COMPANY POLICIES
CORPORATE SOCIAL
RESPONSIBILITY
HTLL’s sustainability and CSR policy shows the commitment of the company towards
the well-being of the society. The company’s sustainability and CSR policy is in line with
SECP’s CSR Voluntary Guidelines 2013 and Companies Act 2017. The main purpose of
this policy is to give a direction to the company at all levels that how can it contributes
in the betterment of the society in which it operates. This policy of the company
revolves around the three main areas of the social interest that includes Education,
Environment and Healthcare. Overall company’s strategies are made by considering
all these important factors. HTL is bestowed by various awards in recognition of its
extra ordinary efforts towards improving the lives of the people. HTL has adopted the
standards introduced by United Nation Global Compact (UNGC) and also got certified
from it. On effective compliance of the guidelines, HTL is awarded a first prize from
UNGC.

SOCIAL AND ENVIRONMENTAL
RESPONSIBILITY
The main objective of this policy is to ensure that HTL’s business operations and
activities will not have adverse effects on the society as well as the environment in
which it operates. Having a social and environmental policy in hand makes the HTL
responsible to comply with all legislations and other requirements that is associated
with its business operations and activities. HTL is committed to sponsor social welfare
programs and to work for greener Pakistan initiative to avoid environmental pollution

TRANSACTIONS WITH RELATED
PARTY
The purpose of this policy is to ensure the proper approval and reporting of transactions
between the company and its related parties, subsidiary and associated undertakings
by following the guidelines of Companies Act 2017, Code and any other relevant law, if
any. The policy enumerates identification and disclosure mechanism. The nature of the
transactio ns that take place between HTL and related parties includes but not
limited to sale, purchase or supply of any goods or materials, selling or otherwise
disposing of, or buying, property of any kind, leasing of property of any kind, availing
or rendering of any services, appointment of any agent for purchase or sale of goods,
materials, services or property and such related party’s appointment to any office or
place of profit in the company, its subsidiary company or associated company. In cases
where company has entered in any transaction with related party disclosures are
required to be made, that includes but not limited to, in respect of name of company or
undertaking, nature and amount of transaction, method used for transaction and arm’s
length.

SAFETY OF RECORDS
HTL has devised an effective policy for the safety of records, which ensures the
security of all physical and electronic data / record by including access controls
besides ‘real-time’ on-site and remote backup of all data. The purpose of the policy is
to ensure the preservation of Company records of significant or permanent value for
periods exceeding the legally stipulated timeframe in an efficient, secure and easy to
retrieve manner either physically or in electronic format or both. Our IT department is
responsible for back-ups of all the electronic records. Proper SOP’s are also in place
for complete guidelines.

CONFLICT OF INTEREST
Conflict of Interest Policy has been developed to inform members of the Board of
their principal legal obligations to HTL and to provide a method for identification,
disclosure and resolution of potential conflicts of interest under the guidelines, if any,
of Companies Act, 2017, the Article of Association of the company, other relevant
laws and best practices. This policy also aims to provide a framework for all Board
Members to disclose actual and perceived conflicts of interest. It provides guidance on
what constitutes a Conflict of Interest and how it will be managed and monitored by
HTL. The Board encourages directors to resolve any issues or concerns at the earliest
opportunity. While some conflicts will be resolved by an informal discussion between
the parties, others will need a process for successful resolution.
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SECURITY CLEARANCE OF FOREIGN
DIRECTORS
HTL’s Board has defined the complete procedure for the appointment and security
clearance of any foreign national as a member of the Board. As per the policy,
Company secretory is responsible for all the matters regarding security clearance of
foreign director. Company Secretory files all the required forms, declarations, certified
undertaking and other particulars to the SECP for clearance from the relevant Govt.
Agencies.

INFORMATION TECHNOLOGY (IT)
GOVERNANCE
Our IT Governance Policy delineates guidelines to ensure the effective input and
decision making for achieving the organizational goals. Due to importance of IT in HTL,
CEO directly oversees IT governance and input on strategic alignment, value delivery
and resource management. Board oversees investment and risk regarding IT through
Investment Committee (IC) and Risk Management Committee (RMC) respectively.
IT governance policy includes following key aspects:
•
Data security
•
Data storage and backup
•
Availability of data in a manner to ensure informed decision making
•
Ensuring safety of IT assets and resources
•
Promoting transparency, accountability and governance
•
Alignment of IT objectives with the corporate strategy

WHISTLE BLOWING
HTL have a properly documented and implemented whistle blowing policy to ensure
doing the business lawfully, ethically and with integrity. The prime objective of the
formulation of this Whistle-blowing Policy (WBP) is to encourage employees and
professional associates of the Company to formally bring to the notice of an appropriate
official their concerns about or knowledge of an actual or suspected wrongdoing noticed
by them. No whistle-blower is subjected to any harassment or victimization (including
informal pressures). If however, an allegation is made frivolously, maliciously or for
personal gain, it will be treated as a breach of discipline and dealt with in accordance
with applicable rules.
Due to strong governance and sound ethical practices, no instance of whistle blowing
was witnessed at HTL.

