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Introduction 
 
IOOF Holdings Limited (IOOF), and all of its related entities is committed to ensuring that its 
employees observe strict ethical standards and exhibit complete integrity in all their dealings.  
 
The business environment in which the Group operates is highly regulated and each of our actions 
and business decisions are subject to internal and external scrutiny. 
 
The Code of Conduct (Code) represents an essential point of reference and sets out the principles 
and standards of behaviour, each of which are referenced to the Group’s Corporate Policies and 
apply to all directors, employees, contractors, agents and consultants who work for the Group. 
 
The Code may also assist employees safeguard their own standards of conduct and personal 
integrity.  IOOF recognises that its business is becoming increasingly complex and that this 
continually presents new and unforeseen challenges for its staff.  While this Code cannot address 
every area or situation to which it might apply, it does attempt to state some basic principles and 
set high standards of conduct.  However, personal integrity is a quality that cannot be created or 
preserved by a written code alone.  Ultimately, the ethical conduct of IOOF depends on the 
propriety and behaviour of its individual employees. 
 
The Code does not set out to duplicate legislative obligations or operational procedures, but rather 
is to be observed in conjunction with those obligations and the detailed procedures relating to 
specific areas of IOOF’s operation. 
 

 
Compliance with IOOF’s Code of Conduct 
 
Compliance with the Code of Conduct is mandatory and applies to all officers and employees of 
the IOOF Group, including contractors and temporary staff. 
 

Rationale 
 
The IOOF Code of Conduct has been developed to ensure a high level of quality service and 
quality to our clients in an environment which rigorously supports sustainable ethical behaviour. 
Following the standards will also reduce the likelihood of errors and omissions. 
 

Guidelines 
 
All employees will receive a copy of the Code of Conduct as part of their induction process.  Every 
employee is under an obligation of reading, understanding and observing the Code of Conduct 
upon commencement. In addition, all employees will be required to read and acknowledge the 
Code of Conduct annually. This will be distributed electronically. 
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IOOF Code of Ethics 
 
IOOF employees are expected to conduct their activities with the highest degree of integrity and 
fair dealing and with the best interest of the Company in mind.  It is important to maintain the 
Group’s reputation. 
 

IOOF Values 

 
The IOOF Values underpin the Code of Conduct and employee actions and behaviour should be 
aligned to these Values.  

 

·  Integrity - Because we do as we say and adhere to our moral and ethical beliefs. True to 
label, living by the values, honesty and transparency, doing the right thing.  

·  Commitment - Because we are focused on delivery. Dedication, accountability, 
consistency, reliability, ownership, “head and heart”  

·  Excellence - Because we aspire to be the best in chosen markets. Raising the bar, 
performance benchmarking, measurement, quality, knowledge, capability.  

·  Innovation - Because we continuously seek better ways. Creativity, finding better ways, 
continuous improvement.  

·  Empathy - Because we care. Putting ourselves in others’ shoes, consideration, 
understanding, listening.  

·  Recognition - Because we value achievement. Acknowledging, rewarding, communicating, 
encouraging, constructive feedback.  

·  Efficiency - Because we want to be easy to deal with. Clear processes, easy to deal with, 
differentiated by simplicity, responsive.   

 

Conduct of Business 
 

Professional Standards 
IOOF will ensure that it acts at all times with due skill, care and diligence, maintaining appropriate 
standards of competence in the conduct of its business.  Its objectives are to ensure that all senior 
managers have: 
 
�  the skills necessary for each task in the operation of the business, including: 

a) appropriate education by formal qualifications and/or relevant work experience; and 
b) commitment to updating professional knowledge to keep abreast of industry 

developments and trends; 
�  adequate and properly documented plans, controls and maintenance mechanisms which are 

implemented at all levels of management to ensure the business: 
a) operates efficiently; 
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b) complies with regulatory requirements and this Code of Conduct; 
 

 
 
c) has an adequate and properly documented disaster recovery plan which can be 

immediately implemented to ensure the continuation of operations, providing adequate 
facilities for the ongoing management of client assets, suitable risk control systems to 
ensure compliance with mandate instructions and regulatory controls, the allocation of 
individual responsibilities and regular testing for effectiveness; and  
 

�  Regard to relevant industry standards. 
 

