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Envi ronmenta l  Pract ices

Progress Energy is committed to conducting its business 

in an environmentally responsible manner.

YOUR RESPONSIBILITY

This includes complying with environmental laws and regulations and working to prevent damage to the environment.
Our success in business demands that the appropriate balance be struck between protection of our environment
and the use of natural and financial resources. Additionally, employees should give careful attention to the proper
handling, treatment, and disposal of wastes and emissions.

QUESTION AND ANSWER

Q: Environmental protection laws can be complicated; sometimes it’s difficult to know when to be 
concerned about a particular situation. What do I need to remember? 

A: Some laws are complex, but you don’t need to understand every detail before you report an 
environmental concern. If you are unsure, ask your supervisor or your work group’s Environmental
Services representative. 
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Drugs and Alcohol    25

Employees shall not be under the influence of alcohol or use, distribute,

manufacture, dispense, possess, or sell illegal drugs or other controlled 

substances while on the job or during work hours, including meal breaks.

YOUR RESPONSIBILITY

Employees share in the responsibility for keeping the workplace free of alcohol and illegal drugs and are
responsible to report an observed violation of this policy.

Any other use, distribution, manufacture, dispensation, possession, or sale of illegal drugs or other controlled
substances or the use of alcohol by an employee that may adversely affect the employee’s job performance,
or that may reflect unfavorably upon public or governmental confidence in the manner in which the Company
carries out its responsibilities, is prohibited.

Employees may consume alcohol at Company-sponsored events if management has authorized alcohol 
consumption in advance and the employee’s consumption would not create a health and safety risk for 
the employee or others. Employees who behave inappropriately due to alcohol consumption at a Company-
sponsored event will be disciplined. 

If there is a Company-sponsored event where alcohol is being served to employees and/or customers, a
management team member of the organization sponsoring the event must be on site to ensure compliance
with Company policies and event rules.

QUESTION AND ANSWER

Q: One of my co-workers just returned from lunch and appears to be under the influence of drugs or 
alcohol. What should I do? 

A: It is against Company policy to drink during work hours or appear at work under the influence. While it
may be that this person is suffering from an illness rather than alcohol or drugs, you should notify your
supervisor or Human Resources representative immediately. 

Q: Does this policy apply whenever I’m on Company premises? For example, if I’m not formally scheduled
to be at work but come in to do some work after hours, attend a special meeting, or take care of some
administrative actions required of me, does this policy still apply? 

A: Yes. The primary purpose of this policy is to contribute to creating a safe work environment at all times.
Impairment can lead to a safety incident at any time, not just when one is formally scheduled to be at work. 
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Use of Company
Information Systems
and Technology Assets    

Every employee is

responsible for protecting

information systems

and associated 

technology assets 

against loss and theft.

Use of  Company In fo rmat ion  
Systems and Technology Assets

Information systems and associated technology assets are provided 

to employees for the purpose of performing their job responsibilities.

As valuable Company resources, these tools may at any time be inspected,

searched, retrieved, copied, monitored for misuse, or restricted. Employees 

also are responsible for the resources’ proper use and protection. Incidental 

personal use is acceptable if it does not interfere with Company business 

or violate applicable laws, licenses, policies, standards, or procedures.

YOUR RESPONSIBILITY

Every employee is responsible for protecting information systems and associated technology assets 
against misuse, loss, and theft. This includes:

• Following all Company policies, standards, and procedures related to information systems and associated
technology assets. Know your technology responsibilities, which include reporting observed or suspected
violations of the Company’s cyber security policies. 

• Talking to your supervisor or contacting the Technology Service Desk (VoiceNet 230.5111 or
1.866.230.5111) if uncertain regarding the proper use or protection of information systems 
or associated technology assets. Nuclear Generation Group (NGG) employees should contact the NGG
Help Desk (VoiceNet 770.2050 or 919.546.2050).

• Being accountable for the actions you take with information systems and associated technology assets.

Employees also must follow corporate policies for securing assets including, but not limited to laptops, jump
drives, and other removable media, personal digital assistants (e.g., a Blackberry), and smart phones. Use of
these assets must be in accordance with all applicable laws, licenses, and Company policies and standards.  
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ELECTRONIC COMMUNICATIONS 

Electronic communications are a form of corporate data that must be effectively safeguarded. Examples
include but are not limited to e-mail, Internet, instant messaging, and blogs. Every employee has a responsibility
to use electronic communications professionally, ethically, and lawfully.

Sending, copying, or accessing discriminatory, harassing, or sexually oriented information or information
conflicting with Progress Energy’s diversity and inclusion program is strictly prohibited. Employees should
not send, distribute, download, or upload electronic files in violation of copyright, patent, trademark, or other
intellectual property rights. This includes distribution of pictures, music, movies, or other multi-media files.
Electronic communication or posting of confidential or proprietary information can only be performed in
accordance with approved business requirements. Electronic communication of confidential or proprietary
information to third parties to conduct required business activities must be transmitted in a secured manner.

