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CODE OF 

CONDUCT 
      

AIM:  
This Code of Conduct is 
a statement of the 
principles and 
expectations that guide 
ethical business conduct 
at WW Group. WW 
Group requires all 
employees to use their 
judgment, to be 
accountable for their 
actions and to conduct 
business with integrity. 
WW Group; 
CODE OF 
CONDUCT 
Code of Conduct 
V1.2 Reviewed: 
10/09/2015 

You are required to comply with this Code as a condition of continued employment. This Code does not give you rights of any kind, and may be changed by the company at any time without notice. 
Employment with WW Group is ”at will,” which means that you or WW Group may terminate your employment, at any time, with or without cause, with or without notice, for any reason not 
prohibited by law, unless governed by a collective bargaining agreement or specific contract of employment. This at will employment relationship may not be modified except in a written agreement 
signed by the employee and an authorised representative of WW Group. This Code sets forth policies and practices applicable to all WW Group employees. 

 



WW GROUP | CODE OF CONDUCT | PAGE | 1  
 

1. v
 

SECTION 01 2 

WW GROUP | OUR COMMITMENT | OUR CORE 
VALUES | OUR VISION 2 

SECTION 02 3 

INTRODUCTION 3 

SECTION 03 4 

REPORTING 4 

SECTION 04 5 

HSEC 5 

SECTION 05 7 

ROLES AND RESPONSIBILITIES 7 

SECTION 06 9 

CONFLICTS OF INTEREST 9 

SECTION 07 10 

PROTECTION OF WW GROUPS ASSETS AND 
REPUTATION 10 

SECTION 08 13 

EXTERNAL COMMUNICATIONS 13 

SECTION 09 16 

CONCLUSION 16 

 
 

 

  

1 June 2015 
 

Dear Colleague, 
 

In the words of the WW Core Value & Mission Statement, integrity is at the core of who we are. It’s one 
of our fundemental values and a crucial factor in establishing the trust that underlies our relationships 
with customers, suppliers and each other. For us to be successful across the industries we service, we 

must make sure the WW reputation is synonymous with trust, integrity and the highest of ethical 
standards. 

 

Each of us is accountable for living up to these high standards every day, in all our actions. In a 
complex business environment, however, it is not always obvious what the right course of action is. 
That’s why we have the WW Group Code of Conduct as a resource on ethical business practices. 

Together with the Values, the Code of Conduct is a guide for navigating the kinds of business 
situations we confront every day and arming us with the tools we need to make good decisions as we 

do our jobs. 
 

I urge you to review the Code thoroughly and discuss it with your co-workers. Of course, no one 
document can cover every situation that will arise in the course of your job. Therefore, you can and 

should take up any questions or concerns with your supervisor. 
 

You and I are responsible for WW Group’s reputation. I know I can count on you to put integrity and 
ethical business practices at the center of what you do. 

 
 

Sincerely, 

 
Scott A Whitson - Director 
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The WW Group commitment is to put our customers first by 
providing excellent service and great experiences. This is 
what we do and this is why we exist. By focusing on our 
customers and being responsible members of our 
communities, we will produce a solid economic return, 
create meaningful work for ourselves and provide 
something of lasting value for society.  
 

As a result, WW Group will be recognised as a great 
company.  
 
 
 
 

 
 
 
 
 

In order to keep this commitment, we need to always honour 
our core company values:  
 

INTEGRITY  
We are honest, ethical and upfront because trust is at the 
foundation of our relationships with our customers, our 
communities, and each other. Integrity is at the heart of 
everything we do. 
 

RESPECT 
We know it is critical that we respect everyone at every level 
of our business. We support diversity, embrace individuality 
and listen carefully when others speak.  
 

QUALITY  
We hold ourselves to a very high standard of performance. 
We prize innovative ideas and the teamwork it takes to make 
them realities. We never stop asking ourselves how we can 
make the customer experience better, and every day we find 
an answer.  
 

ACCOUNTA BILITY  
We take responsibility for our actions as individuals, as team 
members, and as an organisation. We work together, support 
one another and never let the customer - or our co-workers - 
down.  
 

COMPANY VISION  
We have work because our customers value our high quality 
services. 
 

We strive to deliver superior customer experiences through 
our products and our actions. Everything we do we build on 
a strong network, systems and process foundation. The 
quality and reliability of the products we deliver are 

paramount. Customers pay us to provide them 
with services that they can rely on. 

 

We focus outward on the customer, not 
inward. We make it easy for 
customers to do business with us by 
listening, anticipating and 
responding to their needs. 
 

We know our abilities and can 
explain them to customers. We 
focus on fundamental execution. 
We are accountable and we follow 
through with a sense of urgency. 

We know that having the highest 
ethical standards is a competitive 

advantage. 
 

We know teamwork enables us to serve 
our customers better and faster. We embrace 

diversity and personal development, not only because it’s 

the right thing to do, but also because it’s smart business. 
 

We are driven not by ego but by our accomplishments. Our 
word is our contract. We keep our commitments to each 
other and our customers. We respect & trust one another, 
communicating openly, candidly and directly since any 
other way is unfair and a waste of time. We voice our 
opinion and exercise constructive criticism, and then rally 
around the agreed upon action with our full support. Any 
one of us can deliver a view or idea to anyone else, and listen 
to and value another’s view regardless of title or level. Ideas 
live and die on their merits rather than where they were 
invented. 
 

We are committed to do the right thing and follow sound 
business practices in dealing with customers, suppliers, 
owners and competitors. Our competitors are not our 
enemies; they are challengers who drive us to improve. We 

Great companies are judged by what they 

do, not by what they say. To be the best, 

we’re going to keep pushing ourselves in 

new and exciting directions. 

These values will guide our every action. 

SECTION 01 
WW Group | Our Commitment | Our Core Values | Our Vision 

“We believe integrity is at the core of 
who we are. It establishes the trust that 
is critical to the relationships we have” 
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are good professional citizens and share our success with the 
community to make the world in which we work better than 
it was yesterday. 
 

WE KNOW THAT BIGNESS IS NOT OUR 
STRENGTH; BEST IS OUR STRENGTH. 

Bureaucracy is an enemy. We fight every day to stay “small” 
and keep bureaucracy out. We are more agile than 
companies a fraction of our size, because we act fast and 
take risks every day. We see crisis and change as 
opportunities, not threats. We run to a crisis, not away. 
Change energises us. We work hard, take action and take 
personal accountability for getting things done. Our actions 
produce measurable results. 

 

Everything we do is built on the strong foundation of our 
core company values. We work twenty-four seven because 
our customers depend on us twenty-four seven. 
.  

