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Purpose
To set out the ethical business relationships / conduct to be maintained while working for / representing W. Lucy & Co. Limited and its subsidiaries (“Group”).

Scope

This policy applies to all individuals working at all levels and grades, including senior managers, officers, directors, employees (whether permanent, fixed-term or temporary), consultants, contractors, trainees, seconded staff, home-workers, casual workers and agency staff, volunteers, interns, (collectively referred to as “employees” in this policy) or agents, sponsors, or any other person associated with the Group, or any of our subsidiaries or their employees (“associated persons”), wherever located.

Every employee acting for, or on behalf of, the Group is responsible for maintaining the highest standards of business 

This policy does not form part of any employee's contract of employment and it may be amended at any time. Any breach of this policy will be taken seriously and may result in disciplinary action.

Policy

1.
Lucy Code of Conduct

1.1
Obey the applicable laws and regulations governing the Group’s business conduct worldwide.

1.2
Be honest, fair and trustworthy in all Lucy activities and relationships.

1.3
Do not accept or give bribes anywhere in the world in businesses dealings on behalf of the Group.

1.4
Avoid all conflicts of interest between work and personal affairs.

1.5
Foster an atmosphere in which fair employment practices extend to every company in the Lucy Group of companies.

1.6
Strive to create a safe workplace and to protect the environment.

1.7
Through leadership at all levels, sustain a culture where ethical conduct is recognised, valued and exemplified by all employees and associated persons.
2.
Business Ethics - Principles
2.1
The following main principles shall govern all practices concerning business ethics 

2.1.1 Standard of behaviour and conduct - employees dealing with contractors, carriers, suppliers, consultants, customers and other persons having business with the Group, shall conduct such activities in the best interest of the Group without favour of preference.

2.1.2 Anti-bribery – the Group condemns corruption in all its forms and will not tolerate it in any of its businesses or those who it does business with, anywhere in the world. Gifts, gratuities, entertainment of anything of value, beyond levels authorised by management, shall not be given or accepted by employees or their family members to or from any person who has business dealings with the Group.
Section 2.1.2 of this Policy should also be read with the Anti-bribery Policy.
2.1.3

Whistleblowing – it is important to the Group that any fraud, misconduct or wrongdoing by employees of the Group is reported and properly dealt with. The Group therefore encourages all employees to raise any concerns that they may have about the conduct of others in the Group or the way in which the business is run. This policy sets out the way in which employees may raise any concerns that they have and how those concerns will be dealt with.
Section 2.1.3 of this Policy should also be read with the Whistleblowing Policy 

2.1.4    

Global People Management – fair employment and benchmark people management practices create an engaged workforce and do more than keep the Group in compliance with applicable labour, employment and business practices. They contribute to a productive and committed workforce.
Section 2.1.4 of this Policy should also be read with the Global People Management Policy, and all other associated employment policies, procedures and handbooks as issued and updated by the Group from time to time
2.1.5

Environment, Health & Safety - protecting the environment and the health and safety of employees is the law, and the Group believes it’s also the right thing to do.  Through management leadership and worker commitment, the Group works to conduct its operations in a safe manner that minimises environmental impact.  This policy affects all Group activities.


Section 2.1.5 of this policy should be read with the Group Health & Safety Policy, and other associated policies and documents as issued and updated by the Group from time to time.
2.1.6
Security of Group Assets - protecting the security of the Group’s employees, workplaces, information and businesses data ie assets is critical.  The Group’s intellectual property is one of its most valuable assets and all employees must work to safeguard the Group’s patents, trademarks, copyrights, trade secrets and other proprietary information.  At the same time, it is critical that the Group and employees respect the valid intellectual property rights of others.  Unauthorised use of others’ intellectual property can expose the Group or an employee to civil law suits and damages, including significant fines and criminal penalties.  



Section 2.1.6 of this policy should be read with the Electronic Communications Policy, Data Protection Policy.
2.1.7
Business Continuity - is the management process that provides a framework to ensure the resilience of the Group’s business to any eventuality, to help ensure continuity of service and the protection of the brand and reputation. It provides a basis for planning to ensure long-term ability to continue trading following a disruptive event. 
Section 2.1.7 of this policy should be read in line with the Business Continuity Plan and all other documents as issued and updated by the Group from time to time

2.1.8
Finance – the Group requires all employees associated with any financial activity to conform to the Group’s accounting procedures/finance manuals, as well as applicable generally accepted accounting principles, standards and regulations for accounting and financial reporting.


Section 2.1.8 of this policy should be read in line with all finance manuals.

2.1.9
Conflicts of Interest – at all times nothing an employee does should be in conflict with their responsibilities to the Group.  No activity at work/home should hurt the Group’s reputation or good name.  Misusing the Group’s resources or influence is also prohibited.  Even when nothing wrong is intended, the appearance of a conflict can have negative effects.  
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