QUESTION AND ANSWER

Q: Sometimes I receive a lot of spam messages (unsolicited e-mail) in my company e-mail account. 
What should I do with these e-mails? 

A: Delete all spam messages immediately. If you respond to spam, you increase the risk of contracting and
spreading a computer virus. You also increase the risk of computer hackers using your e-mail address
and other private information to solicit potential customers and secure more personal information. 

Q: Can I install software that is not an authorized Company standard?

A: No. All software products on corporate computers must be approved for Company use. Copying software
from a home computer or mobile storage device and downloading software from the Internet (including
“freeware”) are not allowed, nor should you ever use a software product in violation of its licensing
agreement. If you have questions about Company-approved software, contact the Technology Service
Desk (VoiceNet 230.5111 or 1.866.230.5111). NGG employees should contact the NGG Help Desk
(VoiceNet 770.2050 or 919.546.2050).
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28  Confidential Information

Never share your 

corporate computer

password with anyone

else. No one is 

authorized to request

your password, and it 

is against Company 

policy to use another

employee’s computer

password.

Conf ident ia l  In fo rmat ion

Employees may not, at anytime during or after employment 

with the Company, disclose, use, or aid third parties in obtaining or 

using any confidential or proprietary Company information except 

what is required to perform duties assigned by the Company.

YOUR RESPONSIBILITY

Confidential or proprietary information could include: patents, trademarks, copyrights, trade secrets, know-
how, and financial results before they are released to the public; pending negotiations regarding financing 
or the acquisition or purchase of services, supplies, equipment or fuel; decisions, plans or forecasts that
have not been authorized for public release; personal identifiable information such as social security numbers,
driver’s license numbers, names and addresses, and healthcare information; personal computer information;
corporate computer passwords, personal identification numbers, or any other access credentials; records
containing data on customers or employees; and attorney-client communications. 

Confidential or proprietary information should not be disclosed to other employees who do not have an
approved, business need-to-know. Electronic communication of confidential or proprietary information to
third parties to conduct required business activities must be transmitted in a secured manner. Confidential 
or proprietary information should not be left unsecured in hardcopy or on removable media (e.g., laptops,
jump drives). Never share your corporate computer password; keeping it confidential is crucial toward 
protecting the Company’s information systems. No one is authorized to request your password, and it is
against Company policy to use another employee’s computer password. 

QUESTION AND ANSWER

Q: I know that some of the information I work with is confidential. Does that I mean I can’t talk about 
it with anyone, even other employees? 

A: Confidential means that the information should be kept secure. Discuss such information only 
with those who need to know for Progress Energy business purposes. If you have doubts, ask your
supervisor to clarify the situation for you. 

Q: I’m going to be working out of the office for a few days, and a colleague asked me to leave my 
computer password with members of my work group in case they need to access my computer files
while I’m away. Is this okay?  

A: No. Never share your corporate computer password with anyone else. No one is authorized to request
your password and it is against Company policy to use another employee’s computer password.
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Employees shall not use or acquire Company resources for any 

purpose other than authorized Company activities.

YOUR RESPONSIBILITY

Every employee has a responsibility to protect Company resources. Except for limited incidental use permit-
ted by management, Company assets are not to be used for personal purposes. All facilities, equipment,
systems, information, office and field supplies, and employee work time are resources of the Company.  

Expenses properly incurred in carrying out Company business must be promptly and accurately documented.
Fraud, embezzlement, theft, misappropriation of funds, and willful damage to or destruction of Company
resources are criminal offenses and will be treated accordingly.

QUESTION AND ANSWER

Q: I operate a general contractor business from home to make a little extra money. Is it okay if I use a
Company vehicle to transport my tools and material every once in awhile? 

A: No. This is an improper use of Company assets and property for personal reasons and is not allowed.
If you have a question about the use of Company assets or property for non-Company projects, 
ask your supervisor for approval or contact Progress Energy’s Ethics Line at 1.866.8ETHICS
(1.866.838.4427).  

Q: My co-worker sometimes forwards e-mails containing offensive material to a few people on our team.
Is that improper since only a small group of people receive the messages?

A: E-mails containing discriminatory or sexually oriented information or information conflicting with
Progress Energy’s diversity and inclusion program are strictly prohibited. These messages create a 
hostile work environment and violate our policy regarding proper use of Company computers. It does
not matter if only a few people receive the e-mails. Anyone receiving such e-mails should delete the
messages – not forward them – and report the matter to their supervisor or the Progress Energy Ethics
Line at 1-866-8ETHICS (1.866.838.4427).
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30  Integrity of Records 
and Information

Anyone who experi-

ences, witnesses,

or has knowledge of

improper recording or

reporting of financial
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In tegr i ty  o f  Records  and In fo rmat ion

Employees shall ensure all entries and transactions related to Company 

records and systems, including both manual and electronic, financial 

and non-financial, and any supporting information, will be recorded and 

reported fully, fairly, accurately, timely, and in an understandable manner 

in compliance with applicable standards, laws, and regulations. Employees 

shall not provide false or misleading information during any Company 

investigation or any investigation relating to a Company activity.