SUSTAIN A CULTURE OF INTEGRITY  
This Code of Conduct reflects our changing business 
environment and has been approved by the WW Group 
Director. In addition to governing conduct by employees, 
this Code 

governs 
conduct between employees and customers, competitors and 
the numerous business providers.  
 

You may never violate this Code or any company policy 
even if a supervisor directs you to do so. If you receive such 
a request, you should advise your supervisor that the request 
violates the Code. If your supervisor refuses to modify his 
or her request, you should contact the Director immediately. 
 

SET THE TONE AT THE TOP –  
BUILD TRUST AND CREDIBILITY  

We earn credibility with our customers, business providers 
and co-workers by keeping our commitments, acting with 

honesty and integrity and pursuing our company goals 
solely through ethical and professional conduct.  
 

If you are a supervisor, you have the added responsibility of 
creating an open and supportive environment where 
employees feel comfortable asking questions, raising 
concerns and reporting misconduct. Ethical behaviour does 
not simply happen; it is the product of clear and direct 
communication of behavioural expectations, modelled from 

the top and demonstrated by example. 
 

 
 

SPEAK UP - DO THE 
RIGHT THING 

BECAUSE IT’S THE 
RIGHT THING TO 

DO 
At WW Group, we have an 
open door policy. Everyone 

should feel comfortable 
speaking his or her mind, 

particularly with respect to 
ethical concerns. You must report 

suspected and actual violations of this 
Code, company policy and the law. WW Group will 
investigate reported instances of questionable or unethical 
behaviour. In deciding whether a violation of the Code has 
occurred or is about to occur, you should first ask yourself: 
�9 Could this conduct be viewed as dishonest, unethical or 

unlawful? 
�9 Could this conduct hurt WW Group, or could it cause us 

to lose company credibility? 
�9 Could this conduct hurt other people? 
If the answer to any of these questions is “yes” or even 
“maybe”, you have identified a potential issue that you must 
report. 
  

“We know our best 

was good for today, 

but tomorrow we will 

strive to do better” 

Failure to comply with any provision of this Code 
or company policy is a serious violation and may 
result in disciplinary action1, up to and including 
termination of employment, as well as civil or 

criminal penalties. 
1These consequences may apply not only to employees who commit misconduct, but also to 

those who condone misconduct, fail to report or take reasonable measures to prevent, detect 
and address misconduct or seek to retaliate against those who report potential misconduct. 

SECTION 02 
Introduction  
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WHERE TO REPORT - YOU ARE 
ACCOUNTABLE  

Anyone may submit an anonymous or confidential 
complaint or inquiry by going on-line at our website:  
www.wwengineering.com.au 
If you have questions regarding any of the laws discussed in 
this Code, you should seek independent legal advice. 
 

IMMINENT DANGER OR ILLEGAL 
CONDUCT 

You must immediately report any instance of violence, 
hostile behaviour, possession of weapons or any component 
of a weapon on company property, or related illegal conduct 
to the relevant Authority and a supervisor. In cases of 
imminent danger, you should contact 000 or local law 
enforcement first, and then contact the supervisor. 
 

DISCRIMINATION OR HARASS MENT  
If you believe you are a victim of or a witness to 
discrimination or harassment, you must report it to your 
supervisor. If your complaint is about your supervisor or you 
are otherwise uncomfortable reporting your complaint to 
him or her, you should report it directly to the Director. You 
may also address suspected discrimination or harassment 
directly with the person engaging in such conduct if you are 
comfortable doing so and you believe the conduct is 
unintentional. 
 

ACCOUNTING, INTERNAL 
ACCOUNTING C ONTROLS OR 

AUDITING COMPLAINTS  
You must report any concerns or questions you have about 
the accuracy or integrity of WW Group’s financial 
statements, reporting, accounting, internal accounting 
controls or auditing matters to Internal Audit at 
accounts@wwengineering.com.au . 
 

CONFIDENTIAL REPORTING AND NO 
RETALIATION  

Reports and complaints will be kept confidential to the 
extent permitted by law and by the company’s need to 
investigate the situation. 
 

WW Group prohibits retaliation against employees who 
submit or participate in the investigation of any complaints. 
If you believe you or others are the subject of retaliation for 
reporting suspected misconduct or participating in an 
investigation, you must report the matter to the Director. 
 
 
 
 
 
 
 
 

INVESTIGATIONS  COOPERATION  
You must cooperate completely in any investigation relating 
to WW Group. You must be honest and forthcoming at all 
times during an investigation, and you must provide any 
investigator with full, accurate, timely and truthful 
information. Misrepresenting facts or failing to disclose 
facts during an investigation is strictly prohibited. You may 
never interfere with or obstruct an investigation conducted 
by the company, by any third party on the company’s behalf 
or any government agency. 
 

If you discover or suspect any misrepresentation, 
misstatement, misunderstanding, omission or other mistake 
by yourself or another employee, you must immediately 

disclose it to the Director so that the company can take 
prompt steps to remedy the situation.  
 

The requirements of this subsection do not apply to 
providing information or testimony, in your individual 
capacity, to a governmental body or agency on behalf of 
yourself or co-workers where protected by applicable law. 
 
  

SECTION 03 
Reporting 

 
 
 
 
 

 

http://www.wwengineering.com.au
mailto:accounts@wwengineering.com.au
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MAINTAINING AN INCLUSIVE, FAIR 
AND HEALTHY WORK ENVIRONMENT  

 

WW Group employees must act with honesty and integrity 
in all company dealings; comply with all laws that govern 
our business, maintain an ethical and professional work 
environment and comply with all company policies. WW 
Group employees are required to treat customers, fellow 
employees and vendors with respect, dignity, honesty, 
fairness and integrity. 

 

DIVERSITY AND EQUAL OPPORTUNITY 
COMMITMENT  

At WW Group, diversity means embracing differences and 
promoting an inclusive organisation that values the diversity 
of employees, customers, suppliers and community partners 
because it’s the right thing to do and drives business success. 
 

WW Group is committed to attracting, developing and 
retaining a highly qualified, diverse and dedicated work 
force. It is WW Group’s policy to comply fully with all laws 
providing equal opportunity to all persons without regard to 
race, colour, religion, age, gender, sexual orientation, gender 
identity and expression, national origin, disability, marital 

status, citizenship status, veteran status, military status or 
any other protected category under applicable law.  
 

For company business, WW Group will use facilities, 
sponsor events or maintain memberships only at businesses 
or organisations that do not have exclusionary membership 
practices. 
 

