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INTRODUCTION
Welcome to COVELAND LIMITED!

As  you  begin  work  at  Coveland  Limited,  you  are  joining  a  remarkable  community. Coveland Limited  is  founded  upon  the  principle  of  the  pursuit  of  excellence in the real estate industry.  Every  day,  more  than  1,000  people  work  on  the  company’s  behalf  in  and outside  the  city to promote the company’s brand and products.  You  can  take  justifiable pride  in  the  role  you  will  play  as  part  of  the  team  that  sustains  the  company’s  diverse missions. To this end, we have developed a policy to guide our Independent Sales Consultants’ - ISCs operations.

This  Manual  is  designed  to  acquaint  ISCs  with  Coveland’s   policies  and  benefits.  It  is  not  a  contract  and  should  not  be  construed  as  creating  contractual  obligations.  However, all ISCs of Coveland Limited are obligated to adhere to the terms and conditions contained in this manual. The  company  reserves  the  right  to  amend,  supplement,  or  rescind  any  provisions  of  this  manual  as  it  deems  appropriate,  in  its  sole  and  absolute  discretion.  As  policies  and  benefits  are  revised,  updated  pages  will  be  distributed to keep all ISCs up to date.   

  
Personal Information
All Consultants are obligated to provide all necessary information to the company and update company on any changes in their personal details, such as; email address, phone numbers, resident address and bank account number.
Hours of Work

The organisation’s normal working hours are from 8.30p .m. to 6.00 p.m. on week days and 10a.m to 4pm on Saturdays 
Verification 
All Consultants should ensure that their registration details are verified by coming to        the office for verification.
 Identity Card 

All ISCs should ensure that they have their identity card for presented during symposiums and tours organized by COVELAND LIMITED
 Inspection Hour

 Our inspection hours are:
 Monday – Friday 10am, 12pm and 2pm

 Saturdays -11am and 3pm

 Sundays-One batch on request
Code of Ethical Conduct
	Applies to:
	All consultants of Coveland Limited


	Policy Sponsor
	Management of COVELAND LIMITED
	Effective Date of this Manual:
	May 1,  2018

	 PURPOSE


ISCs are expected to exhibit ethical conduct and professionalism at all times.

The purpose of this policy is to pursue excellence deemed necessary for the advancement the company and create beneficial relationship between parties involved. 
	 POLICY 


This Code of Business Conduct covers a wide range of business practices and procedures.  It does not cover every issue that may arise, but it sets out basic principles to guide all ISCs of the Company.  
Therefore, Company policies apply to various Company operations, and you need to know and follow those policies that apply to our business and procedures regularly.
The basic principles discussed in these codes are subject to any Company policies covering the same issues.
1. Compliance With Laws, Rules and Regulations
Obeying the law is the foundation on which this organisation’s ethical standards are built. ISCs must respect and obey the laws, rules, and regulations of the organization, country and states in which we thrive.
2. Competition and Fair Dealing
We seek to outperform our competition fairly and honestly.  We seek competitive advantages through superior performance never through unethical or illegal business practices. Stealing of proprietary information, possessing of trade secret and divulging such information to the competition and other similar things are prohibited.
3. Improper use of platform
We expect all our ISCs to make proper use of our platforms and ensure that only our company products are promoted using such avenue.
4. Discrimination and Harassment
The diversity of the Company’s Consultants is a tremendous asset. We are firmly committed to providing equal opportunity in all aspects of employment and will not tolerate any illegal discrimination or harassment based on race, colour, religion, gender or national origin.  
5. Health and Safety
The Company strives to provide each ISC with a safe and healthy business environment. Violence and threatening behaviours are not permitted. Consultants are expected to visit office premises free of the influences of alcohol, illegal drugs or controlled substances. The use of illegal drugs in the workplace will not be tolerated.  