Promotion and Representation 
IOOF will ensure that advertisements for its products comply with regulatory requirements and 
meet professional and ethical standards. All advertisements must be approved in accordance with 
the Due Diligence Policy. 
 
Claims made in advertisements should be demonstrably fair and reasonable and no 
advertisements must be misleading and/or deceptive. 
 
Financial Resources 
Adequate financial resources shall be maintained to meet the capital and the liquidity requirements 
of IOOF’s business.  
 
IOOF will at all times hold adequate insurance covering such matters as theft and fraud (including 
computer fraud), and maintain sufficient financial resources or professional indemnity insurance 
and other appropriate business protection policies to meet any claims. 
 

Client Relations 
 

Business Representations 
Business representations made by IOOF to its clients and potential clients should have both clarity 
in their purpose and subject and must avoid misleading or deceptive statements. Fees must be 
fully disclosed. 
 
Record Keeping 
Arrangements for record keeping should ensure that proper records are kept to describe 
accurately, completely and fairly the transactions undertaken on each client's behalf. Such records 
must be retained in accordance with the IOOF Group Document Retention Policy.  
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Compliance 
 
IOOF employees are expected to adhere to all internal rules developed to regulate and manage 
IOOF's business operations. 

 

IOOF employees are required to comply with all legal and regulatory requirements applicable to 
IOOF's operations.  IOOF employees are required to discharge their obligations as required under 
the IOOF Group Compliance Policy and all corporate policies, which are available on IOOF’s 
intranet site. 

 

Relevant Legislation 
 
IOOF will ensure strict observance of all financial services laws and regulations relevant to the 
conduct of its business including, but not limited to: 
 
�  Australian Securities & Investment Commission Act 2001; 
�  Corporations Act 2001; 
�  ASX Operating Rules 
�  ASIC Market Integrity Rules 
�  Administration and Probate Act 1919 (SA) (and any equivalent legislation throughout Australia) 
�  Power of Attorney and Agency Act 1984 (SA) (and any equivalent legislation throughout 

Australia) 
�  Anti-Money Laundering and Counter-Terrorism Financing Act 2006; 
�  Financial Transaction Reports Act 1988; 
�  Workplace Relations Act 1996; 
�  Fair Work Act 2009; 
�  Anti-Discrimination Act 1977 (NSW); 
�  Anti-Discrimination Act 1991 (QLD)  
�  Equal Opportunity Act 1984 (SA)  
�  Anti-Discrimination Act 1998 (TAS)  
�  Equal Opportunity Act 1995 (VIC)  
�  Equal Opportunity Act 1984 (WA)  
�   Occupational Health and Safety Act 1984 (WA); 
�  Occupational Health and Safety Act 2000 (NSW); 
�  Workplace Health and Safety Act 1995 (QLD); 
�  Workplace Health and Safety Act 1995 (TAS); 
�  Occupational Health Safety and Welfare Act (SA); 
�  Occupational Safety and Health Act 1984 (VIC); 
�  Occupational Health and Safety Act 2000 (WA) 
�  Tax, stamp duty and revenue legislation; 
�  Superannuation Industry (Supervision) Act (1993) and associated legislation; 
�  ASX Listing Rules; 
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�  Trade Practices Act (1974) and fair trading legislation;  
�  Trustee legislation in all states and territories; 
�  Relevant Policy Statements and Rulings of regulatory authorities; 
�  National Consumer Credit Protection Act 2009; 
�  Privacy Act 1988. 
 
IOOF must not participate in or assist any violation of these laws, rules or regulations. 
 
IOOF will deal with regulators in an open and co-operative manner and keep them informed of 
relevant matters concerning the business. 

 

Compliance Issues and Monitoring 
 
IOOF has systems and processes in place that enable it to monitor compliance with the terms of 
financial services laws, and discharge all relevant responsibilities, including: 
 
�  the establishment, documentation and implementation of proper procedures; 
�  maintenance and retention of full and complete business records; 
�  internal procedures to monitor adherence to legal requirements; and 
�  SWORD positive assurance 
�  The establishment of adequate internal guidelines and systems, including provision for 

compliance personnel to report to senior management, or the Board or its related committees, 
independent of business lines. 

