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INTRODUCTION

The Way We Work covers some of our
most important individual responsibilities
or obligations as we go about our work.
As members of the Pan Pac team,

we must follow it. It can help guide us
when we face complicated or sensitive
issues and is one of the ways we can put
our values into practice at work.

By following our policies, best practices,
the terms and conditions of our
employment agreement or contract,
and always acting within the law,

we can ensure that we do our best

for each other and for our community.

Whether we are new at Pan Pac or have
worked for our business for some time,

it is important that we take time to
understand how The Way We Work
applies to all employees and contractors.

IF IN DOUBT, IT MAY
HELP TO CONSIDER
THE SELF TEST
QUESTIONS:

SCRUTINY

Would your decision

or behaviour withstand
scrutiny and be seen as
appropriate by others?

ENSURE COMPLIANCE
Does your decision
or behaviour comply

with the Code and

other Pan Pac policies,
general instructions and
procedural expectations?

LAWFUL
Is your decision or
behaviour lawful?

FAIR

Is your decision
or behaviour fair
and reasonable?
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GUIDING PRINCIPLES

WE WILL DO OUR BEST TO:

« Satisfy customers’ and stakeholders’
expectations

« Achieve excellence in all we do

« Employ, develop, retain skilled staff
and contractors and encourage them to:

1. Be adaptable to change

. Use initiative and creative thinking

2
3. Use mistakes as learning experiences
4

. Share information and respect the
contribution of others.
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VALUES

WE DEMONSTRATE THE FOLLOWING

VALUES IN ALL RELATIONSHIPS:

HONESTY

FAIRNESS

We are always honest and truthful in

our dealings. Our stakeholders (including
colleagues, customers, the community,
suppliers and government authorities)
expect absolute honesty from us. We never
attempt to mislead or deceive others.

INTEGRITY

We maintain our focus on ethics,
transparency and building mutual trust
with each other and everyone we work
with. We accept accountability for our
decisions and actions. It is about having
the courage and commitment to do what
is right, not what is easiest.

We value inclusion and diversity and offer
the same welcome to all employees and
everyone we work with, regardless of race,
gender, nationality, ethnic origin, religion,
age or sexual orientation. Bullying,
intimidation or harassment of any kind

is not acceptable in our workplace.

HELPFULNESS

We believe a collaborative and
constructive approach to working together
is helpful. Demonstrating the willingness
to make it easier to do a job or deal with

a problem helps to improve a situation.
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PEOPLE

RESPECT, DIGNITY
AND UNDERSTANDING

We believe everyone should be treated
with dignity and respect. We listen with
respect and value the contributions

of others. We actively seek out different
points of view. We are aware of our own
assumptions and biases and are prepared
to challenge ourselves.

PRIVACY

We recognise that personal information
collected by Pan Pac is only to be used

for the purpose for which it was collected;
in accordance with the Privacy Act.

We are aware that Pan Pac will do
everything reasonably within its power

to prevent unauthorised use or disclosure
of this information. We ensure we are
familiar with the Pan Pac Personnel Policy
- Privacy and adhere to this in our dealings
with others in the workplace.

EQUAL OPPORTUNITIES

We understand that Pan Pac rewards
individual endeavour fairly and values
diversity. Our differences can be

our strengths.

»

HEALTH AND SAFETY

We make safety the first part of every
interaction. We believe caring for human
life and wellbeing is a priority. We stop
work and speak out when health, safety
or wellbeing is potentially at risk. We do
our part by observing and complying
with Pan Pac’s health and safety policy
and system. As an employer, Pan Pac
recognises its duty to provide a working
environment which is psychologically
healthy for all employees and contractors.

UNION REPRESENTATION

We recognise that people have the right
to choose to belong or not to belong to
a union. We recognise the importance
and benefit of the Good Employment
Principles identified in the CEA.

CONTRACTORS

We recognise the importance of contractors
to our overall business delivery.
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GOOD JUDGEMENT

CONFLICT OF INTEREST

We use good judgement to avoid obvious orimplicit
conflict between our personal interests and those of the
company. Where a conflict cannot be avoided, we manage
it appropriately and transparently, taking advice from

our Manager or the People and Culture team.

GOOD BEHAVIOUR

We are proud to work for an organisation that values
everyone and treats them the right way. We create

a welcoming and inclusive work environment. We all
share the responsibility for making sure that we offer
a safe and open environment for everyone at work.

UNACCEPTABLE BEHAVIOUR

We do not tolerate abuse, unacceptable or unwelcome
behaviour in the workplace in any form, towards our
customers, other colleagues, contractors, suppliers
oranyone else. We don’t engage in behaviour that would
be considered by anyone as creating an intimidating

or hostile work environment (this includes bullying,
harassing, use of pornographic or otherwise offensive
material or making inappropriate jokes or comments).

DRUGS AND ALCOHOL

We will not work under the influence of drugs or alcohol.
We ensure that our workplace is free from the risks these
substances pose. We ensure we are familiar with the

Pan Pac Drug and Alcohol Policy.
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COURAGEOUS ACTION

ACCOUNTABILITY

We take responsibility for our own actions and for what
we need to deliver. If we lead a team we lead by example
and we are accountable for our own actions and those
of our team.