DISCRIMINATION AND HARASSMENT  
WW Group has a policy of zero tolerance for discrimination, 
sexual harassment or other harassment based on race, 

colour, religion, age, gender, sexual orientation, 
gender identity and expression, national origin, 
disability, marital status, citizenship status, 
veteran status, military status or any other 
protected category under applicable law. 
Harassment includes but is not limited to, 
racist, sexist or ethnic comments, jokes or 
gestures, or any conduct or statement 
creating an intimidating, hostile or offensive 
work environment. 
 

Any unlawful discrimination or harassment 
must be brought to the attention of your 
supervisor. If your complaint is about your 
supervisor or you are otherwise 
uncomfortable reporting your complaint to 
him or her, you should report it directly to 
the Director. You may also address 
suspected discrimination or harassment 
directly with the person engaging in such 
conduct if you are comfortable doing so and 
you believe the conduct is unintentional. 
 

WORKPLACE VIOLENCE  
WW Group will not tolerate any threatening, 
hostile or abusive behaviour in the 

workplace, while operating company 
vehicles or on company business, or by any 

persons on company property, and will take 
immediate and appropriate action against offenders, up 

to and including termination of employment and referral for 
criminal prosecution. Nor will WW Group tolerate 
threatening, hostile or abusive conduct directed at 
employees or customers by WW Group personnel at any 
time or place. Damage to property is also prohibited. 
 

Unless local law expressly permits possession of a weapon 
in a locked personal vehicle on company property, you may 
not possess or use any weapon or any component of a 
weapon (e.g. ammunition) on company property. You must 
report any instance of violence, hostile behaviour or 
possession of weapons on company property to a supervisor 
immediately. In cases of imminent danger, you should 

SECTION 04 
HSEC 
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contact 000 or local law enforcement first, and then contact 
the Supervisor. 
 

Domestic violence can also adversely affect workplace 
safety. If you are the victim of such violence, you should 
notify the police and area Supervisor of any person who may 
affect your safety or the safety of your fellow employees. 
  

WORKPLACE SAFETY AND 
ENVIRONMENT  

WW Group is committed to providing a safe workplace for 
all employees and meeting its environmental 
responsibilities. You must perform your job in a safe and 
environmentally responsible manner in compliance with 
applicable WW Group policies and practices and the law. 

 

 
 

If you believe that a safety, health or environmental hazard 
exists, that there has been a release of any hazardous 
substance, or that safety, health or environmental guidelines 
are not being followed, you must immediately report the 
situation to your supervisor. 
 

If you are a supervisor, you must also ensure that your direct 
reports are trained on the safety and environmental practices 
applicable to each of their jobs and implement and enforce 
all applicable regulations and policies. You must investigate 
all safety, health and environmental issues that come to your 
attention, and refer any issues of potential noncompliance to 
your supervisor and the Director. 
 

If you believe that your supervisor has failed to take 
appropriate action to remedy a condition which is unsafe or 
in violation of any law or safety, health and environmental 
practice, you must contact the Director. 
 

WW Group is required to record and report work-related 
accidents. If you are involved in a work-related accident, 
you must immediately report it to a supervisor and follow 
the company’s policies for reporting accidents and injuries. 
 

Government agencies may conduct periodic inspections for 
compliance with safety, health and environmental 
requirements. If officials of any governmental agency seek 
to conduct an inspection, you must immediately contact and 
consult with the Supervisor. 
 

SUBSTANCE ABUSE - ILLEGAL DRUGS 
AND CONTROLLED SUBSTANCES 

WW Group is committed to maintaining a safe and drug-
free environment for all its employees. While on company 
time, company premises, or while operating company 
equipment or vehicles, you may never use, transfer, sell, 
manufacture or possess illegal drugs (which include any 
controlled substances that have not been prescribed for you 
by your doctor) or drug paraphernalia. You may not report 
to work under the influence of any illegal drug, or if testing 
would demonstrate that you have used or consumed an 
illegal drug. 
 

If you are taking any medication that creates a safety risk, 
you must report this to your supervisor, and you must not 
operate any WW Group machinery or vehicle if the 
medication affects your perception or responsiveness. 
 

You must immediately report any arrest pending final 
resolution or conviction for a drug-related offense to the 
Director so that the company may determine whether this 
may affect your ability to perform your job or otherwise 
affect the company’s business interests. 
 

ALCOHOL  
You may not possess, serve, be under the influence of, or 
drink alcohol while on company property, while in a 
company vehicle or while conducting business for WW 
Group. The only exceptions are for WW Group functions 
where alcohol may be served only with prior approval from 
a Supervisor level or Director, or external events at which 
you are representing WW Group. Although alcohol may be 
served at such events, consumption is completely voluntary, 
should always be in moderation, and never in a manner that 
would embarrass or harm the company. 
 

You must immediately report to the Director any arrest 
pending final resolution or conviction for an alcohol-related 
offense relating to conduct while on company property or 
business or that may otherwise affect your ability to perform 
your job, or otherwise affect the company’s business 
interests. 
 

GAMBLING  
You may not gamble or participate in any games of chance 
(including raffles, sports pools or lotteries) on company 
premises, on company systems or while conducting 
company business. 
 

EMPLOYEE PRIVACY  
WW Group acquires and retains personal information about 
its employees in the normal course of operations, such as for 
employee identification purposes and provision of employee 
benefits. You must take appropriate steps to protect all 
personal employee information, including tax file numbers, 
identification numbers, passwords, financial information 
and residential telephone numbers and addresses. 
 

You should never access, obtain or disclose another 
employee’s personal information to persons inside or 
outside of WW Group unless you are acting for legitimate 
business purposes and in accordance with applicable laws, 
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legal process and company policies, including obtaining any 
approvals necessary under those policies. 
 

MONITORI NG ON THE JOB 
In order to protect company assets, provide excellent 
service, ensure a safe workplace, and to investigate 
improper use or access, WW Group monitors employees’ 
use of WW Group’s communications devices, computer 
systems and networks (including the use of the Internet and 
corporate and personal web-based email accessed from WW 
Group devices or systems), as permitted by law.  
 

In addition, and as permitted by law, WW Group reserves 
the right to inspect, monitor and record the use of all 
company property, company provided communications 
devices, vehicles, systems and facilities - with or without 
notice - and to search or monitor at any time any and all 
company property and any other personal property 
(including vehicles) on company premises. 
 

WORK TIME  
You must keep accurate records regarding your work time. 
You may not instruct another employee to misreport or fail 
to report any time worked. Overtime eligible employees 
must report all time worked. By submitting your time, you 
are representing that you have accurately reported your time 
and that you have not performed any work not reported.  

 

It is the responsibility of each individual to maintain a 
workplace free from injury and incidents. We are each apart 
of the whole puzzle, and must work together to “complete 
the picture”. 
 