 
Securities Trading 
 
IOOF has established a Securities Trading Policy to ensure unpublished price sensitive information 
is not used in an unlawful manner. 

 

IOOF employees must observe the following: 
 
�  Place the interests of clients first at all times; 
�  Avoid, and be seen to avoid, an actual or potential conflict of interest between personal 

interests and their duty to clients; 
�  Not act on inside, privileged, confidential or price sensitive information. 
 
In addition, IOOF employees must ensure that: 
 
�  Personal trading is not on a scale that detracts from performance of normal duties and 

responsibilities; and 
�  They do not take advantage of their position as employees of IOOF. 
 
Insider Trading 
 
IOOF employees must not enter into transactions if there is any legitimate concern that the 
transaction may involve a breach of insider trading laws. 
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In particular, relevant employees should familiarise themselves with the IOOF Chinese Walls and 
the IOOF Securities Trading Policy that apply to the purchase and sale of IOOF shares. 
 
Any breaches of insider trading laws shall be reported to the relevant authorities and appropriate 
action including possible dismissal, will be taken. 
 

Chinese Walls/Information Barriers 
 
Chinese Walls (or “information barriers”) are arrangements which prevent the internal 
dissemination of confidential or sensitive inside information between particular divisions of a 
company or between subsidiaries in the IOOF Group. Generally, those on one side of the “Chinese 
Wall” should not have knowledge of confidential transactions taking place on the other side of the 
Chinese Wall. This should minimize potential of conflicts of interest which may take place. Where a 
member of staff comes into possession of sensitive information they must advise the Head of Risk 
(rob.urwin@ioof.com.au). 
 

Confidentiality 
 
IOOF employees are expected to apply a principle of confidentiality to all of IOOF activities.   All 
employees will be required to sign a confidentiality undertaking when they become employed with 
IOOF.  A breach of that undertaking will be regarded as se rious by IOOF and may result in 
disciplinary action from a warning to dismissal dep ending on the extent of the breach.  
 
Employees must treat the business operations of IOOF, its clients and fellow employees with 
respect for the privacy of the individual and business confidentiality. 
 
All information, or knowledge acquired in the course of employment concerning the affairs, 
business or property of IOOF, its clients, suppliers or distributors, may not be disclosed to any 
person, except in the course of normal duties while employed by IOOF or as may be required by 
law. 
 
Confidential information includes any proprietary or market sensitive information of IOOF, its 
associates and past, present and potential clients of IOOF, or personal information relating to any 
employee or contractor, which is not readily available or has not been disclosed to investment 
markets or the general public. It includes information which would be likely to affect the market 
value of a listed company’s securities if it was known to the general public, or which a prudent 
person would consider important when deciding whether to trade in those securities. 
 
Confidential information about IOOF includes its investment policies, strategy and process, its 
internal policies, fee arrangements, financial standing, trade secrets and remuneration policy. 
 

Rationale 
 
The nature of IOOF’s business means that employees may become aware of confidential 
information in the normal course of their duties.  IOOF’s professional reputation and its 
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relationships with its clients require that all employees respect and maintain the confidentiality of 
such information. 

 
Guidelines 
 
Every IOOF employee with access to confidential information should act with professional 
discretion at all times and conceal confidential information except in the normal course of carrying 
on his or her responsibilities. Personal information may be disclosed, if disclosure is required by 
law, or the information concerns illegal activity on the part of the client, or the information is already 
in the public domain.  Provided consent has been obtained it may also be disclosed to officers and 
advisers of IOOF who need to know that information to perform a particular service function. 
 
Information should be used only for the purpose(s) for which it is provided. Other uses (for 
example, insider trading) could result in severe penalties, legal sanctions, damage to IOOF’s 
reputation and embarrassment.  Employees must not use, or assist others in using, confidential 
information for personal gain. 
 
Client information must be kept confidential even after the client relationship has ended. IOOF 
clients must not be identified as such to outside parties (for example, in proposals) without their 
prior approval. 
 