DIVERSITY
To ensure the diversity at HTL’s Board, a female, Ms. Mavira Tahir, has been appointed
as non-executive director. Diversity at Hi-Tech Lubricants Limited is about commitment
to equality and the treatment of all individuals with respect. HTL is dedicated to growing
a rich culture, diverse workforce and a work environment in which every employee is
treated fairly, respected and has the opportunity to contribute to business success,
while being given the opportunities to realize their full potential as individuals. HTL
Further ensures that employment and employee development decisions are purely
objective and encourages every individual to feel important part of the organization.
Our purpose is to ensure a diverse workplace where all the people are encouraged to
perform at a significant level irrespective of the following characteristics;
•
•
•
•
•
•
•
•

age;
disability;
gender;
marital status;
maternity and other medical conditions;
race (includes color,cast, nationality and ethnic origins);
religion and or belief;
physical appearance;

STAKEHOLDERS ENGAGEMENT
Hi-Tech Lubricants Limited (“HTL”) is committed at all times to disclose and distribute all
the information to the public in full and in a timely and accurate manner, in accordance
with the listing rules stipulated by the Pakistan Stock Exchange (“PSX”), as well as the
Securities and Exchange Commission of Pakistan (“SECP”).
All disclosures and announcements submitted to the PSX via SECP will be made
available on the Company’s Investors Relations website. In the unlikely event when
information previously undisclosed were made known to the public, the Company will
promptly announce the related appropriate information to the public through PSX and
the corporate website.
Convey all the essential and relevant disclosure and information to shareholders and
other prospective investors in a balanced, effective, accurate, timely and plain language.
The Company will only communicate through our officially nominated spokespersons,
which will also maintain and conduct regular dialogue sessions with shareholders to
seek and understand their views, as well as to answer queries made by the investors
or media.

COMMUNICATION CHANNELS
•
•
•
•
•

•
•

AGM (Annual General Meeting) and EGM (Extraordinary General Meeting) if
applicable;
Financial results presentation slides and financial results on a quarterly basis;
Presentation to media and analysts’ on half-year and full-year financial results,
Other individual or group meetings, conference calls, investor luncheons, road
shows and conferences local/overseas;
Publications and circulars, such as annual reports, press releases and
statements of major developments, or explanatory notes will be available on the
corporate website;
Corporate website address (www.hitechlubricants.com)
Shareholders and prospective investors can contact the Company’s investor
relations team at 111-645- 942 or by emailing to info@masgroup.org

INVESTOR’S GRIEVANCE
The objective of this policy is to ensure that queries, complaints and grievances
lodged/notified by public shareholders (the “Investors”) are responded promptly,
handled efficiently and resolved within reasonable possible time at an appropriate
level. Corporate Compliance Department is responsible for supervising all the queries,
complaints and grievances of Investors.

POINT OF CONTACTS
•

All the Investors of HTL are required to contact company’s Independent Share
Registrar at Central Depository Company of Pakistan Limited, CDC House, 99B, Block ‘B’, S.M.C.H.S. Main Shahra-e- Faisal, Karachi-74400 OR at info@
cdcpak.com.pk OR at 021 111 111 500;

•

Alternatively, Investors of HTL may also contact either calling at HTL’s landline at
042 111 645 642 or by emailing at info@masgroup.org

•

All the Queries/Complaints/Grievances of Investors of HTL received either by
CDC-Share Registrar or at HTL’s registered office are responded timely, handled
on priority basis and resolved within the timelines specified in the Company’s
Policy.

Lubricants Limited is an equal opportunity employer and seeks to employ individuals
based upon their qualifications, experience, and ability to perform the position
responsibilities. All applicants can expect a fair and completed evaluation of their
application.

EMPLOYEE HEALTH & MATERNITY
Hi Tech Lubricants Limited provides health insurance policy to all its employees for
medical reimbursement in case of outpatient as well as emergency treatment along
with the employee’s dependents. The maternity care is also covered by the company
as per pre-defined limits for each employee level.

LEARNING & DEVELOPMENT
The aim of the Learning and Development policy is to provide the framework for
comprehensive training and development opportunities for all employees within the
company. The purpose of this policy is to ensure following;
•
•
•
•
•
•
•

High standards of work performance;
Greater understanding and appreciation of factors affecting work performance;
Sharing ideas and dissemination of good practice;
Effective management and implementation of change;
Building strong and effective teams;
Increased motivation and job satisfaction for individuals;
Professional development.

JOB ROTATION
The purpose of this policy is to emphasize that the company will exercise its discretion
in transferring employees to other department/location or rotate them to other
jobs within the organization in order to fulfill some specific operational conditions/
requirements while keeping their future career progression in mind.
The policy mainly focuses upon achieving the following:
•
•
•

To exercise flexibility of employment at inter & intra department and at cross
functional level;
To have additional trained management work force available;
To facilitate and ensure smooth transition for employees earmarked to assume
high level position.

PERFORMANCE MANAGEMENT
Performance management system is widely recognised as a bedrock policy upon
which rests all other various functional activities and procedures. Hence, a welldesigned performance management system helps us to attract, nurture, retain and
develop human resource potentials of an organization.
Performance appraisal system is an integral part of the overall performance
management system of HTL, which creates favorable and enabling circumstances
for inculcating fairness, internal & external equity and above all increasing employee
motivation and job satisfaction.

SUCCESSION PLANNING
Succession planning is the Company strategic, systematic and deliberate activity that
will ensure the availability and sustainability of a supply of capable employees that are
ready to assume key or critical organizational roles as they become available within
the company.
Succession planning entails development of high potential employees to become
business leaders in future. HTL firmly believes in the growth of its employees and
continuously focuses on the development of its existing talent.

HUMAN RESOURCE
HIRING
The objective of this policy is aimed at, and committed to, building and maintaining a
diverse workforce with high standards and expectations for excellence. The Hi-Tech
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