The following is an overview of position relative roles and 
responsibilities: 
 

DIRECTOR  
• Demonstrate an overriding commitment to health, 

safety, environmental, and sustainable responsibility 
development by effectively implementing WW Group 
Policy and management standards to ensure HSEC 
performance workers, contractors and customers.  

• Adhere to and demonstrate WW Group Core Values. 
• Demonstrate adherence of the Life Preserving Rules. 
• Promote positive changes in organisational culture 

across WW Group Sites. 
• Ensure compliance with regulatory HSEC requirements 

by providing appropriate resources for the departments 
to meet the HSEC management system requirement. 

• Ensure a WHSMP has been developed to allow effective 
control of potential hazards, management of risk and 
continuous improvement processes to support the site. 

• Ensure Operations Managers under your control 
maintain compliance against the requirements of the 
WHSMP Implementation Schedule.  

You may report any questions about time reporting, or any 
concerns you have about the accuracy of your wages, 
including any claim that you have not been paid for all 
hours worked, or that any deductions from your wages are 
improper or in error, to your direct Supervisor. 

 

MISCONDUCT OFF THE JOB  
Employees must avoid conduct off the job that could impair 
work performance or affect the company’s reputation or 
business interests. In order for the company to determine 
whether off the job conduct could impair work performance 
or affect the company’s reputation or business interests, you 
must promptly report to the Supervisor: 
1. any arrest pending final resolution or conviction for any 

felony (or state or local law felony equivalent);  
2. any arrest pending final resolution or conviction for a 

crime involving dishonesty, assault or battery; or  
3. any other arrest pending final resolution or conviction 

which may affect your ability to perform your job or 
otherwise affect the company’s business interests 

 
 
 
 
 
 

• Where appropriate ensure all statutory reporting 
requirements are met.  

• Demonstrate consistent leadership in the WW Group 
core safety leadership behaviours, as detailed in 

• Actively participate in planned inspections as assigned 
in the area inspection schedule. 

 

OPERATIONS MANAGER  
• Demonstrate an overriding commitment to health, 

safety, environmental, and sustainable responsibility 
development by effectively implementing WW Group. 

• Policy and management standards to ensure HSEC 
performance workers, contractors and customers.  

SECTION 05 
Roles and Responsibilities 
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• Adhere to and demonstrate WW Group Core Values. 
• Demonstrate adherence of the Life Preserving Rules.  
• Promote positive changes in organisational culture 

across WW Group sites. 
• WHM0004 - Statement of H&S Responsibilities and 

WHM0007 - H&S Duty Statements. 
• Where appropriate ensure all statutory reporting 

requirements are met.  
• Actively participate in planned inspections as assigned 

in the area inspection schedule. 
• Ensure all outstanding actions on the Access Database 

are constantly reviewed and updated in accordance with 
the expected completion date. 

• Accountable for the HSEC performance of contractors 
under your direct control and the reporting of 
performance and continuous improvement strategies to 
Director. 

• Ensure all contractors under your direct control comply 
with the WHSMP. 

• Comply with all requirements of the WHSMP to ensure 
effective control of potential hazards, management of 
risk and continuous improvement of processes in 
support of the corporate HSEC Management System and 
strategic standards. 

• Review and upgrade the progress of your respective 
departments WHSMP Implementation Schedule on a 
regular basis to ensure all key deliverables are being 
achieved within the specified time frames. 

• Ensure all internal and external HSEC performance 
monitoring and reporting requirements are met and 
maintained.  

 
• Demonstrate HSEC leadership, positively influence and 

ensure all personnel under your control have the 
environment and resources to achieve effective 
departmental HSEC performance. 

• Report all serious incidents to the Director as soon as 
practicable after the event. 

 

WW MANAGEMENT  
(Admin | Project | HR | Maintenance) 

• Demonstrate an overriding commitment to health, 
safety, environmental, and sustainable responsibility 
development by effectively implementing WW Group 
Policy and management standards to ensure HSEC 
performance workers, contractors and customers.  

• Adhere to and demonstrate WW Group Core Values. 
• Demonstrate adherence of the Life Preserving Rules. 
• Ensure all safe work systems, procedures and standards 

are adhered to through frequent inspection of the 
workplace. 

• Provide advice, interpretation and guidance to 
management and supervisors on statutory requirements 
in the HSEC field. 

• Coordinate the development of the HSEC management 
system documentation and monitor the performance of 
all its safety procedures. 

• Provide education and training of the HSEC 
management system. 

• Strive to eliminate injuries and incidents in the 
workplace by proactively managing safety. 

• Conduct investigations as required and provide adequate 
documentation. 

• Ensure timely resolution of safety issues and provide 
communication and consultation of safety related 
matters with work teams. 

• Accountable for the effective HSEC performance of 
your area of responsibility [including contractors] and 
the reporting of performance and continuous 
improvement strategies to the department coordinator. 

• Demonstrates HSEC leadership to workers and actively 
drives the WHSMP through the administration and 
support of the WHSMP Implementation Schedule. 

• As a Department Coordinator you are responsible for 
maintaining knowledge of and ensuring company 
policies, procedure and safe work practices are adhered 
to by all workers and contractors.  This includes all 
legislative requirements, Australian Standards, Codes of 
Practice or other reference documents cited in the 
legislation. 

• Your duty of care is to ensure a safe workplace and safe 
system of work is maintained at all times.  This may 
entail the training and education of workers, the issuing 
of PPE or any other activity as required. 

• You must ensure all hazards and associated risks are 
identified, assessed and controlled in a timely manner.  
This requires the full support of all workers in the 
workplace.  It is your responsibility to ensure they are 
all trained in identification, assessment and control of 
hazards. 
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WW WORKERFORCE  
• Demonstrate an overriding commitment to health, 

safety, environmental, and sustainable responsibility 
development  

• Actively promote and participate in the WW Group 
Safety programs through providing your knowledge, 
skills and experience through diligent assessments of 
safe behaviours, positive and immediate communication 
and feedback to your peers. 

• Adhere to and demonstrate WW Group Core Values. 
• Demonstrate adherence of the Life Preserving Rules. 
• Positively contribute and participate to safety and 

departmental meetings. 
• Ensure timely and accurate reporting of all incidents and 

hazards. 
• Participate in workplace investigations as required. 
• Ensure all safe work systems, procedures and standards 

are adhered. 
 

CONTRACTORS 
• Complying with all requirements within the WW Group 

HSEC Performance Requirements. 
 

