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1. PURPOSE 

The purpose of a Code of Conduct is to provide a framework for decisions and actions in relation to 
conduct in employment. It underpins our commitment to a duty of care to all employees, 
stakeholders and clients receiving our services. The document explains the principles covering 
appropriate conduct in a variety of contexts and outlines the minimum standard of behaviour 
expected from employees. 

2. SCOPE 

This procedure applies throughout Coffey International Limited and all of its subsidiaries. 

3. REFERENCES 

Nil 

4. DEFINITIONS 

None presented 

5. RESPONSIBILITIES 

Managers and Supervisors 

Managers and supervisors are responsible and accountable for: 

• Undertaking their duties and behaving in a manner that is consistent with the provisions of 
Code of Conduct; 

• The effective implementation, promotion and support of the Code of Conduct in their areas 
of responsibility. 

• Ensuring employees under their control understand and follow the provisions outlined in 
the Code of Conduct. 

Employees 

All employees are responsible for: 

• Undertaking their duties in a manner that is consistent with the provisions of the Code of 
Conduct; 

• Reporting suspected corrupt conduct; and  

• Reporting any departure from the Code of Conduct by themselves or others. 
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6. PROCEDURES 

6.1 Overview 

Coffey International is a complex organisation, which involves a diversity of relationships. These 
relationships may be defined by differences in power, status, cultural diversity, organisational 
structures, contracting relationships, differing country laws, labour laws, international relationships 
and or national governments. It is essential in such a community that all staff recognise and respect 
not only their own rights and responsibilities but also the rights and responsibilities of other 
members of the community and those of Coffey.  

Coffey also recognises that many of their professional employees are also bound by codes of 
conduct or ethics defined by learned or professional societies or groups. It is recognised that these 
codes are not always in harmony. It is an obligation of a staff member to weigh the importance of 
these codes in each particular set of circumstances and notify an appropriate officer of Coffey 
where such conflict may arise. 

6.2 Personal and Professional Behaviour 

You should not behave in a way which has the intent or effect of offending or embarrassing other 
employees or the public in a manner contrary to legislative requirements. 

When carrying out your duties, you will: 

• Obey any lawful direction from a person who has the authority to give the direction. If you 
have a dispute about carrying out a direction you may appeal to your senior Manager; 

• Behave honestly and with integrity. You will avoid behaviour that could suggest that you are 
not following these principles. This will include a duty to report other employees who are 
behaving dishonestly; 

• Make sure that you carry out your work efficiently, economically and effectively as you are 
able and that the standard of your work reflects favourably on yourself and the company; 

• Follow the policies of the company in all aspects of work to achieve outcomes that are 
socially responsible and sustainable. 

• Treat employees, clients and stakeholders with respect. 

• Maintain individuals’ rights to privacy and undertake to keep personal information in 
confidence. 

• Do not use, possess or distribute pornographic or offensive materials. 

• Comply with all national and international laws. 

• When representing the Company in public forums: 

Employees at all levels represent the Company in the course of their employment including 
when travelling on Company business, attending functions on behalf of the Company or 
internal Company meetings, conferences, training programs, seminars or any other 
function. 

Your behaviour in all these circumstances reflects on the Company and its image. As such, 
you should act in an appropriate business-like manner that will in no way harm the image 
of the Company or infringe any other Company policy including the Discrimination Free 
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Workplace Policy. 

Where any Company function or meeting is held that involves the availability of alcohol, steps 
should be taken to ensure that it is not abused. You should be aware that being work-related, 
behaviour in those situations can be subject to disciplinary procedures. 

6.3 Conflict of Interest 

Potential for conflict of interest arise when it is likely that you could be influenced, or it could be 
perceived that you are influenced by a personal interest when carrying out your duties. Conflicts of 
interest that lead to biased decision making may constitute corrupt conduct. 

