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The excellent reputation of Billet Engineering Pty Ltd has been built over many

years of business success, supported by our values of Integrity, Accountability,

Courage, Pride and Recognition.

These values act as guiding principles for our operating company.

Our values have developed a culture that is performance and results-oriented.

As we continue to grow, embedding our values is critical to ensuring we

continue to operate successfully and meet the standards expected by the

diverse range of clients we service and the communities in which we operate.

Our Code of Business Conduct (“Our Code”) sets out the standards we expect

from all of our people in Billet Engineering – what we value and how we work

with each other and with others.

Our Code is not new – it simply formalises the good principles and practices

that already guide our decision-making and provides consistent guidelines to

help us choose the right thing to do. Integrity and ethical conduct have

always been at the heart of our way of doing business.

Our Code clarifies the boundaries of what is right and ethical. It is important

that you understand Our Code and your responsibility in adhering to it.

Our Values, Our Way, and Our Code provide a unifying bond across all

aspects of our operating company, providing a solid foundation for our future

success.

Please take time to read and understand Our Code and think about how it

relates to you and your work.

MANAGING DIRECTOR’S
MESSAGE TO EMPLOYEES

Paul Flynn
Managing Director
Billet Engineering Pty Ltd
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BILLET ENGINEERING FRAMEWORK
Billet Engineering is a values-driven company which operates within an

integrated framework of values, principles, and ethical obligations designed to

guide business performance and set clear expectations for internal culture

and business conduct.

This framework incorporates:

Our Purpose

Our Values

Our Goal

Our Way

Our Code

OUR PURPOSE
To build and renew infrastructure which is of benefit to others, enabling our

company to grow for the betterment of our employees and shareholders.

OUR VALUES
Integrity – A fair and honest approach in all our dealings

Accountability – Each of us “Getting it right and on time”

Courage – Willingness to “Have a go” and find better ways

Pride – In our people, equipment, and our work

Recognition – Of individual and team performance and supporting

personal growth

OUR GOAL
Committed to strength in Australian Engineering

OUR WAY
The signature employee behaviours that demonstrate our values, underpin our

success, and support our people, performance, and capability.

OUR CODE OF BUSINESS CONDUCT
The business principles we follow to demonstrate and ensure our integrity:

Individually and with fellow employees

With our community and governments

With our clients and suppliers

When using business resources

INTRODUCTION
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1.1 PURPOSE OF OUR CODE
Our Code guides business conduct for all Employees and those who work on

behalf of Billet Engineering. It builds on Our Values and Our Way to ensure we

uphold ethical business standards and meet or, where possible, exceed

applicable legal and other requirements.

We believe our value of Integrity is critical to our business success and our

reputation in the community.

Our Code has been set out to cover decision-making regarding personal

conduct and working with:

Fellow employees

Clients

Government

Communities

Business partners

Business suppliers

Our Code and Values underpin everything we do and must always be upheld.

We all have a responsibility to work with integrity and good judgment, as well

as within the law. All Employees will be fully supported in applying Our Code. 

Any form of retaliation against individuals doing so will not be tolerated.

1.2 RESPONSIBILITIES OF EMPLOYEES OF BILLET ENGINEERING
When working for Billet Engineering, you are expected to:

Uphold the values, Code, policies, and procedures relevant to your role

Understand and apply the Code

Raise queries or concerns early

Never ignore a problem or issue that should be addressed

Use the Business Conduct Quick Test if unsure:

Does it fit with our values?

Could it endanger someone?

Is it legal and in line with policy?

Does it align with your personal values?

Would it be okay if it was published in the paper?

1. WORKING WITH INTEGRITY – UNDERSTANDING AND USING OUR CODE
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What would your family say?

Does it feel right?

If in doubt, speak to your manager or the Director.

1.3 RESPONSIBILITIES OF THOSE WHO SUPERVISE OTHERS
Leaders and supervisors must:

Model the behaviours outlined in Our Code

Establish and enforce clear processes to prevent misconduct

Foster a culture of openness, respect, and accountability

Embed Our Code into performance management, onboarding, and daily

practice

Respond seriously and promptly to concerns

Report all breaches to the Ethics Compliance Committee

The Ethics Compliance Committee (ECC) consists of the Chairman, the

Managing Director, and at least one senior staff member. The ECC oversees

complex cases, breach handling, and trends in misconduct reporting.