 

MAINTAINING INTEGRITY AND 
FAIRNESS IN THE WORKPLACE  

WW Group’s reputation depends heavily on the actions and 
integrity of its employees. It is 
imperative that you avoid any 
relationships or activity that might 
impair, or even appear to impair, 
your ability to make objective and 
fair decisions when performing 
your job. You owe a duty to WW 
Group to advance its legitimate 
interests when the opportunity to do so 
arises. You must never use WW Group property or 
information for personal gain or take personal advantage of 
any opportunity that arises in the course of your work for 
WW Group. 
 

PERSONAL CONFLICTS OF INTEREST  
WW Group is privileged to have various couples working 
within the organisation.  
 

If you supervise someone, even indirectly, with whom you 
have one of the relationships described above, or if you have 
such a relationship with an employee of a company that does 
business with WW Group, you must disclose the 
relationship promptly. 

• Providing and maintaining safe plant and equipment in 
accordance with WHSMP. 

• Actively participating in audits and area inspections 
where required  

• Reviewing and upgrading the progress of your 
respective organisations WHSMP Implementation 
Schedule on a regular basis to ensure all key deliverables 
are being achieved within the specified time frames. 

• Conducting regular reviews and updates with your 
Contract Manager on your progress and performance 
outcomes of the WHSMP Implementation Schedule. 

• Developing and implementing safe work instructions for 
all work activities. 

• Training and assessment of workers in their respective 
work tasks. 

• Selecting and supporting competent supervisors. 
• Maintaining records and providing reports required by 

WW Group Project Operations. 
• Utilising and referencing WW Group Contractor 

Guidelines to ensure understanding of HSEC contractor 
alignment requirements, including Procedure: 
Contractor Management 

 
 

EMPLOYMENT OUTSIDE WW GROUP  
You may not - with or without compensation - be self-
employed or employed by, consult with, own, perform 

services for or aid a company or organisation (including a 
charitable organisation) that is a vendor, supplier, 
contractor, subcontractor or competitor of WW Group, or 
that provides services that are provided by WW Group, or 
that WW Group is seeking to provide (examples of such 
services may include Rigging & Lifting, steel fabrication, 
Transport Services or Civil Construction). Outside work 
should not interfere with your work for WW Group. This 
limitation also applies to simultaneous employment by WW 
Group and its subsidiaries and affiliates. 
 

Exceptions to the requirements of the previous paragraph 
may be granted only upon written approval by the Director. 
 

SECTION 06 
Conflicts of Interest 

“You must not use your position at the company to 
advance your personal interests or those of a friend 
or relative at the expense of the company’s interests” 
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Unless you receive the prior written approval of your 
supervisor, you may not engage in any outside employment 
or self-employment or perform any commercially-related 
services – with or without compensation – while absent from 
work on any company-approved leave of absence, absence 
due to sickness or disability, Family Medical Leave or 
comparable leave provided for by applicable law. 
 

ACTIVITIES OUTSIDE OF WW GROUP  
Many employees participate in an individual capacity in 
outside organisations (such as their local school board or 
homeowners’ association). Memberships in these 
associations can cause conflicts if they require decisions 
regarding WW Group or its products. If you are a member 
of an outside organisation, you must remove yourself from 
discussing or voting on any matter that involves the interests 
of WW Group or its competitors.  
 

You must also disclose this conflict to your outside 
organisation without disclosing non-public company 
information and you must disclose any such potential 
conflict to the Director. Participation in any outside 
organisation should not interfere with your work for WW 
Group.  
 

If you serve or are seeking to serve as a representative of 
WW Group on a board or committee of any outside 
organisation, you must obtain the prior approval of your 
supervisor.  
 

LOANS 
Personal loans from the company to any executive officer 
(as defined by securities law) are unlawful and strictly 
prohibited. Personal loans from the company to any other 
employee must be approved in writing in advance by the  
Financial Manager. Loans greater than $25 between 
employees who are in a direct or indirect reporting 
relationship are prohibited. 

CREATING ACCURATE RECORDS  
You must create accurate records that reflect the true nature 
of the transactions and activities that they record (including, 
but not limited to, reporting of time, documenting 
attendance and absence, productivity, commissions and 
quality assurance). 
 

WW Group does not tolerate falsification or improper 
alteration of records. It is never appropriate to direct 
someone else to prepare or approve a false or misleading 
record and it is no defence to say that someone else directed 
you to make a record that you knew or had reason to suspect 
was false or misleading. It is also improper to intentionally 
take any action that leads to the creation of false or 
misleading records, such as withholding information from, 
or providing incomplete information to, someone who is 
preparing a record. 

CONTRIBUTIONS OF CORPORATE 
ASSETS 

You may not make payments of corporate contributions, 
whether monetary or non-monetary assets, to any political 
party, candidate, campaign or public official unless that 
contribution is permitted under applicable laws inside and 
outside Australia, and approved in advance by the Director 
 

POLITICAL CONFLICTS OF INTEREST  
WW Group encourages its employees to participate in the 
political process. It is the responsibility of every WW Group 
employee to comply fully with all laws and regulations 
relating to interactions with government officials, including 
laws governing campaign finance, government ethics and 
lobbying. In addition, all lobbying activities on behalf of the 
company must be authorised by the Director. 
 

PERSONAL POLITICAL INTERESTS  
Your personal political contributions and activities must be 
kept separate from the company. If you make political 
contributions, you may not refer in any way to your 
employment or use the company’s assets, including its 
name, in connection with your contributions, unless required 
to do so by law. 
 

If you are appearing before a government body or engaging 
in contact with a public official outside of your ordinary 
work duties regarding a business in which WW Group is 
engaged or a business issue in which WW Group has an 
interest, you should make it clear that you are not 
representing WW Group, and you should advise your 
supervisor in advance. 
 
 
 
 
 
 
 
 
 
 
 

You must resolve discrepancies in any records and make 
appropriate corrections. If you suspect or learn that records 
are misleading or contain errors, you must promptly inform 
your supervisor or the Finance Manager, if applicable, 
customers and business providers. Because even a minor 
error can affect the truthfulness of a record, you must report 
all errors, regardless of their size or how long ago they may 
have occurred. If your supervisor fails to address a report 
about a record’s accuracy, you must report your concern to 
the Director.  
 

PROMOTING TRANSPARENT AND 
COMPLETE DISCLOSURE  

WW Group is committed to transparency in financial 
reporting to enhance investors’ understanding of the 

SECTION 07 
Protection of WW Groups Assets and Reputation 
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company’s business and to facilitate informed investment 
decisions.  
 

You must not selectively disclose (whether in one-on-one or 
small discussions or meetings) any material information 
regarding WW Group, business operations, plans, financial 
condition, results or any development or plan. You should 
be particularly careful not to disclose such information if 
you make presentations or proposals to customers, business 
providers, investors or to any other third party. 
 

