of value to a foreign official to obtain or retain business or to secure any improper business
advantage.

Our stance
•

We comply with anti-corruption, anti-bribery and trade laws in the
U.S. and other countries in which we do business.

•

We don’t pay, offer or give anything of value to a government official,
directly or indirectly, which would improperly or illegally influence the
official.

Your responsibility
Understand and comply with all anti-corruption, anti-bribery and
trade laws relevant to your job duties. Identifying the specific trade
laws you must follow can be complex. Ask the HNI Law Department
for guidance if needed.

•

Never make, offer, or authorize improper payment (or anything
else of value, such as gifts or favors) to a person or organization in
order to obtain a benefit or advantage for HNI to which we would not
otherwise be entitled. This includes bribes, kickbacks and payoffs.

•

Never accept offers of payments or gifts you believe to be a bribe,
kickback or otherwise improper. Immediately notify the HNI Law
Department if you receive such an offer.

•

Keep accurate records of all business transactions, including trade
and international business transactions.

•

Ask the HNI Law Department for guidance when needed.

I’m working with a foreign trade
office on an agreement to allow HNI
to export its goods to a new foreign
market. A clerk in this country’s trade
office has requested a nominal fee,
which he insists is customary and
required to complete the agreement.
Should I authorize the payment?
You’re right to question the request.
Paying this fee might be completely
legitimate. However, paying the fee
might also be inappropriate and even
illegal, regardless of how customary the
foreign clerk insists it is.
Before you pay any fee you aren’t sure
is legitimate and legal, contact the HNI
Law Department for guidance on how
to proceed.

Doing Business Ethically

•

Integrity in Action

Relevant policies: Doing Business with Government Agencies; Competition Law and
Trade Regulation Compliance; Proper Business Practices and Anti-Bribery (FCPA)
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Confidential & Proprietary
Company Information
Confidential and proprietary company information is knowledge HNI has developed or acquired which
is not publicly available. This type of information affects HNI’s ability to be competitive in the market,
and includes knowledge such as manufacturing techniques, cost data, marketing strategies, financial
information, budgets and business plans.

Our stance
•

We never intentionally disclose confidential or proprietary company
information to unauthorized individuals or organizations.

•

We expect members to protect against unauthorized or unintended
disclosure, theft, and loss of confidential and proprietary company
information.

•

We use only ethical and legal means for gathering competitive
information.

•

We don’t ask members to compromise their personal integrity by
violating confidentiality agreements they have made with other
organizations, such as former employers.

Integrity in Action
My acquaintance, Mike, was recently let go by a competitor of HNI. Mike sent me an e-mail asking about HNI job
opportunities, and hinted he would be willing to share proprietary information about his former employer with
HNI. According to Mike, “they didn’t even make me sign a confidentiality agreement!” Mike is very talented, but
I’m not comfortable with his comments. What should I do?
Tell Mike HNI only obtains competitive information in ethical ways, and even if he has not signed a confidentiality agreement
with his former employer, it still wouldn’t be appropriate for him to share his former employer’s proprietary knowledge with
HNI.
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Integrity in Action
I received a call at work from
a person who stated she was
employed by a national survey
organization. She asked me about
HNI’s business outlook for the
coming quarter, which made me
uncomfortable and I ended the call.
How should I handle a situation
like this if it happens again in the
future?
You did the right thing. Tell the caller
you are not authorized to disclose the
information he or she is requesting.
Then notify your manager and forward
the details of your call to the HNI Law
Department.

Your responsibility
Sign and honor the Confidentiality, Non-Solicitation and Invention Assignment Agreement, even if you leave HNI or retire.

•

Don’t disclose proprietary or confidential information to individuals outside the company unless you’ve received approval from
management to do so.

•

Mark proprietary or confidential materials as “Confidential” or “Attorney–Client Privileged and Confidential” when seeking legal
advice from HNI’s Law Department.