1.4 RAISING A BUSINESS CONDUCT CONCERN
Billet Engineering encourages a transparent and respectful workplace. If you

experience or witness inappropriate behaviour, you have both the right and

the responsibility to speak up.

Concerns may include:

Workplace conflict or inappropriate conduct

Disrespectful or unethical behaviour

Policy breaches

Safety issues

Suspected misconduct

How to raise a concern:

1.Where possible, raise the concern directly with the person involved.

2. If not appropriate or unsuccessful, escalate to your supervisor or the

Director.

3.For serious or unresolved matters, submit a formal grievance.

Grievances will be managed promptly and confidentially, following the Billet

Engineering Employee Grievance Policy.
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We commit to:

Fair and respectful treatment for all parties

Resolution through informal or formal processes

No retaliation for raising a genuine concern

Malicious or deliberately false complaints are not tolerated and may result in

disciplinary action.

1.5 BREACHES OF OUR CODE
Breaches of Our Code are taken seriously. If an employee engages in conduct

inconsistent with our values, policies, or procedures, disciplinary action may be

taken in accordance with the Discipline and Ending Employment Policy.

Types of breaches include:

Misconduct (e.g. repeated lateness, disrespectful behaviour)

Serious misconduct (e.g. theft, fraud, harassment, safety violations)

Repeated policy breaches despite guidance or warnings

Retaliation against a person raising a concern

Failing to follow lawful instructions

What to expect:

You will be informed of the issue and given a chance to respond.

A support person can attend meetings.

We will apply a fair and consistent process.

Outcomes may include coaching, warnings, or termination, depending on

severity.

Managers must document key conversations and escalate concerns

appropriately. Where needed, the external HR Business Partner may be

engaged to ensure correct process is followed.

2. WORKING WITH INTEGRITY – INDIVIDUALLY AND WITH FELLOW EMPLOYEES
2.1 HEALTH, SAFETY AND THE ENVIRONMENT
We are committed to providing and maintaining a safe work environment for

Employees, subcontractors and others.

Our safety motto is “no harm in doing it right”, which encapsulates our

commitment to eliminating harm from our workplace. We are committed to

conducting our business activities in a way that minimises environmental risks

and adverse effects on the environment.
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We are committed to achieving best practice in HSE as reflected in the Safety

and Health Policy P-6-10 and our Environmental Policy P-8-01.

Across the group, our HSE practices are governed by mandatory policies and

procedures that apply to all Employees. Managers are accountable for their

implementation and for ensuring that supporting systems are in place. Within

the company, health and safety targets are set and performance against

these targets is closely monitored, measured and reported on a continual

basis .

Personal security

Protecting the security of our people and workplaces is critical. Employees

must understand and follow site and business security procedures and

promptly report any circumstances that appear to represent a threat to the

safety of themselves, other people or our assets. You must always follow the

HSE system that has been put in place for your worksite. There are some

common “Do’s and Don’ts”

DO
Comply with the requirements of our mandatory HSE procedures, and assist

those working with you to do the same

Ensure you identify, assess and take steps to control HSE hazards associated

with your work

Stop immediately any work that appears to be unsafe or may contribute to

a significant environmental or community incident

Use the personal protective equipment required for the task you are

undertaking

Handle and dispose of all materials properly, safely and lawfully

Make sure you know what to do if an emergency occurs at your workplace

and that visitors are familiar with emergency procedures

Report to your manager any HSE hazard or incident so that appropriate

action can be taken to prevent, correct or control those conditions. Never

assume that someone else will report a risk or concern and that you

therefore do not need to report it

Give due consideration to HSE Alerts

Only engage subcontractors and supplier that have been assessed on their

HSE risks, processes and performance.
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DON’T
Undertake work unless you are trained, competent, medically fit and

sufficiently rested and alert to do so

Undertake work when you may be impaired by alcohol or drugs (illegal,

legal or prescribed)

Use or tolerate threats, intimidation or other violence at work

Ignore a potential or actual environmental incident or assume that

someone else will report it

Undertake work that has the potential to impact on the environment unless

you are authorised, trained and competent to do so.

2.2 DRUG AND ALCOHOL USE
Billet Engineering is committed to ensuring a safe and healthy workplace for

all. The use of alcohol or drugs that impair an employee’s ability to work safely

is strictly prohibited.

Key expectations:

Employees must report fit for duty.

Random, cause-based, and post-incident testing may occur.

The acceptable blood alcohol content (BAC) at work is 0.00%.