To ensure accurate reporting, WW Group employs both 
internal and outside auditors. You must cooperate with and 
provide any auditor or investigator accurate, timely and 
truthful information. You must not improperly influence, 
manipulate or mislead any auditor or investigator. Failure to 
cooperate with any audit or related investigation will result 
in discipline, up to and including termination of 
employment. 
 

RETAINING COMPANY RECORDS  
Company records must be retained according to applicable 
laws. You may never destroy, alter, mutilate or conceal any 
record if you have been directed to retain it or if you know - 
or reasonably believe there is a possibility - of any litigation 
or any internal or external investigation concerning that 
record.  
 

SAFEGUARDING COMPANY 
INFORMATION  

You must protect company information, both non-public 
information, that includes “inside information” and non-
public information entrusted to WW Group (such as an 
unlisted telephone number, marketing presentations or 
correspondence), as well as publicly available information 
in which WW Group or others have intellectual property 
rights (such as copyrighted materials). 
 

PROTECTING NON -PUBLIC COMPANY 
INFORMATION  

You must safeguard non-public company information by 
following company policies and procedures and contractual 
agreements for identifying, using, retaining, protecting and 
disclosing this information. 
You may not release non-public company financial 
information to the public or third parties unless specifically 
authorised by WW Group’s Finance Manager or Director. 
 

You may not release other non-public company information 
to the public, third parties or Internet forums (including 
blogs or chat rooms) unless you are specifically authorised 
to do so by the Director. 
 

You may only disclose non-public company information to 
employees who have demonstrated a legitimate, business-
related need for the information. 
 

If you receive a subpoena or court order that requires the 
disclosure of non-public information, you must coordinate 
your response with the Director. 
 

Even after the company releases information, you should be 
mindful that related information may still be non-public and 
must be protected. 
 

Your obligation to safeguard non-public information 
continues after your employment with the company 
terminates. Without WW Group’s specific written prior 
authorisation, you may never disclose or use non-public 
company information. 
 

ACQUIRING NON -PUBLIC COMPANY 
INFORMATION OF OTHERS  

You cannot accept non-public information belonging to a 
third party (including information from a former employer) 
unless the person disclosing the information is authorised to 
do so, WW Group has the owner’s written permission to 
receive it and the information is provided according to a 
written agreement that has been approved in advance by 
your supervisor. 
 

SOCIAL MEDIA  
Social media is an excellent form of free advertising and 
marketing for the business, as well as being a way to connect 
with potential employees, customers, and events. 
WW Group management control a website and social media 
account.  

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

 
 
 

 

There is to be no uploading of company 
imaging or information to private social 
media accounts, online blogs, and chat 
forums or other form of social media, as 
this can become damaging to the 
company. 
 

If you possess an image or video that you 
believe would be beneficial to have on 
WW Groups social media pages, please 
send to the administrators. 
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PROPER USE OF WW GROUP’S 
PROPERTY AND PROPERTY OWNED BY 

OTHERS 
You must always protect WW Group’s tangible and 
intangible property and any property entrusted to your care 
by customers or business providers. Company property and 
the property of co-workers, customers and business 
providers may not be taken, sold, loaned, given away or 
otherwise disposed of, regardless of its condition or value, 
without specific authorisation. Property includes, but is not 
limited to, tangible property, data, records and all 
communications. 
 

Unless permitted by written company policy, 
it is never appropriate to use WW Group 
machinery, switching equipment or vehicles 
for personal purposes, or any device or 
system to obtain unauthorised free or 
discount service. 
 

COMPANY BENEFITS  
WW Group’s benefits plans and programs are 
provided as compensation and must be used 
honestly. You must not misrepresent your 
health status, your covered members, your 
beneficiaries, or any other facts, including 
reasons for absence, in order to claim benefits 
to which you or others are not entitled. 
 

COMPANY PROPERTY AND 
FUNDS 

Company property and funds - which include 
anything that has or represents financial value 
- must be handled responsibly, honestly and 
in accordance with applicable company 
policies. Personal or unauthorised use of 
company funds is strictly prohibited. 
Corporate credit cards must be used solely for 
authorised business purposes and may not be 
used for personal charges. 
 
 

PROTECTING COMPANY 
COMMUNICATION AND IT 

SYSTEMS 
Communication and information systems, including 
company computers and mobile devices, are provided to 
employees to conduct WW Group business and are valuable 
assets that must be protected by all employees. You must 
protect company information and data from accidental or 
unauthorised disclosure, misuse, improper alteration or 
destruction. Limited personal use of communications 
equipment is permissible so long as it does not interfere with 
work responsibilities or business operations, incur 
inappropriate costs, violate the law, this Code or WW Group 
policy. 
 

You must protect the security of any identification access 
number, user ID or password that you use for any computer, 
network application or communication device. All 

electronic media – such as software, diskettes, CD-ROMs 
and files—when acquired through public networks (e.g., the 
Internet) or from outside parties, must be checked for viruses 
prior to installation or use. Only approved and properly 
licensed software is to be used on company systems and its 
use is subject to the applicable software owner’s license 
agreements. You must comply with applicable company 
policies when acquiring, accessing, using, altering, 
disposing of or destroying data, or when commenting on 
data over public networks (e.g., the Internet). 
 

PROHIBITED ACTIVITIES  
You may never use company systems (such as e-mail, 
instant messaging, the Intranet or Internet) to engage in 

activities that are unlawful, violate company policies or 
result in WW Group’s liability or embarrassment.  
 

In addition, you may not send e-mails containing non-public 
company information to any personal e-mail or messaging 
service unless authorised to do so by your supervisor and 
you comply with company requirements relating to the 
encryption of information. 
 

SECURITY OF FACILITIES  
WW Group’s operations must be appropriately secured to 
protect our customers and each other. This includes 
customer and employee personal information, network 
operations and facilities, computer systems and passwords, 
security procedures, company facilities and their locations, 
technical information and business plans and strategies. 
 

Some examples of inappropriate uses of the 
Internet and e-mail include but are not limited to: 
�x Pornographic, obscene, offensive, harassing or 

discriminatory content; 
�x Chain letters, pyramid schemes or 

unauthorised mass distributions; 
�x Communications on behalf of commercial 

ventures; 
�x Communications primarily directed to a group 

of employees inside the company on behalf of 
an outside organisation; 

�x Gambling, auction-related materials or games; 
�x Large personal files containing graphic or audio 

material; 
�x Violation of others’ intellectual property rights;  
�x Malicious software or instructions for 

compromising the company’s security. 
 
