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CODE OF PROFESSIONAL PRACTICE AND ETHICS

Policy

Each person is treated equally and fairly.  Our approach works on the basis that you are trusted entirely until you would give us reason not to.  (Company Name) is founded on very high standards of personal integrity and conduct which requires absolute honesty. 

These guidelines complement (Company Name)’s employment contracts and contractor’s agreements and should be understood and observed by all employees of (Company Name) and/or its subsidiaries as appropriate (including those employed on an individual contract of employment), and those agencies or contractors to (Company Name).

In performing your duties you should keep uppermost in your mind the need to use commonsense. If you always act honestly, exercise commonsense and are never afraid to ask for help if you are unsure of how to act, you will not encounter any problems in observing the principles contained in this Code. 

Code of Ethics  

Employees and contractors of (Company Name) must agree as part of their association with (Company Name), to act in accordance with the code of business ethics.

1. We will always act in the best interest of the Company

2. We will trust each other to do our best

3. We will be brave enough to say what needs to be said

4. We will be constructive in correcting performance

5. We will be accountable for all our decisions
6. We will support the decisions of the team once agreed

7. We will collectively own the outputs of the team

8. We will refocus each other when distracted from our goals

9. We will be smart enough to learn from our actions

10. We will remember to thank those who get us to where we need to be

11. We will remember those who are depending on us to do our best

12. We will not allow anyone to compromise our values

Employees and contractors who demonstrate disregard for these values will be asked to show cause as to why their association with (Company Name) should be maintained.

Business of (Company Name)

You should protect and develop the business of (Company Name) through prompt and efficient service to clients and prospective clients. 

You should follow directions, exercise and not exceed the authorities and discretions delegated to you and act in a manner which will enhance the reputation of (Company Name).

You should comply with the law in all your activities. 

You should actively support (Company Name)'s policies and procedures regardless of your personal views.

Dealing with Clients and Avoiding Conflicts of Interest 

You should avoid placing yourself in a position where you may stand to benefit, even indirectly, from a transaction between (Company Name) and another party. Where there is any likelihood of such conflict arising, you should make full disclosure to a Senior Manager of (Company Name). 

You should ensure that your personal relationships with clients do not influence or prejudice your obligations to (Company Name). In particular, you should not accept commissions and should use your commonsense regarding gifts or hospitality from clients.

Equal Employment Opportunity 

Discrimination and sexual harassment in the workplace are illegal. You should know, adhere to and actively support (Company Name)'s EEO policy and programs regardless of your personal views. 

Confidentiality 

You should treat all the affairs of (Company Name), its clients and fellow employees with absolute secrecy. This obligation continues should you leave (Company Name). 

Honesty 

You should be absolutely honest in all your professional activities. Stealing, borrowing, misappropriating money or property to private use, unauthorised access to information and fraudulent acts generally, are criminal offences. 

You should report any knowledge of fraud, error, breach of law or concealed practice, which may be detrimental to the interests of (Company Name). 

Personal Standards and Finances 

You should adopt personal standards consistent with the high reputation of (Company Name) and endeavour at all times to enhance the standing of (Company Name). You should inform (Company Name) if any bankruptcy or insolvency action is taken against you. 

Clean Desk Policy

As our offices are open plan, confidential information may be more easily read, copied or even stolen. Therefore all information, papers, notes and diagrams must be removed from the desktop and placed within secure storage at the end of every day. During the working day, restrict the amount of information on your desk, as this will reduce the risk of loss.

Outside Employment and Appointments 

Whether you are a contractor or an employee of (Company Name), you may undertake employment or occupations outside (Company Name), or hold honorary positions in clubs, charitable organisations etc, providing the performance of your duties to (Company Name) is not affected adversely.  

Such contracts, employment or occupation must not in any way reflect adversely on (Company Name) and must not conflict with your contract or Agreement with (Company Name).

If you are an employee, any outside directorships of commercial organisations should be disclosed to (Company Name) and should only be held where there is no possibility of conflict or adverse effect on your duties to (Company Name). If you are a Contractor, you should disclose your association as a Director of any other organisation not contracted to (Company Name) prior to the signing of your Agreement.
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