
Code of Conduct

The company aims to encourage a common 
understanding that the success of the business and 
its ability to maintain jobs and good employment 
conditions is dependent upon the performance, 
attitude and behaviour of all its employees. Under 
employment legislation employers must ensure 
their employees are aware of the standards which 
apply to them during the course of their 
employment and subsequently any legal 
requirements imposed a�er leaving the company.

Our company has introduced a Code of Conduct 
which is applicable to all colleagues within the 
business (and to which all sta� at all levels will sign 
annually a Declaration). It sets out the Company’s 
principles of business conduct and the standards 
that all within the company are expected to follow. 
It also ensures that as a business, the Company 
meets the requirements of the UK Bribery Act 2010, 
which is applicable across the entire company for 
its entire workforce.

The Code of Conduct forms part of the 
wider-ranging policies contained within the 
non-contractual Employee Handbook and other 
key governance documents. We must all ensure 
that we do not engage in any activity in pursuit of 
our roles which could be construed as bribery or 
corruption and must co-operate with public 
authorities in the investigation of any such 
allegations. Furthermore, we must not become 
involved in price fixing or other impediments to 
free trade. We must not take action designed to 
avoid VAT and other taxes and must never deal in 
counterfeit goods.

As well as being an internal guide, the Code of 
Conduct demonstrates to all the company business 
partners that standards by which the company 
operates.

Below sets out the rules and standards of 
performance and behaviour expected from 
employees, and that the consequences of 
breaching these standards may lead to disciplinary 
action, which may ultimately lead to dismissal.

RESPONSIBILITIES UNDER THE CODE

Behaving ethically is an essential part of work for 
this company. It is fundamental to how the 
company does business and is vitally important to 
its reputation and success. Our company will seek 
to ensure that all its colleagues work within the 
Law in each of the jurisdictions the business 
operates in. We have five principles of ethical 
business conduct, these are:

Accountability
We are all personally answerable for our conduct & 
actions.

Openness
When questions are asked, we will be 
straightforward in our answers.

Integrity
We say what we will do, and we do what we say.

Honesty
There is no substitute for the truth.

Respect
We value each individual & treat them with dignity, 
respect & empathy.

WORKPLACE RESPONSIBILITIES

Inclusive Workplace Behaviour
We will contribute to creating an inclusive work 
environment, where individuals are respected and 
where the value of having a diverse workforce is 
recognised. This includes key policies such as 
Equal Opportunities and Dignity at Work.

Health & Safety
We have a personal and collective responsibility to 
maintain a healthy and secure workplace and to 
promote safe working practices. All employees are 
to comply and observe the regulations appropriate 
to safety and understand their obligations. This 
includes key policies such as Health & Safety at 
Work and Drug/Substance and Alcohol Abuse.

General Conduct & Performance at Work
We all work to and comply with appropriate 
standards of output and performance and working 
instructions. We will not disregard procedures that 
render the Company in breach of its statutory or 
contractual obligations. If you are unsure as to 
what our obligations are, you should ask your line 
manager. We will ensure that our general 
appearance and style of clothing is appropriate to 
the work environment and presents a favourable 
image for the company. We will attend for work at 
appropriate times in accordance with 
arrangements and will fully comply with absence 
arrangements for holidays and sickness. We shall 
work in a careful, attentive and competent manner, 
follow work instructions and meet agreed required 
standards. This includes key policies such as 
Whistle Blowing.

Environment
We have a personal and collective responsibility to 
use resources e�iciently and ensure that 
consideration is given to minimising the short-, 
medium- and long-term impact of our operation on 
the environment.

Hospitality & Gi�s
We may accept and o�er hospitality and gi�s from 
and to clients and suppliers on the understanding 
that they are not of an excessive nature. With this in 
mind, the business asks all colleagues to bring to 
the attention of senior management any gi� or 
hospitality o�ered to them. It is a criminal o�ence 
to accept or solicit any gi� or consideration from 
anyone as an inducement or reward for showing 
favour in connection with the Company’s business. 
To avoid any possibility of misunderstanding, any 
approaches form contractors, suppliers or traders, 
seeking favoured treatment in consideration of any 
o�ers of benefits or hospitality must be escalated 
to your line manager. Business entertainment 
should be on a reciprocal basis and on a scale 
consistent with that which you, when host, would 
be authorised to arrange.