6. Confidentiality
Consultants must maintain the confidentiality of proprietary information entrusted to them by the Company or its customers or agents, except when disclosure is authorized in writing by a Director or required by laws or regulations. Proprietary information includes all non-public information that might be of use to competitors or harmful to the Company or its customers or agents if disclosed.  It includes information that the company has entrusted to you.
7. Compliance Policy
We must all work to ensure prompt and consistent action against violations of this code.  However, in some situations it is difficult to know right from wrong.  Since we cannot anticipate every situation that will arise, it is important that we have a way to approach a new question or problem.  These are the steps to keep in mind:

a) Make sure you have all the facts.  In order to reach the right solutions, we must be as fully informed as possible.

b) Ask yourself: What specifically am I being asked to do? Does it seem unethical or improper? This will enable you to focus on the specific question you are faced with and the alternatives you have. Use your judgment and common sense; if something seems unethical or improper, it probably is.

c) Refer any issue to the company.  This is the basic guidance for all situations.  In many cases, your direct line will be more knowledgeable about the question and will appreciate being brought into the decision-making process.
d) You may report violations in confidence and without fear of retaliation.  If your situation requires that your identity be kept secret, your anonymity will be protected.  The Company does not permit retaliation of any kind against consultants or staffs of the company.
e) Always ask first, act later: If you are unsure of what to do in any situation, seek guidance before you act., you can always send mails to help@covelandltd.com and expect quick response
Remaining an active consultant 

· Frequent inspection by a consultant’s client- 

ISCs are advised to always bring or send clients to the office for inspection on a regular basis.
· Increasing down line registration
The way we can increase sales and benefit from indirect sales is through recruitment of vibrant and passionate consultants; this would enable consultants benefit from the generation commission.
· Attending Coveland’s Events

  When ISCs attend events regularly they get updated and informed about company products and ongoing developments in and around our estates

· Organising trainings for down-line
We organise trainings for new consultants and we expect consultants to train their down lines or refer them to the office to be trained.
PUBLIC HOLIDAYS
Public Holidays will be duly communicated to all consultants notifying them of the commencement and end date.

Annual Public Holidays observed in Nigeria include;

· New Year’s Day 

· Eid-el-Maulud 

· Good Friday 

· Easter Monday 

· Workers Day 

· Democracy Day 

· Ramadan

· Eid-el-Fitr

· Independence Day

· Christmas Day

· Boxing Day
SOCIAL MEDIA UPDATES

Following and liking our social media posts and articles on our social media handles 
Twitter:@covelandltd   

Facebook: Covelandltd 

Youtube : Covelandltd 

Instagram:@covelandltd
REALTORS POLICY

REFFERAL CONSULTANT

A referral consultant shall be referred to as a consultant having direct relationship with the property owner. For any consultant to be qualified as a referral consultant he/ she must;

1.
Have a power of attorney or right to seller from the property owner duly signed. 

2.
He/ she must be ready to transfer the exclusive right to sell to Coveland Limited. 

3.
All document related to the property for necessary search must be submitted to Coveland Limited. 

4.
Coveland Limited is entitled to 10% agency fee which is deductible from source.

5.
10% agency fee is subject to negotiation which should be fully agreed by the property owner. 

6.
Coveland Limited has the right to meet with the property owner for authentication and genuity of the property. 

7.
Subject to the above policies the referral consultant is entitle to 20% of the agency fee which is deductible from source as commission.

 SELLING CONSULTANT 

A selling consultant shall be referred to as a consultant bringing in buyer to purchase our property. a selling consultant has the direct link to his buyer and exclusive right to negotiate represent and close property deal on behalf of his client. He/ she must

1.
Adhere strictly to the realtor terms and conditions 

2.
Make proper negotiation through written offer through the buyer 

3.
Represent the buyer in any closable deal 

4.
Inspect the property on behalf or with the buyer 

5.
Protect the interest of Coveland Limited and also the buyer 

6.
The selling consultant is entitled to 10% of the agency fee as commission which is deductible from source. 

7.
Coveland Limited is not entitled to any commission from the buyer.
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