Some situations that may give rise to a conflict of interest include situations where you have: 

• Financial interests in a matter the company deals with or you are aware that your friends or 
relatives have a financial interest in the matter; 

• Directorships/Management of outside organisations; 

• Membership of Boards of outside organisations; 

• Personal relationships with the people the company is dealing with which go beyond the 
level of a professional working relationship; 

• Secondary employment, business, commercial, or other activities outside of the workplace 
which impacts on clients and/or employees of the company; 

• Involvement in party political activities; and 

• Access to information that can be used for personal gain. 

You may often be the only person aware of potential for conflict. Therefore it is your responsibility to 
avoid any financial or other interest that could compromise your ability to perform your duties 
impartially. It is also your responsibility to report any potential or actual conflicts of interest to your 
manager. 

If you are uncertain whether a conflict exists, you should discuss that matter with your manager and 
attempt to resolve any conflicts that may exist. 

You must not submit or accept any bribe, or other improper inducement. Any advances of this 
nature are to be reported to senior management. If you are dealing with, or having access to, 
sensitive information, you should be particularly alert to inappropriate attempts to influence you. 

Outside employment/Other external business activities 

If you work full time for the company and you wish to engage in paid employment/other business 
activities (including participation in family company) outside your official duties you are required to 
seek the approval of your manager and Human Resources. The approval should not be 
unreasonably withheld. However if there is any real or potential conflict of interest the duties of your 
position with the company must come first. 

If you work for the company on a part time or casual basis, you are required to advise your 
manager and Human Resources of any real or potential conflict of interest between your 
employment for the company and any other employment. 

The company can request the details of any other employment in the event of allegations of conflict 
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of interest. 

6.4 Public Comment 

Individuals have a right to give their opinions on political and social issues in their private capacity 
as members of the community. 

Employees must not make official comment on matters relating to the company unless they are: 

• authorised to do so by the Managing Director and CEO; or 

• giving evidence in court; or 

• otherwise authorised or required to by law. 

Employees cannot release the contents of unpublished or privileged knowledge unless they have 
the authority to do so. 

6.5 Use of Company Resources 

Employees must ensure responsible management and security in the use of Coffey resources and 
any resources managed by them for or on behalf of others.  

Requests to use company resources outside core business time should be referred to management 
(or person authorised to handle such matters), for approval. 

If employees are authorised to use company resources outside core business times they must take 
responsibility for maintaining, replacing, and safeguarding the property and following any special 
directions or conditions which apply. Company resources can include equipment, typing facilities, 
photocopiers, computers, tools, motor vehicles etc. 

Employees using company resources without obtaining prior approval could face disciplinary 
and/or criminal action. Company resources are not to be used for any private commercial purposes 
(eg. for ‘profit’ purposes) under any circumstances. 

6.6 Security of Information 

Employees are to make sure that confidential and sensitive information in any form (eg documents, 
computers files) cannot be accessed by unauthorised persons. Sensitive material should be 
securely stored overnight or when unattended. 

Employees must ensure that confidential information is only discussed with people who are 
authorised to have access to it. It is considered a serious area of misconduct to deliberately release 
confidential documents or information to unauthorised persons, and may incur disciplinary action. 

6.7 Intellectual Property/Copyright 

The term ‘intellectual property’ includes the rights relating to scientific discoveries, industrial 
designs, trademarks, service marks, commercial names and designations, and inventions.  

Coffey is the owner of intellectual property created by employees in the course of employment 
unless a specific prior agreement has been made. Employees must clarify the intellectual property 
position before making any use of that property.  

6.8 Discrimination, Harassment and Workplace Bullying 

Employees must not harass, discriminate, or support others who harass and discriminate against 
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colleagues or members of the public on the grounds of sex, pregnancy, marital status, age, race 
(including their colour, nationality, descent, ethnic or religious background), physical or intellectual 
impairment, homosexuality or transgender. Employees also must not participate in any form of 
workplace bullying or support others who do so.  

Managers must make sure that the workplace is free from all forms of harassment, unlawful 
discrimination and workplace bullying. They should understand and apply the principles of Equal 
Employment Opportunity and ensure that the employees they supervise are informed of these 
principles and are made aware of the Grievance Handling procedures. 