•

It’s acceptable to use competitive, technical and market information about other companies only if it is disclosed in formal
public presentations, in filings with government agencies or in publicly available sources. Never obtain competitive information
in a dishonest way, such as through theft, bribery or misrepresentation. Never use information you suspect has been obtained
in any of these ways by someone else.

•

Don’t accept unrequested ideas from individuals outside the Company. Although it may seem harmless, it can result in unfair
allegations that HNI used the unsolicited idea and owes money to the person who submitted it. If you receive an unrequested
idea from somone outside the company, report it immediately to your manager and HNI’s Law Department.

•

Conduct benchmarking of best practices with other organizations when appropriate and approved by management, and only
ask your benchmarking partner about the kind of information we would also be willing to share with them. Be careful not to
disclose any proprietary or confidential company information to the other organization. If you’re not sure what’s appropriate to
share, discuss with your manager. Remember to avoid discussions regarding allocation of markets or customers, price fixing,
or other trade restraints. These discussions could violate antitrust laws. See page 21 for more information.

Relevant policies: Disclosure of Financial and Economic Data; Confidential Business Information and Invention Assignments; Intellectual Property;
Obtaining Competitive Information; Information Security

Doing Business Ethically

•
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Insider Trading
Laws prohibit insider trading, which occurs when a person
trades in a company’s securities (such as common stock
or stock options) based upon material inside information,
or information which is not publicly available and could
reasonably affect a person’s decision about whether to buy
or sell the securities. Insider trading also occurs when a
person gives material inside information to someone else
who trades on it.

Integrity in Action
What are some examples of material inside
information?
Any member, not just officers or managers, might
at some time have material inside information, such
as:
•

Proposed major acquisitions, sell-offs or joint
ventures

•

Significant changes in current or anticipated
earnings

•

Upcoming dividend changes

•

Major research or regulatory developments
relating to significant new products or
processes

•

Proposed major financing by the Company
involving sale of stock or other securities

•

Substantial purchases, sales, or write-offs of
assets

•

Major contractual arrangements

•

Changes in pricing of key product lines

•

Major developments in litigation

Our stance
•

We believe in a level playing field for all investors.

•

We require members to comply with insider trading laws.

Your responsibility
•

Don’t trade HNI Corporation common stock or stock
options if you possess material inside information. If you’re
unsure whether trading is appropriate, consult the HNI Law
Department.

•

Don’t communicate material inside information to others,
including family and friends, until HNI has disclosed the
information publicly and the investing public has had
sufficient time to digest the information.

•

If you receive material inside information about another
company, don’t trade in the company’s stock or advise
others to do so until the company has publicly released the
information.

•

If you are a corporate officer, you must consult with the Vice
President, General Counsel and Secretary before trading in
HNI Corporation common stock, except for routine purchases
under Company qualified plans, such as the Members’ Stock
Purchase Plan (MSPP).

This is not a complete list. Ask the HNI Law
Department if you have specific questions.
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Relevant policies: Disclosure of Financial and Economic Data; Security
Trades by Directors, Officers and Members

Political Activity
Our stance
•

We encourage members to become involved in the
political process as private citizens.

•

We generally limit company involvement in political
campaigns and political issues.

•

We occasionally express HNI’s views (directly, or through
trade associations, industry groups or other coalitions)
on proposed legislation and issues of public concern
which affect HNI. This includes providing members with
information on issues which could affect our business,
our members and shareholders or the geographic
areas in which we operate. Any decision to make HNI’s
position known on a particular issue is reserved solely
for authorized company leaders.

•

We don’t contribute to political parties or candidates
using company funds.

•

We don’t pay honoraria to public officials, except in rare
cases for appropriate purposes approved by the HNI
Law Department.

Your responsibility
•

Recognize any political affiliation you have or financial
contribution you make is is purely personal and cannot
be represented as HNI’s political affiliation or activity.

