Code of Conduct
Preamble

HIMAA Ltd is committed to honesty, integrity, high standards of professionalism, service to the association and ethical behaviour.  HIMAA Ltd expects all company directors and staff to provide a positive role model to others by their courtesy, openness, integrity and impartiality. Decisions should be based upon transparent processes and a full consideration of the issues involved.

The Code of Conduct is written in two parts:

· A Corporate Code of Conduct, which applies to all company directors and staff; and

· A Staff Code of Conduct, which is specifically directed to staff employed by HIMAA Ltd.
The HIMAA Code of Conduct serves to:

· Clarify, as appropriate, the standards of ethical behaviour required of company directors and staff; and

· Encourage the observance of those standards.

Members of HIMAA are also bound by an association code of ethics.

Corporate Code of Conduct

Conflict of Interest

A conflict of interest arises when the possibility exists of there being a reasonable perception that a director’s or staff member’s association with another organisation and/or person/s could influence the impartiality of their decision/s in a particular situation. 

Company directors and staff are expected to remain alert to conflicts of interest and to declare them at the earliest opportunity, allowing the Board and/or management to determine whether the director/staff member should remove himself/herself from any further dealings in the matter.

Misuse of Position

Neither company directors, nor staff, are to take advantage of property, information, or their position, or opportunities arising from these, for personal gain or to compete with HIMAA Ltd.

Confidentiality

Disclosure of non – public information held by the company is not to occur, except where such disclosure is appropriately authorised or legally mandated.

Fair Dealing

Company directors and staff are expected to deal fairly with the company’s customers, suppliers, competitors and employees.

Proper Use of Company Assets

Company directors and staff are to protect company assets and ensure the efficient use of company assets for legitimate business purposes.

Compliance with Laws and Regulations

Company directors and staff are to comply with relevant laws and regulations.

Where the company’s operations occur in countries whose legal standards are lower than those prescribed by Australia, or international protocols, HIMAA Ltd will abide by the relevant Australian and/or international protocols.

Company directors have an obligation to ensure that HIMAA Ltd’s operations comply with relevant laws and regulations.

Reporting of Unlawful/Unethical Behaviour

Company directors and staff are expected to alert management and the board, in good faith, to potential misconduct, without fear of retribution. All such alerts are to be recorded and investigated, paying due regard to the laws regarding defamation and privacy.

Staff Code of Conduct

This code of conduct for HIMAA Ltd staff builds on the Corporate Code of Conduct, above. As such, it plays an important role in setting the culture of the business as well as informing employees of the way in which HIMAA Ltd wants to do business:
· Treat all fellow employees and customers/clients with courtesy and respect. 

· Do not engage in harassing behaviour towards other employees or customers or clients. 

· Ensure that all dealings with all employees and clients are fair and equitable. 

· Do not discriminate on the basis of irrelevant characteristics, such as sex, race, disability, pregnancy, age, marital status, sexual preference. 

· Do not perpetrate, permit or fail to report violations of any Federal, State or Local government law or regulation. 

· Ensure that you declare any conflict of interest between your role as an employee of the Company and your involvement in an outside activity. 

· Be aware of company policies as set out in the policy manual and ensure that you comply with them. 

· Do not use drugs on the premises or come to work while affected by them. 

· Do not abuse alcohol on the premises or come to work while affected by it.

· Do not use the internet for personal use, except in accord with company policy. 

· Do not use the internet to access sexually explicit material. 

· Do not use email to send sexually explicit, suggestive, or other harassing material. 

· Do not use company information or work time for private gain. 

· Do not leak confidential company information to competitors, clients, customers or the media. 

· Ensure honest dealings with all customers and clients. 

· Do not misappropriate company funds or property. 

· Do not misappropriate funds or property of customers or clients. 

· Ensure the highest standard of quality in HIMAA’s products/services. 

· Do not falsify reports. 

· Do not breach copyright. 

· Always acknowledge other people's work and ideas. 

· Always put safety first and do your utmost to comply with health and safety requirements. 

· Ensure compliance with all environmental laws and standards.