 



WW GROUP | CODE OF CONDUCT | PAGE | 11  
 

13 

You must take all appropriate precautions to protect WW 
Group’s systems and premises. Do not leave visitors 
unescorted or sensitive areas unattended or unlocked. When 
on company property (or, if appropriate, while on company 
business) wear your identification badge and request 
identification from others whom you do not recognise. Most 
importantly, you must immediately report all suspicious 
activity to a WW Group Supervisor. 

 

 INFORMATION OF FORMER 
EMPLOYERS 

Former employers may have required you to sign non-
disclosure or other agreements that may affect your work at 
WW Group. If you have not disclosed these to your 
supervisor by the time of hire, you must do so immediately. 
 
 
 
 

 
 

HANDLING EXTERNAL 
COMMUNICATIONS  

Unless you receive prior approval, you may never suggest 
that you are speaking on behalf of WW Group when 
presenting your personal views at community, professional 
or cultural functions or on the Internet. 
 

Use of the company brand and logo must adhere to approved 
corporate identity specifications. To seek guidance or report 
misuse, consult your Supervisor. 
 

WW Group will generally deny requests for company-
sponsored endorsements or testimonials. All requests, 
including the use of WW Group’s name or an employee 
endorsement in any business provider’s advertising or 
literature must be coordinated and approved by the Director. 
 

Requests and inquiries must be referred to the authorised 
groups described below: 
�x Director is responsible for contacts with the news media 

and inquiries about community relations. 
�x Financial Manager handles communications related to 

WW Group’s financial performance and all contacts 
with the financial community. 

�x Director handles contacts from outside attorneys, 
legislative bodies and regulatory agencies. 

�x Supervisors handles inquiries regarding current and 
former employees, including employment verification. 

�x Director responds to subpoenas, court orders and 
criminal inquiries and interfaces with law enforcement 
on security matters, including emergency response. 

 
 

PROPER USE OF OTHERS’ 
INTELLECTUAL PROPERTY  

Intellectual property includes information protected by WW 
Group’s trademarks or copyrights, the use of which is 
restricted by applicable intellectual property laws.  
 

If you’re unsure whether or what protection is necessary or 
appropriate, or if you believe disclosure or use by a third 
party is improper, contact the Director. 
 

You must respect the proprietary rights of others by 
complying with all applicable laws and agreements that 
protect the intellectual property rights of others, including 
all business providers, competitors or customers. Unless you 
obtain the intellectual property owner’s specific prior 
consent, you may not copy, distribute, display, perform, or 
modify third-party copyrighted materials or conduct peer-
to-peer or other file sharing of copyrighted materials. A 
work may be protected by a copyright even if there is no 
notice on the work. 

CUSTOMER PRIVACY AND 
COMMUNICATIONS  

WW Group’s privacy policies inform customers about what 
information is collected about them and how it is used. 
Customers are also given the ability to limit certain uses of 
their information. You must respect these choices.  
 

Except as otherwise required by the duties of your position, 
you must not – and must not permit others to - access, listen 
to, monitor, record, tamper with, disclose or intrude upon 
any customer conversation or communication, except to 
comply with a valid service or installation order, a valid 
legal order or applicable law, or for the limited purposes of 
quality monitoring and training. 
 

In addition to protecting customer communications, you 
must also protect customer information. That means you 
may not access, view, use, modify, share or distribute 
customer information without a proper business reason. You 
also may not access account information concerning 
yourself, your friends, acquaintances, family or co-workers 
without prior approval by your supervisor. 
 

WW Group contractors and vendors must also protect 
customer information. You should work with the Supervisor 
to ensure that contracts with these third parties protect 
customer information. If you are aware of or suspect 
unauthorised access to, disclosure, or loss of customer 
information, you must immediately notify the Supervisor. 
 

CUSTOMER MARKETING  
Before using any customer information to market additional 
products or services, or disclosing customer information to 
other companies for marketing purposes, you must follow 

SECTION 08 
External Communications 
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all company policies and applicable laws and regulations 
regarding the use and disclosure of this information. 
 

SELLING WITH INTEGRITY  
WW Group policy requires that we fully, clearly and directly 
inform our customers of the terms and conditions of our 
services. Any attempt to deceive a customer will not be 
tolerated and may result in disciplinary action up to and 
including termination of employment. The following 
guidelines must be followed at all times: 

�x All advertising and sales materials must be truthful and 
accurate. Materials must not be false, misleading or have 
a tendency to deceive. No advertising or sales materials 
will be released without approval. 

�x When advertising the price of WW Group’s products 
and services, the customer must be clearly informed of 
all fees and any other material terms. There will be no 
“hidden” charges. 

�x Comparisons to competitors must be accurate and 
substantiated at the time they are made. Do not 
disparage competitors. You should promote WW 
Group’s products and services through fair and accurate 
comparisons with its competitors, and sell on the 
strength of WW Group’s products, services and 
reputation.  

�x Do not make misleading or inaccurate comparisons with 
competitors’ products and services; comment on 
competitors’ character, financial condition or potential 
legal or regulatory problems; or make negative remarks 
about entire groups of competitors and their products 
and services. 
 

THE GOVERNMENT AS A CUSTOMER  
When dealing with government agencies that are customers, 
you should consult with the Director to identify additional 
laws, regulations and procedures that you must follow, 
including those related to gifts, entertainment, accuracy in 
billing and limitations on contacts with government officials 
during active government projects. 
 

COURT ORDERS AND OTHER LEGAL 
DOCUMENTS 

WW Group may receive court orders seeking information 
about its customers. You may neither confirm nor deny to 
any unauthorised person the existence of, or any information 
concerning, a subpoena, warrant or court order. You should 
immediately refer to your Supervisor any inquiries or 
requests of this kind. 
 

If you receive any legal documents in the workplace, 
including court orders and subpoenas, warrants, summons 
and correspondence from any government or law 
enforcement agency, or any attorney, you must forward 
them immediately to the Supervisor.  

 

INTERACTION WITH COMPETITORS  
WW Group is dedicated to ethical, fair and vigorous 
competition. Any questions concerning competition laws 
should be reviewed with the Director. 
 

SELECTING AND MAINTAINING 
RELATIONSHIPS WITH BUSINESS 

PROVIDERS 
You must use care and good judgment in selecting and 

maintaining relationships with 
all of WW Group’s business 
providers. Employees who 
participate in the selection of 
any business provider must: 

 
�x Use a selection process that is fair, lawful, does not 

improperly discriminate and complies with all company 
policies and procedures; 

�x Put all agreements in writing and obtain all required 
approvals before signing; and 

�x Never reveal confidential information about one vendor 
to another vendor or to anyone outside of WW Group. 
Disclosures of such information, even within WW 
Group, should be limited to those with a need to know 
the information. 