Employees must disclose any prescription medication that could impair

safety.

Any positive test will be subject to our disciplinary process.

Consequences:

First breach: Stand down and a First & Final Written Warning

Second breach: Termination of employment

Refusal to test without legitimate cause: Treated as a breach

Employees must not operate vehicles or equipment after testing positive. Any

breach may result in serious disciplinary consequences including dismissal.

2.3 EQUALITY IN EMPLOYMENT – WORKING WITH ONE ANOTHER
Billet Engineering is committed to a workplace that is respectful, inclusive, and

legally compliant under the Sex Discrimination Act 1984, including the

Respect@Work positive duty reforms.
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We do not tolerate:

Bullying or harassment

Discrimination

Sexual harassment

Victimisation

Hostile behaviour in the workplace

Examples of unacceptable conduct:

Sexist or offensive jokes

Derogatory comments

Unwelcome touching

Exclusion or humiliation

Sharing explicit materials

All employees are expected to:

Treat others with respect and dignity

Report concerning behaviour early

Support colleagues who speak up

Cooperate with any investigation

We act on inappropriate behaviour whether or not a formal complaint is

lodged. Retaliation is grounds for disciplinary action.

2.4 PERSONAL INFORMATION AND PRIVACY
Billet Engineering is committed to protecting the privacy of individuals and

complying with applicable privacy laws.

You must:

Only access personal or sensitive information for legitimate work purposes

Never disclose personal information without authorisation

Ensure any personal data is stored securely on approved systems

Use company systems in line with the IT Acceptable Use Policy

All communications sent using company email or systems are considered

company records and may be monitored. Misuse of personal data or

confidential information may result in disciplinary action.
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3 WORKING WITH INTEGRITY – WITH OUR COMMUNITY AND GOVERNMENTS
3.1 ENGAGING WITH OUR COMMUNITIES
Our ability to build relationships and work collaboratively and transparently

with our host communities is critical to our long-term success.

Our aim is to be valued and respected by the communities in which we

operate.

We do this by engaging regularly, openly and honestly with people affected

by our operations, and by taking their views and concerns into account in our

decision-making.

All Employees must understand and comply with our Corporate Social

Responsibility Policy P-5-10. We understand that our business can potentially

impact local communities. We seek to positively impact the communities in

which we work. We value local community knowledge and perspectives and

will engage, and train, local labour and businesses where possible.

Sponsorship and charitable donations

We will support local community groups and charities through sponsorship

programs and donations provided they comply with the law and meet the

ethical standards of Billet Engineering.

In all cases, sponsorship programs and donations should be approved in

accordance with applicable requirements and according to documented,

approved and transparent assessment processes in accordance with the

Sponsorship and Donations Procedure MP-5-12.

If you are responsible for sponsorship programs and donations you should

ensure that appropriate due diligence is conducted before approving the

commitment of funds or services. Preference should generally be given to

incorporated organisations and recognised non-government organisations

that have a presence in the community concerned.

Through our business dealings uphold the human rights within the sphere of

influence of our employees, contractors, suppliers and the people in the

communities in which we operate

Seek to identify and consider the concerns and expectations of all

stakeholders and especially those most affected by our operations and

consult with them in decision making

Billet Engineering Code of Conduct : 2025
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Approve sponsorship programs and donations in accordance with the

procedure

Regularly monitor and evaluate the effectiveness of community

sponsorship programs and donations

Investigate concerns and complaints and report outcomes back to

relevant stakeholders.

DON’T

Offer a community sponsorship program or donation that is, or may be

implied to be, in exchange for, or contingent upon, awarding contracts or

to inappropriately influence individuals to make a decision in Billet

Engineering favour.

Intentionally favour individuals from one political, religious, or ethnic group

based on their membership of that group. The exception is where such

action supports an approved or legally required program of positive

discrimination (for example, to assist historically disadvantaged groups in

the community)

Contribute to any religious organisation for religious purposes. Projects

implemented by religious organisations that provide services to the general

community may be acceptable, provided they comply with all other

applicable Billet Engineering and legal requirements

3.2 WORKING WITH GOVERNMENTS
Billet Engineering respects the authority of governments wherever we conduct

business. We will maintain open and constructive relationships with

governments and their agencies, officials and personnel. Our ability to

conduct business is affected by government decision-making, and we seek to

have open and constructive relationships with governments. Employees and

others who provide information to governments on behalf of Billet Engineering

must ensure that all information is accurate and appropriate for the purpose.