6.9 Child Protection 

The onus is on employees to use common sense and avoid actions or behaviours that could be 
construed as child abuse when working for Coffey. 

When carrying out your duties, you will: 

• treat children with respect regardless of race, colour, sex, language, religion, political or 
other opinion,  national, ethnic or social origin, property, disability, birth or other status; 

• not use language or behaviour towards children that is inappropriate, harassing, abusive, 
sexually provocative, demeaning or culturally inappropriate; 

• not engage children in any form of sexual activity or acts, including paying for sexual 
services or acts, where under the law(s) applicable to the child,  the child is below the age 
of consent or the act(s) are an offence under relevant laws; 

• wherever possible, ensure that another adult is present when working in the proximity of 
children; 

• not invite unaccompanied children into your home, unless they are at immediate risk of 
injury or in physical danger; 

• not sleep close to unsupervised children unless absolutely necessary, in which case you 
will obtain your supervisor’s permission, and ensure that another adult is present if 
possible; 

• use any computers, mobile phones, or video and digital cameras appropriately, and never 
to exploit or harass children or to access child pornography through any medium (see 
below regarding the use of children’s images for work related purposes); 

• refrain from physical punishment or discipline of children (excluding your own children); 

• refrain from hiring children for domestic or other labour which is inappropriate given their 
age or developmental stage, which interferes with their time available for education and 
recreational activities, or which places them at significant risk of injury; 

• comply with all relevant legislation, including local and international labour law in relation to 
child labour; and 

• immediately report concerns or allegations of child abuse in accordance with appropriate 
procedures. 

When photographing or filming a child for work related purposes, you will: 

• assess and endeavour to comply with local traditions or restrictions for reproducing 
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personal images before photographing or filming a child; 

• obtain consent from the child or a parent or guardian of the child before photographing or 
filming a child and in doing so, you must explain how the photograph or film will be used; 

• ensure photographs, films, videos and DVDs present children in a dignified and respectful 
manner and not in a vulnerable or submissive manner. Children should be adequately 
clothed and not in poses that could be seen as sexually suggestive; 

• ensure images are honest representations of the context and the facts; and 

• ensure file labels do not reveal identifying information about a child when sending images 
electronically. 

Breaches of this child protection code of conduct may result in disciplinary and/or criminal action. 

6.10 Corrupt Conduct 

Commonly it involves the dishonest or partial use of power or position which results in one 
person/group being advantaged over another. Corruption can take many forms including, but not 
limited to: 

• official misconduct; 

• bribery and blackmail; 

• unauthorised use of confidential information; 

• fraud; and 

• theft. 

Any form of corrupt conduct will not be tolerated by the company. Disciplinary action up to and 
including dismissal will be taken in the event of any employee participating in corrupt conduct. 

6.11 Occupational Health & Safety  

It is the responsibility of all employees to act in accordance with the occupational health and safety 
legislation, regulations and policies and their respective organisations and use security and safety 
equipment provided. 

Specifically all staff members are responsible for safety in their work area by: 

• following the safety and security directives of management; 

• advising management of areas where there is potential problem in safety and reporting 
suspicious occurrences; and 

• minimising risks in the workplace. 

6.12 Conduct of Current / Former Employees 

Employees should not misuse their position to obtain opportunities for future employment. 

Employees should not allow themselves or their work to be influenced by plans for, or offers of 
employment outside of Coffey. If they do there is a conflict of interest and their integrity and that of 
Coffey is at risk. 

Former employees should not use, or take advantage of confidential information obtained in the 
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course of their official duties, that may lead to gain or profit, until it has become publicly available. 

6.13 Breaches of the Code of Conduct 

Employees should note that breaches of certain sections of this Code of Conduct may be 
punishable under laws and legislation.  

Breaches of this Code of Conduct may lead to disciplinary action. The process for disciplinary 
action is outlined in Coffey policies and guidelines, relevant industrial awards and agreements. 

 

 