 

RELATIONSHIPS WITH AND 
OBLIGATIONS OF DEPARTING AND 

FORMER EMPLOYEES  
Your obligation to abide by company standards exists even 
after your employment with WW Group ends. The 
following requirements apply to all current, departing and 
former WW Group employees: 
�x When leaving or retiring, you must ensure that you 

return all WW Group property in your possession, 
including all records and equipment. 

�x You may not breach any employment condition or 
agreement you have with WW Group. You may not use 
or disclose WW Group non-public information in any 
subsequent employment, unless you receive written 
permission in advance from a WW Group Supervisor 
level or above 

�x You may not provide any WW Group non-public 
company information to former employees, unless 
authorised. If a former employee solicits non-public 
information from you, you must immediately notify the 
Supervisor.  

“We will sell our products and services on the basis of 
their merit, superior quality and competitive pricing” 
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If you are concerned that a former WW Group employee is 
benefiting unfairly from information obtained while 
employed at WW Group, or may be inappropriately 
receiving WW Group non-public information, you should 
contact the Director. 
 

VIOLATIONS OF AUSTRALIAN 
ANITTRUST LAWS  

 Australian antitrust laws prohibit the following activities: 
�x Price Fixing 
�x Market Allocation  
�x Bid Rigging 
�x Group Boycotts 
�x Joint Ventures 
�x Teaming Arrangements 
�x Non-Competition Agreements 
�x Sabotage 
�x False Statements 
The antitrust laws limit the circumstances in which certain 
business or marketing decisions are permissible. Before 
engaging in any of the conduct described below, consult the 
Supervisor level or above, for guidance: 
�x Exclusive Dealing 
�x Resale Prices 
�x Refusals to Deal 
�x Tying 
�x Reciprocal Dealing 
�x Bundling 
�x Below-cost Pricing 
 

GATHERING INFORMATION ABOUT 
COMPETITORS  

While it is entirely proper for employees to gather 
information about competitors, you must avoid even the 
appearance of improperly acquiring this information. You 
must accurately represent yourself and never misrepresent 
your identity when gathering competitive information.  
 

Generally, it is appropriate to gather competitive 
information from public sources, industry gatherings and 
surveys and benchmarking competitive research. It is never 
appropriate to request or obtain non-public competitor 
information from government or agency reports that are not 
available to the public from other competitors or former 
employees of competitors, who must abide by any non-
disclosure or confidentiality agreements with their former 
employers, unless you are well briefed beforehand by the 
Supervisor regarding what you can and cannot discuss. It is 
also never appropriate to commit theft, espionage or breach 
of a competitor’s non-disclosure agreement. To the extent 
that information is clearly private or marked in such a way 
as to indicate it is private, you should not use it. 
 

RELATIONSHIPS WITH AFFILIATES  
In order to ensure that the company’s organisational 
structure is not used unfairly, all transactions between and 
among the WW Group companies (also called “affiliates”) 
must comply with company policy and all applicable laws 
and regulations. 
 

GIFTS AND ENTERTAINMENT  
Entertainment and gifts are an acceptable part of business; 
however, it should only be extended or accepted when 
required to entertain organisations, clients or suppliers in the 
ordinary course of conducting business with WW Group; 
and where the refusal of an offer of such entertainment could 
negatively impact on the relationship between WW Group 
and the organisation, client or supplier.  
The Director should first be notified before accepting or 
giving of an invitation or gift. 
 

PROHIBITED EXCHANGES  
Even if the gift or entertainment meets the standards, you 
must not exchange it if:  
�x it is intended to improperly influence another 

person’s business judgment;  
�x it might create the appearance of undue influence, 

unfairness or impropriety;  
�x you are participating in, conducting or directly 

supervising a formal WW Group procurement 
process (such as a request for bids). 

�x gifts of travel or lodging unless you receive the prior 
approval of the Director  

Employees are not permitted to receive tips and you should 
politely decline any that are offered to you. 
 

GIFTS AND ENTERTAINMENT 
INVOLVING GOVERNMENT OFFICIALS  
Special rules apply to interactions with government 
officials. Laws, rules and regulations concerning 
appropriate gifts and entertainment for government 
employees are complex and can vary depending on 
government branch, state or other jurisdiction. All WW 
Group employees who, on WW Group’s behalf, interact 
with government officials of any country are responsible for 
complying with applicable laws and regulations. 
  

Violations of the law, the Code and other company policies, 
procedures, instructions, practices and the like can lead to 
disciplinary action up to and including termination of 
employment. Such disciplinary action may also be taken 
against supervisors or Managers and Directors, who 
condone, permit or have knowledge of improper conduct or 
fail to take action to prevent and detect violations, such as 
failure to provide training and failure to supervise 
subordinates’ work. No one may justify an illegal or 
improper act by claiming it was ordered by someone in 
higher management. The following are examples of actions 
considered illegal or unacceptable: 
 

BRIBES, KICKBACKS AND LOANS  
It is never appropriate to offer, pay, or receive bribes or 
kickbacks, which can subject you to civil or criminal 
penalties. You should immediately notify the Director about 
any payment or gift that is offered to you, or requested from 
you, that you believe may be a bribe, kickback, solicitation 
of a bribe or kickback, or otherwise improper. 
 

It is never appropriate to offer or accept personal loans or 
guarantees (e.g. preferences or discounts not offered widely) 
to or from customers, business providers or competitors. 
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It is not possible to describe all unethical or illegal business 
practices in detail. The best guidelines are individual 
conscience, common sense and unwavering compliance 
with all company policies, applicable laws, regulations and 
contractual obligations. Seek guidance if you are unsure of 
what to do, ask questions and report wrongdoing. Company 
policy strictly forbids any retaliation against an employee 
who reports suspected wrongdoing. 
�x Theft or unauthorised access, use or disclosure of 

company, customer or employee records, data, funds, 
property or information (whether or not it is 
proprietary); 

�x Working under the influence of alcohol or illegal 
substances or abusing legal substances; 

�x Improperly operating a vehicle for company business, or 
driving while on company business with a suspended or 
revoked license, or while under the influence of drugs or 
alcohol; 

�x Using any program or promotion in an unauthorised 
manner; 

�x Engaging in any form of workplace violence, including, 
but not limited to, any act of physical intimidation or 
assault, including threats of violence; 

�x Soliciting or giving the impression that you would 
expect gifts or gratuities from suppliers or customers; 

�x Disparaging or misrepresenting the company’s products 
or services or its employees; 

�x Falsifying a company record, such as a time report; and 
�x Misrepresenting your health status or other reasons for 

absence, such as misrepresenting yourself as disabled 
and receiving disability benefits. 

 

SECTION 09 
Conclusion 