RESOLVING DISPUTES

We seek help from our Supervisor or Manager in the

first instance when we need to solve problems at work.
They should be able to help us with issues or problems
informally, by listening, discussing and exploring different
solutions. Sometimes, we can’t solve problems informally
and we need to follow a formal process as per Pan Pac
policy and our employment agreement or contract.
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USE OF RESOURCES

INTELLECTUAL PROPERTY

We ensure that all documentation and
intellectual property owned by Pan Pac
remains Pan Pac property and is not
copied or distributed without permission.
This includes electronic copies. Where we
have obtained intellectual property on
the job with Pan Pac property, processes
and systems, we have a responsibility

to produce standardised documentation
that maximises safety and quality

and minimises rework.

SYSTEMS AND SECURITY USE

We have a duty to use our IT resources
responsibly and appropriately. We are
required to make ourselves familiar with

Pan Pac’s IT policies located on the intranet.

CONFIDENTIALITY

We are all responsible for protecting
Pan Pac’s confidential information

both during and after employment

or engagement. Confidentiality includes
any of our information and technology,
financial, operational or strategic plans

or data and any financial, commercial

or technical information that is valuable

to us and has not yet been disclosed to the
public and may be valuable to a third party
if they had access to it.

PAN PAC PROPERTY

We use Pan Pac property for official
purposes only and use it reasonably

and economically. When we are in the
Pan Pac uniform and/or a Pan Pac vehicle,
we are an ambassador of the company.
We behave in a manner that upholds

the positive reputation of Pan Pac

in the community.

THEFT, FRAUD
OR MISUSE OF PROPERTY

We do not obtain, use or divert company
property or financial resources for
personal use or benefit, or for any
activity that causes a conflict of interest,
orisinappropriate orillegal.
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BALANCING
INTERESTS

REPUTATION

OFFSITE EVENTS

PUBLIC COMMENT

We ensure our conduct at offsite events
is as it would be at work including when
we are representing Pan Pac at events
organised by other groups. Company
organised events include social events,
such as Christmas parties, team events
and social outings.

GIFTS, ENTERTAINMENT
AND SPONSORSHIP

We maintain high standards of propriety
and professionalism. We ensure we are
familiar with the Pan Pac Personnel Policy -
Standards of Personal Conduct.

OTHER EMPLOYMENT

We have a shared responsibility to be fit for
work at Pan Pac. We inform our Manager
or Supervisor if:

We undertake any other employment

We are involved in any other business
orvoluntary organisation

Any of the above is likely to have an
adverse effect on our responsibilities
or could lead to a fatigue risk or conflict
of interest while working at Pan Pac.

We have the same rights of free speech
and independence in the conduct of
private affairs as other members of the
public. However, we also have a duty not
to compromise Pan Pac by public criticism
of, or comments on, policies and processes
with which we have been professionally
involved or associated with. We ensure
that we make it clear that comments
being expressed by ourselves are personal
and do not represent Pan Pac policy,

in circumstances where we may be likely
to be identified as a Pan Pac employee

or contractor and where it could be
perceived that our response is an official
Pan Pac response, including when we are
using social media. We understand only
employees authorised by the Managing
Director may make statements on behalf
of Pan Pac. If we are contacted by the
media but are not authorised to make
statement, we refer the reporter to the
Communications Manager.
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UPHOLDING

THESE STANDARDS

EMPLOYEES’ RESPONSIBILITIES

YOU ARE EXPECTED TO UPHOLD
THESE STANDARDS, PAN PAC
POLICIES, AND THE LAW.

This means you must:

+ Read, understand, and comply with these
standards, and the policies, laws, and
regulations that apply to your job.

+ Speak up when you see possible
violations of the standards, policies,
and legal and regulatory requirements.

Failing to read the standards does not
excuse you from these responsibilities.
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APPLICABILITY
These standards apply to all Pan Pac
employees and contractors.

ENFORCEMENT

If your behaviour or decisions fall short
of the required standards set out in this
Code, your employment agreement and
Pan Pac policies, we will talk with you and
determine the circumstances and actions
that have led to the situation. Behaviour
or actions that are found to be a breach
of the Code may result in disciplinary
action against the employee concerned,
including, if warranted, dismissal.

In the case of a breach by a contractor,
we will contact the contracting company.




MAKING THE
RIGHT CHOICE

The Way We Work is a document designed to help staff
and contractors make good choices and, in doing so,
to succeed at Pan Pac.

This document provides guidance on key issues that may
arise during your time at Pan Pac and indicates who to
contact if you think that you, or a colleague, may have
broken these rules. Of course, there will always be other
challenging situations that may not be covered in this
document. The need for personal accountability and
individual good judgement by us all remains paramount.
If you are unsure how to act, please speak to your Manager
or the People and Culture team.

CODE OF CONDUCT - SEPTEMBER 2020 | 11



COMMUNICATING THE
CODE OF CONDUCT

The Code of Conduct will be provided to

all Pan Pac employees and contractors in hard
copy, and will also be accessible on the Pan Pac
intranet. Any changes to the Code of Conduct
over time will be promptly communicated

to employees.

It will be recorded on your file that you have
been provided with a copy, and have been
advised that you were required to read

and abide by the Code and Pan Pac policies.
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RELATED
AND REFERENCE
DOCUMENTS

The Pan Pac Statement of Purpose, Philosophy and Values

The Oji Group Corporate Code of Conduct
Pan Pac Health and Safety Policies

Pan Pac Drug and Alcohol Policy

Pan Pac Personnel Policies

Pan Pac IT Policy

Pan Pac’s Guidance to Staff on Accepting Gifts and Hospitality
Pan Pac Application of Disciplinary Action
Human Rights Act 1993

Employment Relations Act 2000

Health and Safety at Work Act 2015
Harassment Act 1997

Bill of Rights Act 1990

Pan Pac Individual Employment Agreement

Pan Pac Collective Employment Agreement
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