Errors or omissions may damage Billet Engineering’s reputation and credibility

and could be illegal.
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DO

Be truthful, accurate, cooperative and courteous when dealing with

government or regulatory agency officials

Notify and seek advice from your business’s most senior manager

representative if you receive a non-routine request.

DON’T

Attempt to obstruct the lawful collection of information, data, or records

BE CAUTIOUS OF…

Accepting information about a competitive selection of a supplier or a

competitor’s offering or accepting gifts or hospitality or requests to

reimburse costs when dealing with clients or suppliers. This will protect the

reputation of Billet Engineering against allegations of improper behaviour!

4 WORKING WITH INTEGRITY – WITH OUR CLIENTS AND SUPPLIERS
4.1 BRIBERY AND CORRUPTION
Bribery and corruption in all forms will not be tolerated by Billet Engineering.

We are committed to acting honestly with all clients and suppliers. All

Employees must understand and comply with our Anti-Corruption Policy P-5-09

as well as the Gifts Procedure MP-5-10 and Hospitality Procedure MP-5-11.

We prohibit authorising, offering, giving or promising anything of value directly

or indirectly (via a business partner) to a government official, or client

representative, to influence their actions or decisions, or to anyone to induce

them to perform their work disloyally or otherwise improperly.

A breach of anti-corruption laws is a serious offence, which can result in fines

for Billet Engineering and Employees and the imprisonment of Employees. Even

the appearance of a breach of these laws can have a serious reputational

impact on Billet Engineering. A breach of our anti-corruption policy is also a

serious offence, which can result in disciplinary action up to and including

dismissal.

Since Billet Engineering cannot cause or authorise third parties to engage in

conduct when acting on our behalf that we cannot engage in directly, no

such person or entity (called 'business partners' in this Code) may be hired or

otherwise partnered with if there is any material risk that they or it will violate

applicable anti-corruption laws or the prohibitions in our policies.
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DO

Obtain prior authorisation before offering, promising or giving anything of

value

Conduct due diligence in selecting and engaging business partners as

required by our Anti-Corruption policy

Communicate our anti-corruption requirements to business partners and

ensure that business partner activities are appropriately monitored.

Ensure that all expenditures are accurately recorded in reasonable detail

in our books and records

Immediately report any corruption concerns so that appropriate action

can be taken.

DON’T

Authorise, undertake or participate in schemes to give any improper

benefit, kickback or secret commission to anyone

Offer, promise or give a cash or cash equivalent payment of any kind to a

government official or client representative unless prior authorisation is

received

Establish a ‘slush’ fund

Use a business partner to do something that Billet Engineering is prohibited

from doing itself

Give anything of value to a business partner when there is a material risk

that the business partner, in turn, will engage in prohibited conduct on our

behalf

Personally pay for a gift, hospitality or other thing of value in order to avoid

complying with our requirements.

BE CAUTIOUS OF...

Compensation to a business partner that is disproportionate to the services

provided

Any request to make a payment that appears suspicious or to a name not

related to the transaction, including, but not limited to, a charity or

foundation

Background information about existing or potential business partners that

suggests they may be undertaking activities that could be considered

improper.
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4.2 CONFLICT OF INTEREST
Billet Engineering respects the privacy of its Employees. However, you must

ensure your personal activities and interests do not conflict with your

responsibility to Billet Engineering or compromise, or appear to compromise,

the quality of your work performance, your commitment to your work and your

ability to make impartial business decisions.

All Employees must understand and comply with our Anti-Corruption Policy P-5-

09. 

A conflict of interest arises when an employee is in a decision-making position

and participates in an activity or acquires another interest or loyalty that

jeopardises, or could jeopardise, his or her judgment, objectivity or

independence.

Conflicts of interest can arise in many ways, but common examples involve:

Holding outside jobs and affiliations

Jobs and affiliations of close relatives

Investments

Offering or accepting gifts and hospitality

Pursuing Billet Engineering business opportunities for personal gain.

Business dealings and personal relationships that cause or may cause conflicts

of interest or create the appearance of a conflict or potential conflict with an

individual’s obligations to Billet Engineering must be avoided.

You must excuse yourself from any decision-making process where you have

an interest that influences, or may be perceived as influencing, your ability to

make an objective decision and to fulfil your responsibilities to Billet

Engineering.