•

Run for political office if you choose. It’s a good way to
become involved in the political process and contribute
to your community. However, if you’re elected,
remember you are acting as an individual, and never as
a spokesperson for HNI.

•

Do not use company funds to contribute to any political
cause, candidate or campaign. You are welcome to make
personal contributions to political causes, candidates
and campaigns, but they should never be represented
as contributions from HNI.

•

If you hold elected office and are asked to consider
matters which affect HNI, first check any applicable rules
which govern your elected position to determine whether
you should become or remain involved. In the absence
of any rules, the decision to become or remain involved
is based on your good judgment as an elected official.

Relevant policy: Political Activity

A good friend is running for city council and has asked me to distribute campaign material to my coworkers. Is
this allowed?

Doing Business Ethically

Integrity in Action

HNI does not restrict your personal political activities away from the company using personal funds. But you cannot
campaign during your work hours or use company resources (such as materials, services, machines or work time) to
support personal political activity.
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Acting with

Integrity in All We Do
We act with integrity in all we do.

We act with honesty and integrity, even when we’re not at work.
We give back to our communities and protect the environment for future generations.
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Misconduct Off the Job
HNI recognizes and respects each member’s right to a personal life. Generally speaking, the company
limits involvement in members’ personal lives as much as possible. However, HNI also has a responsibility
to its members to provide a safe, non-threatening work environment and to its shareholders to protect
the company’s good reputation and business interests. Because of this, serious misconduct which
occurs off the job could also lead to consequences at work.

Our stance
•

We believe HNI’s good reputation is one of our strongest assets.

•

We reserve the right to take disciplinary action, up to and including termination, in the rare instances in which a member
engages in serious misconduct, even if it occurs outside work hours. Examples include but are not limited to criminal acts;
violent or threatening acts against others; reckless behavior which endangers the safety of others; behavior which undermines
a member’s trustworthiness (such as theft or fraud); and alcohol-related and illegal drug-related offenses.

Your responsibility
•

Even when you’re not at work, act only in ways which maintain and support HNI’s good reputation and business interests.

I think my coworker may have a gambling addiction. He’s always talking about his latest big win during football
and basketball season. He gambles several times a week during his lunch break, and I’ve even heard him lie to
his spouse over the phone about his gambling activity. I’m concerned because he has access to company funds
as part of his job. Am I right to be worried, and should I say something to our manager?
Your coworker may or may not have a gambling addiction, but it’s not your job to determine this. The important thing
is you’ve recognized a legitimate potential risk exists which could harm HNI’s business interests. Even though your
coworker’s gambling behavior isn’t occurring during work hours, there’s a potential for it to harm his ability to effectively
do his job, and reporting your concerns to your manager or Member and Community Relations (MCR) representative is
the right thing to do. MCR will address the concerns with your coworker and, if appropriate, suggest gambling addiction
recovery resources that can help.

Acting with Integrity in All We Do

Integrity in Action
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The Web and Social Media
Integrity in Action
Sometimes I use a social media
site to send quick messages to my
boss while she’s traveling. Instead
of messaging her the results of our
new product testing, I accidentally
released the message to my entire
list of contacts who use this social
media service. How can I fix this?!
If possible, immediately retract or
remove the message containing the
confidential information. Notify your
manager of the mistake as quickly
as possible, and contact the HNI Law
Department for further advice on how
to proceed.

Our stance
•

We recognize the web and social media can be invaluable tools for
conducting business.

•

We also recognize the web and social media have the potential to
damage HNI’s good reputation and business interests if not used
appropriately.

•

We remain mindful that all information released by the company and
its members, both via the web and social media, becomes part of the
public record viewable by customers, shareholders, fellow members
and the public at large.

•

We allow company announcements to be made and distributed solely
by authorized company leaders.

•

We don’t allow members to disclose confidential or proprietary business
information. This includes anonymous disclosure via the web or social
media.

•

We don’t allow members to use the web or social media at work in ways
which are inconsistent with HNI’s values, or in ways which are nonwork-related and hinder job performance. See pages 15-16 for more
information.