YOUR RESPONSIBILITY

Resulting internal or external reports and financial statements must be prepared without omission, 
concealment, deception, or falsification. All records must be retained per established retention schedules
based on applicable government regulations, industry standards, and sound business practices. Preparing
false or misleading reports or records of service or performance is as serious as falsifying vouchers, financial
data, or records pertaining to Company funds or property. It is strictly prohibited for any officer or director of
Progress Energy or any other person acting under their direction to take any action to fraudulently influence,
coerce, manipulate, or mislead the Company’s external auditor for the purpose of rendering the financial
statements materially misleading.

Anyone who experiences, witnesses, or has knowledge of improper recording or reporting of financial 
information should immediately report the incident to any of the following:

• Their immediate supervisor or to the next level of management, who will notify Audit Services.

• The Progress Energy Ethics Line at 1.866.8ETHICS (1.866.838.4427).

All reports of improper recording or reporting of financial information will be promptly investigated by Audit
Services. All such reports and the results of completed investigations will be reported to the Audit and
Corporate Performance Committee of the Progress Energy Board of Directors. Review the Procedure for the
Receipt of Complaints by the Progress Energy Audit and Corporate Performance Committee of the Board of
Directors (ADM-HOCO-00004) for additional details on reporting concerns about accounting, auditing, or
financial matters involving the Company.



Integrity of Records 
and Information
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It shall be a violation of the Code of Ethics, directly or indirectly, including through a subsidiary, to extend or
maintain credit, to arrange for the extension of credit, or to renew an extension of credit in the form of a
personal loan to or for any executive officer or director of Progress Energy or its subsidiaries. Any personal
loans that were in place on July 30, 2002, are not affected by this policy as long as they are not materially 
modified or renewed.

Retaliation against employees who report improper recording or reporting of financial information violates
the law and Company policy. Such retaliation is prohibited and will not be tolerated. 

QUESTION AND ANSWER

Q: I ordered some equipment and my supervisor is asking me to record the charge against another
expense category because our budget for equipment has been exceeded. What should I do? 

A: Remind your supervisor that no one should knowingly make an incorrect record in the Company’s 
books and records. If your supervisor persists, contact the next level of management in your work
group or the Progress Energy Ethics Line at 1.866.8ETHICS (1.866.838.4427). 

Q: My work group is under a deadline to complete an analytical report. Since we think we know how the
data will turn out, how bad would it be if we wrote the report without actually completing the analysis? 

A: Falsification of data is extremely serious. Misconduct or fraud in this case damages the reputation of
the individuals involved and of Progress Energy, and may lead to disciplinary action including loss of
employment, as well as civil and/or criminal penalties. In no case should data be altered or invented
in a Company report; always conduct the necessary testing or analysis when reporting information.
Any allegations of misconduct or fraud should be brought to your supervisor’s attention or communicated
to the Progress Energy Ethics Line at 1.866.8ETHICS (1.866.838.4427). 
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32  Relations with
Government and
Political Activity

Is it okay to invite 

some state and 

local elected 

officials to a 

golf tournament 

my work group is 

sponsoring?

Relat ions  wi th  Government  
and Pol i t i ca l  Act iv i ty

The Company’s policy is to comply with applicable laws 

and regulations governing political activity.

YOUR RESPONSIBILITY

The Company strives to comply with federal, state, and local laws and regulations. Respecting the
responsibilities of governmental agencies and cooperating with them in good faith as they execute 
established guidelines and policies is essential. Payments, gifts, promises of employment, or other forms
of compensation to government officials for the purpose of influencing a decision or obtaining business,
either directly or through a third party, are prohibited.

Employees shall not provide anything of value to any local, state, or federal elected or appointed official
or government employee unless the employee’s department head has confirmed that the item of value
complies with all laws or regulations that limit or prohibit such gifts or require the gifts to be reported. 

Employees are encouraged to participate in the electoral process through voting, contributing personal
funds and time, or other appropriate means. At no time, however, will contributions to any political party,
candidate, or issue be considered a condition of employment or advancement within the Company.

An employee is permitted to hold public office as long as it does not interfere with the performance of his
or her job or put the employee or the Company in a situation that could give rise to a conflict of interest.
An employee who is a prospective candidate for public office should discuss plans to qualify for or accept
appointments to public office with his/her supervisor or department head in order to resolve possible conflicts.

QUESTION AND ANSWER

Q: My work group plans to host a reception at an upcoming golf tournament. We plan to invite some
state and local elected officials. Is that okay?  

A: No. You should not invite these individuals unless your organization’s department head or the State
Public Affairs & Economic Development Department has confirmed that the items of value – in this
case the reception and the ticket to the tournament – comply with all laws and regulations that limit
or prohibit such gifts or require the gifts to be reported. 
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