You must promptly advise your supervisor or manager in writing of any outside

activities, financial interests or relationships that may involve you either in an

actual conflict of interest or the appearance of one.

Your supervisor or manager will ensure that the matter is properly reviewed.

This will include considering whether it is appropriate for you to resume any

discussions or activities that involve the conflict.
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DO

Conduct all business relationships in a professional, impartial and

competitive manner

Avoid business dealings and personal relationships that cause or may

cause conflicts of interest (actual or potential)or create the appearance of

a conflict with your obligations to Billet Engineering

Advise your supervisor or manager in writing of any outside activities,

financial interests or relationships that may either involve you in a conflict

of interest or the appearance of one

Obtain appropriate approval before accepting an officer or director

position with another company or organisation

Exercise good judgement when deciding to offer or accept gifts and

hospitality

Excuse yourself from any decision-making process where you have an

interest that influences, or is perceived as influencing, your ability to make

an objective decision and to fulfil your responsibilities to Billet Engineering.

DON’T

Hold positions in organisations that have business dealings with Billet

Engineering (including competitors, customers or suppliers, or your own or

family business) if you are in a position to influence transactions or if the

relationship itself creates an actual, potential or perceived conflict of

interest

Hire, promote or directly supervise a close relative, unless this has been

specifically authorised

Request a personal gift or hospitality of a supplier, customer or partner. This

includes both direct requests and giving the impression that the offering of

a gift or hospitality would be appropriate or desirable

Misuse Billet Engineering resources or your position or influence at Billet

Engineering to promote or assist an external activity

Personally pursue or undertake any opportunities that Billet Engineering

could have an interest in and that are identified through your position or

use of Billet Engineering’s information or property.
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4.3 GIFTS AND HOSPITALITY
Offering or accepting gifts and hospitality is a legitimate contribution to

building good business relationships. It is important, however, that gifts and

hospitality never unduly influence business decision-making or cause others to

perceive an undue influence. 

All Employees must understand and comply with our Anti-Corruption Policy P-

509 as well as the Gifts Procedure MP-5-10 and Hospitality Procedure MP-5-11.

Billet Engineering Employees must exercise the utmost care when offering or

accepting gifts and hospitality in order to protect their own and our reputation

against allegations of improper behaviour and to ensure that bribery laws are

not breached.

Offering or accepting gifts and hospitality must always be done in

accordance with the law and local business practice –for example, where the

exchange of gifts is customary and the gifts are appropriate for the occasion –

and be disclosed to your supervisor or manager.

In principle, gifts and hospitality should only be offered or accepted if they are

occasional and of modest value. Refer to the Anti-Corruption Policy for

guidance on determining what is “occasional and modest value”.

As a guide, the higher the monetary value of the gift or hospitality, the greater

the level of transparency that is required. All gifts and hospitality must be

disclosed to your supervisor or manager.

Tips (or gratuities) should be paid according to local customs and practices,

and not be excessive or more than local standards.

Gifts or hospitality of any kind must not be solicited from a supplier, customer

or other party with whom the Billet Engineering conducts business.

As a general rule, offers to Employees of sponsored travel are to be rejected. If

there is a valid business purpose to attend an event or function, then Billet

Engineering will pay for any travel and/or accommodation costs. Where

practical alternative means of travel or attendance at Billet Engineering’s

expense are not available, you should refer the matter to a senior executive

for consideration. Sponsored travel is not made acceptable by being

undertaken during a period of leave.

Billet Engineering Code of Conduct : 2025

17



In some limited circumstances, as part of an approved Billet Engineering -

hosted event or sponsorship program, the cost of travel and accommodation

associated with hosting our business partners may be met by Billet Engineering

where there is a clear business case to do so.

It is prohibited to offer or accept:

Loans, cash or personal cheques

Product or service discounts that are not available to all Employees, unless

arranged by an approved social club

Gifts, favours or any form of hospitality or entertainment in return for, or in

exchange for, business services or information. (Such action may create an

actual or perceived conflict of interest or may give the impression of anti-

competitive behaviour.)

Gifts or hospitality of an inappropriate nature (for example, sexually

oriented) or at inappropriate venues

Gifts and hospitality not designed to further a valid business purpose or

relationship.

DO

Ensure gifts and hospitality are modest. Ask what the recipient’s employer’s

policy is, and take that into consideration in offering gifts or hospitality.

Clearly articulate Billet Engineering’s practices on the offering and

accepting of gifts and hospitality at the beginning of new business

relationships, especially where cultural norms may be different to those

outlined in Our Code.