Competition Regulation
We have a personal and collective legal 
responsibility to ensure best practice and 
compliance in relation to competition law and 
regulation.

Representing the Company
We should uphold the integrity and reputation of 
the business at all times and will not bring the 
company into disrepute. We will treat the customer 
with care and respect and will act in a manner 
which will maintain relations with customers at the 
highest of levels.

Recording of Costs, Times & Resources
We will record transactions, expenditure, labour 
charges and all other aspects of the company 
business accurately and in accordance with our 
accounting, expense and recording keeping 
policies.

Use of Company Information & Information 
Technology
We will use Company information technology (IT) 
facilities appropriately and responsibly and in 
accordance with relevant company security and IT 
policies and processes. We will take the utmost of 
care at all times whilst handling information 
concerning the company, its customers and 
employees. We seek to fully comply with legislation 
and any agreed rules relating to the storage and 
retrieval of Data and will not access or disclose 
data or information of a commercial nature 
injurious to the company or its contractors.

Use of Personal & Confidential Information
We will make sure that all personal data is handled 
appropriately, safeguarding individual privacy and 
following all relevant company processes and 
applicable data protection laws and regulations. 
We all have responsibility to safeguard the 
confidentiality of any information acquired during 
the course of our work, including information kept 
on computers and a duty never to use it for 
personal advantage. Such information should not 
be discussed outside the company. Equally, we 
should all be on our guard and avoid careless and 
thoughtless talk or behaviour which may damage 
the company’s business, or that of its customers. If 
you have questions about data protection laws and 
regulations, you should ask your line manager for 
clarification.

Business Information
We will protect information that is proprietary to 
the company itself and information in our 
possession that is proprietary to other parties. All 
employees are fully aware that the use of 
downloading customer information is prohibited 

and may result in summary dismissal. This includes 
using downloaded data from previous employers 
and may result in personal liability should their 
ex-employer take legal action against them. If an 
employee has any restrictive covenants from their 
ex-employer, they should disclose those to the 
Company.

Conflict of Interest
We will disclose and seek direction on any issues 
that may potentially conflict with our 
responsibilities to the Company.

Contact with the Media
We will take a consistent approach when dealing 
with the media, ensuring that we maintain the 
integrity and brand values of the business each 
time. Only designated company spokespeople are 
authorised to speak directly to the media. If 
approached by a member of the media via 
telephone or email then all such requests must be 
forwarded to Finance Director, Mark Gwilliam.

BUSINESS RESPONSIBILITIES

Bidding & Contract Negotiation
We will always behave ethically when competing 
for business and when placing business with 
suppliers.

Working with Advisers
We will only appoint advisers of known integrity 
and require that their conduct meets our standards 
at all times.

Ethical Trading
We strongly believe in ethical principles and good 
stewardship and operate accordingly. We will also 
ensure, wherever possible, that the Company 
business partners also adhere to such standards in 
terms of how products and services are procured.
The Company seeks to o�er guarantees to its 
customers that the products and services they 
receive from the Company have been ethically 
designed, manufactured, managed and delivered. 
The company will not trade with any state, 
company or individual subject to sanction by the 
EU. Furthermore, the Company wholly supports 
the beliefs underpinned by the UN Convention on 
the Rights of a Child.

As a minimum standard, the Company expects all 
colleagues to obey the laws of each of the countries 
and/or states it operates directly or indirectly in.

CONSEQUENCES OF BREACHING THE 
STANDARDS

Breach of this Code of Conduct may lead to 
disciplinary action under the Company’s 
Disciplinary Procedure as set out in the Employee 
Handbook. Should an employee bring the 
company into disrepute or any other course of legal 
action which may involve legal proceedings then 
the employee understands they may be personally 
liable for such proceedings.

DECLARATION

I have read and fully understood the Code of 
Conduct. I am fully committed to adhering to the 
Code in its entirety and understand that my 
workplace behaviour and practices should be in 
line with the Code at all times and I fully 
understand that failure to comply could lead to 
formal disciplinary action which may ultimately 
lead to termination of employment.

Name:

Position:

Date:

Signed:
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