Your responsibility
•

If you have access to the web and social media at work, recognize the company has entrusted you with this access so you can
perform your job efficiently and effectively. Respect the access you’ve been entrusted with, and use it appropriately.

•

Don’t post material on the web or using social media that is obscene, threatening, harassing, offensive, or embarrassing to
another person or to HNI. This includes, but is not limited to, comments regarding HNI members, customers, stakeholders or
the company as a whole.

•

Don’t let the perceived anonymity of the web and social media impair your good judgment. Before you post any material,
consider: Would I be embarrassed if my boss knew I was responsible for this posting? If my family knew? Could this posting
harm my professional reputation or the reputation of HNI?

•

Never use the web or social media to distribute confidential or proprietary company information to unauthorized individuals.
For more information, see pages 23-24.

Relevant policies: Technology & Communications Equipment/Services; Use of Electronic Communications & Tools; Information Security; Social Media
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Protecting the
Environment
Environmental laws and regulations impact not only how we
manufacture our products, but also how we package, mark,
handle, store, transport and dispose of raw materials, products
and wastes. Violation of environmental laws can lead to criminal,
civil and administrative penalties.

Our stance
•

We are committed to meeting or exceeding applicable environmental
standards to protect human and ecosystem health.

•

We continuously strive to reduce our environmental footprint. This includes efficient use of materials and energy; recycling;
and responsible waste management.

•

We train members to understand the environmental impact of the work they do, and require all members to comply with
environmental standards.

•

We will not waive our environmental obligations to increase production, to reduce costs or for any other reason.

•

We do not retaliate against members who raise concerns about environmental protection in good faith.

I think my coworker may have altered our
environmental monitoring records to bring
the company into compliance with an
environmental regulation. I know the company
would likely be fined without the alteration,
and I’m worried my coworker will get in trouble
if I report my suspicion. What should I do?
If you suspect the document is untruthful, you
have a responsibility to report your concern to
your worksite’s environmental manager, or using
the process outlined on page 6. You may also
report your concern to HNI’s Corporate Safety
and Environmental Manager by calling HNI
Corporation Headquarters at (563) 272-7400.

Your responsibility
•

Follow established company rules and guidelines regarding
environmental protection.

•

Ask a manager, the HNI Law Department, or the Corporate
Safety and Environmental Manager whenever a question
arises about the meaning or application of environmental permit
requirements and environmental laws.

•

If authorized to do so as a responsibility of your job, complete
environmental permit applications, enironmental reports and
related documents accurately, completely and in a timely
manner.

•

Report any concerns about compliance with environmental
laws, regulations and company rules or policies using the
process on page 6.

Relevant policies: Environmental Policy; Avoiding Environmental Liabilities in
Business Transactions; Enterprise Sustainability; Energy Policy

Acting with Integrity in All We Do

Integrity in Action
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Consistent with New York Stock Exchange listing requirements, only the Board of Directors or a committee of the Board of Directors may waive a provision
of this Code of Integrity for our executive officers or directors, and any waiver will be promptly disclosed to the public. Waivers of this Code of Integrity for
any other member may be made only by an appropriate company officer or business unit head, and then only under special circumstances.
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Personal Commitment to Our Values
Member acknowledgement
After reading and carefully considering the information contained in HNI Corporation Member Code of
Integrity, I understand it is my responsibility as a member of HNI Corporation, or one of its wholly or
majority owned businesses, to follow both the spirit and the letter of these guidelines and our policies.
In doing so, I will also be fulfilling Our Vision.

___________________________________________________
Member signature

___________________________________________________
Date

___________________________________________________
Member name (printed)

___________________________________________________
Name of HNI Corporation operating company

Neither this acknowledgment nor the HNI Member Code of Integrity is meant to change the terms and
conditions of my employment.
This commitment must be returned to your Member and Community Relations department.
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