Assess the potential for a conflict of interest when offering or accepting

gifts or hospitality.

Be prepared to decline politely any offer not in line with our practices

Regard gifts or hospitality received through an intermediary as the same as

those given directly.

DON’T

Accept or offer prohibited gifts and hospitality in any form

Request a gift or hospitality of any kind from a supplier, customer, partner

or other party with whom Billet Engineering does business.

Personally pay for a gift or hospitality in order to avoid complying with our

standards.
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BE CAUTIOUS OF...

Exchanging gifts or entertainment with representatives of our competitors,

as such action may create an actual or perceived conflict of interest or

may give the impression of anti-competitive behaviour.

4.4 BUSINESS TRAVEL
We seek to provide those travelling for business purposes with a reasonable

level of service and comfort that is cost-effective and convenient, and that

protects the health and safety of the traveller.

Billet Engineering will cover the cost of moderate expenses incurred provided

that valid invoices or records are supplied.

When travelling, individuals have prime responsibility for their own health,

safety, and security.

All travel should be economy/coach class unless specific approval for business

class travel has been given by your business MD.

Billet Engineering does not normally provide Employees with daily travel

allowances.

Queries relating to relocation travel should be referred to your local Human

Resources representative.

DO

Have your travel approved by your supervisor or manager prior to

commencing travel

Use the contracted travel provider for all business travel bookings

DON’T

Accept offers of sponsored travel.

In principle, such offers should be rejected; if there is a valid business

purpose to attending an event ,Billet Engineering will pay any travel, and or

accommodation cost.

Where such alternatives are not available, you should refer the matter to

the MD for approval.
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Travel if you have passed the 26-week stage of pregnancy, unless you have

first obtained written approval from your own doctor.

Authorise your own expenses or the expenses of an employee more senior

than you unless you are given a specific delegation of financial authority.

4.5 COMPETITION AND ANTITRUST
You must comply with antitrust (or competition) laws that are designed to

prohibit a range of practices that restrain trade or restrict free and fair

competition, such as price fixing and acts designed to achieve or maintain

the power of a monopoly or cartel.

Conduct in breach of these laws is strictly prohibited.

All Employees must understand and comply with the Australian Competition &

Consumer Act 2010 (ACCA) which is enforced by the Australian Competition

and Consumer Commission.

Breaches of competition laws carry potentially serious consequences for Billet

Engineering and for Employees or other individuals who may be involved. 

Penalties range from imprisonment in some countries to substantial fines.

The information in this Code is intended only to alert Employees of the need to

comply with the requirements set out in the ACCA and to briefly summarise

some key aspects of those standards.

In all cases where further input, guidance or advice is necessary, refer to the

MD.

DO

Consider the antitrust ramifications when interacting with a competitor

Maintain our independence of judgement in pricing, marketing and

tendering. Avoid any action which could imply any coordination with

competitors

Consult with your MD: Before entering any agreement with a competitor

Immediately, and before taking any action, if you have any doubts or

questions about antitrust issues.
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DON’T

Act in breach of antitrust (or competition) laws.

Agree or reach an understanding with any competitor relating to:

Tender Prices and the terms or conditions of sale

Work in Hand

Customers to whom any services will or will not be sold

Communicate in any way with any competitor the following, unless it is

already publicly available:

Negotiations with customers or suppliers or general negotiation

strategies

Terms of trade, including but not limited to, prices

Work in Hand or Marketing activities.

Previous, current or future business activity levels or market conditions.

4.6 MAINTAINING SUPPLIER RELATIONSHIPS
Supplier relationships can make a significant contribution to the success of

Billet Engineering. We aim to have effective, streamlined processes with

suppliers, and encourage suppliers to adopt standards and procedures similar

to ours.

All Employees must understand and comply with our Supplier Management

Policy P-6-36, and the Supplier Management Procedure MP-7-60.

Through their actions, suppliers can directly impact the financial performance

and profitability of Billet Engineering, as well as adding to, or detracting from,

its reputation. Wherever possible, we seek to establish a Collaborative

relationship where suppliers can be viewed as partners.

We take great care in operating a fair and equitable procurement process.

Our selection process aims to clearly inform potential suppliers of our

expectations, policies, procedures and requirements of them.

In general terms, we seek suppliers who share our commitment to:

Lawful business practices conducted according to a high standard of

business conduct

Management practices that respect the rights of all Employees and the

local community

Minimising the impact on the environment.

Providing a safe and healthy workplace.
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If there is any doubt or concern in relation to the supplier or potential supplier’s

integrity or ability to perform the contract, you should ensure that these issues

are resolved. This may require that you raise these issues with your supervisor or

manager.

All procurement decisions should be based on the best value received, taking

In to account the merits of price, quality, performance and suitability.

DO

Seek to obtain a competitive bid prior to entering into a contract or

commitment with a supplier

Conduct an appropriate risk assessment and commercial review, including

an assessment of the potential supplier’s HSE performance, reputation,

conduct, probity, qualifications and experience, creditworthiness and

ability to meet applicable Billet Engineering standards.

Obtain all appropriate internal approvals, including formal approval as an

Approved Supplier.

Ensure that a formal agreement is in place that clearly states the services

or products to be provided, the basis for earning payment, the applicable

rate or fee and other requirements in accordance with the Supplier

Management procedure.

Conduct regular reviews of supplier relationships to ensure performance.

Verify that invoices clearly and fairly represent goods and services

provided.

Make payments only to the person or organisation that actually provides

the goods or services. Payment must be made in the supplier’s home

country, where it does business or where the goods were sold or services

provided, unless approval is obtained otherwise from your MD.

Help our suppliers understand Billet Engineering compliance and business

conduct requirements.

Be alert to and report to your supervisor or manager any activity by a

supplier that is inconsistent with our business conduct requirements.

DON’T

Use suppliers who supply unsafe or environmentally irresponsible products

or services, break laws or regulations.

Give one supplier’s confidential business information (for example,

proposed rates, winning bid information and the like) to another supplier.

Agree to a contract or commitment that includes a reciprocal agreement

or exchange of favours.
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5. WORKING WITH INTEGRITY – WHEN USING BUSINESS RESOURCES
5.1 PROTECTING BILLET ENGINEERING ASSETS
All Employees are responsible for safeguarding and appropriately using Billet

Engineering assets under their control.

Billet Engineering’s assets must not be used for personal benefit.

Assets include:

Property and equipment such as tools, vehicles, mobile phones, and

computers

Proprietary information and confidential data

Time, business funds, and corporate opportunities

General expectations:

Comply with the Information Technology Usage Policy (P-6-14) and Asset

Management Policy (P-6-34)

Keep assets secure, clean, and in working order

Report any misuse, damage, theft, or unauthorised access

Do not loan, donate, or dispose of company property without approval

unless it is of nominal value and no longer usable

Prevent unauthorised access to facilities, equipment, and systems

Do not use company resources to undertake personal business or activity

beyond a modest level

Financial accountability:

Billet Engineering funds must be used sensibly and effectively

All transactions and working hours must be recorded truthfully and

accurately

Tasks involving the handling of company resources must follow clear

approval processes and, where possible, separate duties for initiating,

approving, and reviewing transactions

Workplace conduct:

Employees are expected to be fully engaged during work hours

You must not undertake personal tasks that interfere with your role

Do not use company assets for competing interests or personal gain

Respect the assets of others, including clients and partners—whether

physical or intangible
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Fleet vehicles:

Must only be used for authorised business purposes

Must be driven by authorised, licensed personnel

No smoking or driving under the influence of alcohol, drugs, or impairing

medication

Vehicles must be parked securely and returned clean and roadworthy

Personal items are stored in vehicles at your own risk

IT equipment:

Only authorised software and systems may be used

Devices must be protected and stored securely when unattended

Email and network use is monitored; personal use is limited and subject to

management approval

Confidential or sensitive information must not be transmitted externally

without authorisation

DO:

Take care to prevent waste, loss, damage, misuse, theft, or

misappropriation of Billet Engineering assets

Record time worked, financial transactions, and other data accurately

Comply with all applicable policies and laws regarding the use, access,

and transfer of company resources

DON’T:

Use company assets for personal financial gain

Circumvent approval processes or falsify records

Allow unapproved individuals to access company vehicles, devices, or

facilities

Use your position to inappropriately influence, authorise, or benefit from

company decisions

5.2 ACCURACY OF RECORDS AND REPORTS
All data created and maintained by Billet Engineering Employees must

accurately reflect the underlying transactions and events. Creating false or

misleading records is a serious breach of Our Code and may also be unlawful.

Applies to all forms of records:

Financial transactions and payroll

Safety logs and incident reports

Work hours, leave requests, and rosters
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Work hours, leave requests, and rosters

Client or supplier documentation

Emails, contracts, and approvals

Any physical or digital data

You must:

Record transactions completely, honestly, and without alteration

Protect company records from unauthorised access or destruction

Retain documents according to legal requirements and internal policies

Ensure no unauthorised accounts or records are created or maintained

Cooperate fully with internal and external audits

Integrity in reporting:

Do not misstate performance or results

Avoid rounding, omissions, or misclassification to ‘simplify’ reporting

Never backdate or manipulate documents

If you discover an error, report it and correct it immediately

Disciplinary consequences apply for:

Falsifying or tampering with records

Approving or submitting false information

Misrepresenting financial, safety, or compliance matters

Refusing to cooperate with audits or investigations

DO:

Keep accurate, complete, and true records in line with accounting

standards and Billet Engineering procedures

Protect all documentation from loss, damage, or unauthorised access

Submit and approve expense claims and time records with honesty and

care

Report concerns immediately if you suspect a record has been altered or

misused

DON’T:

Create or approve records you know to be false or misleading

Circumvent review or approval processes

Dispose of business documents unless permitted under retention rules

Influence others to falsify, misreport, or conceal company information
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5.4 COMMUNICATING EXTERNALLY
External communications must be carefully managed to protect Billet

Engineering’s reputation, comply with confidentiality requirements, and

ensure only authorised and accurate information is released.

Only authorised employees may:

Speak on behalf of Billet Engineering to the media, government, or public

Publish or present materials to external audiences

Respond to formal information or data requests

If you are preparing external communications:

Obtain prior approval from your supervisor or the Director

Ensure all content is accurate, appropriate, and professional

Label confidential or sensitive information clearly

Avoid speculation, personal opinion, or unverified data

Lost or stolen information:

Immediately report the loss or theft of devices, documents, or other materials

containing company information to your supervisor or the Director.

Social media and online content:

Employees must comply with the Social Media Policy and IT Acceptable Use

Policy. You must not:

Comment publicly on behalf of Billet Engineering without authorisation

Post confidential, defamatory, or damaging material about the company

or others

Use company email or branding for personal communication in public

forums

DO:

Obtain approval before releasing any external communication or

publication

Treat external communication (verbal or written) as official company

business

Report any breach or loss of information immediately

Be cautious and respectful when engaging on professional or industry

forums
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DON’T:

Disclose confidential or proprietary information to the public or media

Make unauthorised comments about company operations or clients

Post, publish, or share anything on social media that could damage the

company’s reputation or breach confidentiality

Assume a message or comment is private—always consider how it could

be interpreted if made public

5.5 INTELLECTUAL PROPERTY
Intellectual Property (IP) includes creations of the mind—such as inventions,

methods, designs, trademarks, technical data, know-how, and trade secrets—

that have commercial value.

All IP developed during your employment belongs to Billet Engineering.

Examples of company IP include:

Engineering methods and systems

Maintenance strategies or procedures

Internal reports, tools, and resources

Client information and confidential insights

Drawings, data, templates, software, or applications developed on the job

Your responsibilities:

Safeguard company IP at all times, including after your employment ends

Never disclose confidential information unless authorised and protected by

a written agreement

Do not use or replicate another organisation’s IP without formal permission

Ensure third parties do not gain access to company IP without appropriate

contracts or security controls

Inform your manager if you believe IP has been breached, stolen, or

misused

Shared work or development:

If you’ve worked on a project that creates new IP, you must inform Billet

Engineering. All rights to that IP remain the property of the company, even if

created outside working hours but related to your job.

DO:

Treat confidential work, processes, and innovations as protected

intellectual property

Use and share IP only within authorised roles and systems
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Inform the company of any work you develop as part of your role

DON’T:

Copy, share, or repurpose company methods, templates, or systems for

personal or outside use

Upload or use software, media, or tools unless appropriately licensed

Use third-party IP without permission

Share confidential project details with friends, competitors, or suppliers

without authorisation
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PLEASE SIGN AND RETURN THIS PAGE TO HUMAN RESOURCES

I have received a copy of Billet Engineering Code of Business Conduct (Our Code)

I have read and understood the content fully.

I undertake to retain this document and refer to it to reinforce my understanding of
what is required of me.

I will seek clarification from my Supervisor on any issue I do not understand.

Name

Signature

Date
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