If a court or other official government agency subpoenas or otherwise asks for the release of client 
information, employees should contact the Legal & Compliance department immediately. Legal 
Counsel will then manage the disclosure process, including deciding whether to comply with the 
request or subpoena and what information must or should be released.  
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Conflict of Interest (Personal Gain) 
 
IOOF is committed to good corporate governance. Directors, officers and employees are required 
to protect the integrity of the IOOF Group and act in the best interest of our stakeholders (generally 
shareholders, members, clients and employees). 

 

Rationale 
 

Clients expect employees to be objective and act in the client’s best interests. IOOF’s reputation 
and business success depends on strictly adhering to this principle. Therefore, employees must 
avoid any situation which might cause a client to be concerned that IOOF’s advice or actions are 
influenced by the employee’s personal interests, or the interests of family members or close 
friends. 
 
The client and IOOF, rather than the employee, are usually in the best position to judge whether a 
situation presents a conflict as they are ultimately the affected parties. 
 

Guidelines 
 

Employees must avoid situations involving any direct or indirect conflict, or perceived conflict, 
between their personal interests and those of IOOF or its clients. 
 
No employee may use his or her position within IOOF for personal gain, or for the gain of family 
members or close friends. This applies both to transactions involving IOOF and to those involving 
any IOOF client. 
 
Any relationship that could give rise to even the a ppearance of a conflict of interest must be 
immediately and fully disclosed to your manager and  the client.  
 
Any business done between IOOF or a client and an entity in which an employee has a direct or 
indirect interest must be conducted on an arm’s length basis (i.e. on normal and customary terms). 
 
Employees may not accept entertainment, gifts or personal favours from suppliers or service 
providers that may imply a conflict of interest. Gifts or personal favours should be customary in 
type and nominal in value. Entertainment should be of a type that the employee is in a position to 
reciprocate, either personally or as a legitimate business expense.  As a general rule, 
entertainment, gifts or personal favours which exceed $100 in value must be reported to your 
Manager before they may be accepted and reported to the Head of Compliance. 
 
Employees serving as directors or officers of an entity that is involved in a transaction with an 
IOOF company must immediately make a full disclosure to all interested parties and excuse 
themselves from all decision-making. 
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Employees must avoid any outside position, paid or unpaid, which exploits or appears to exploit 
the employee’s relationship with IOOF, or which could be detrimental to IOOF, or which may affect 
the employee’s capability to discharge his/her obligations to IOOF fully and responsibly. 
 
The Head of Compliance will maintain a register containing details of all relationships and gifts that 
could give rise to a conflict of interest which are disclosed by IOOF employees. 
 
When in any doubt about a possible conflict of interest, the employee must seek guidance from the 
Legal & Compliance department. 
 
The removal of an employee from any involvement with a particular client account due to a 
potential conflict will in no manner be viewed adversely from the perspective of the employee’s 
personal evaluation or compensation. 



13 

 

 13 

Fraudulent Behaviour 
 
IOOF is committed to preventing fraud.  All employees must share in this commitment.  
Employees, especially supervisors and managers, must be aware of the circumstances, or “red 
flags”, which could possibly lead to fraud. 
 
IOOF employees must not use, or convert to their own benefit, the funds, information or property of 
IOOF, the funds, information, or property of its clients, or assist others in such activities. 
 

Guidelines 
 

IOOF employees have a responsibility to report any instance of suspected fraud.  Reports to the 
Head of Risk should be made as soon as possible to limit the potential financial and brand 
implications for IOOF stakeholders. 
 
The following internal controls help prevent fraud: 
 

a) Implementation of and adherence to all organizational procedures, especially those 
concerning document and authorization of transactions; 

b) Physical security over assets such as locking doors and restricting access to certain areas, 
and access controls to software and electronic information; 

c) Proper training of employees with a recognition and emphasis on risk areas; 
d) Independent review and monitoring of tasks; 
e) Separation of duties so that no one employee is responsible for a transaction from start to 

finish; 
f) Clear reporting lines; 
g) Conflict of interest statements which are enforced; 
h) Rotation of duties in positions more susceptible to fraud; 
i) Ensuring that employees take at least two weeks consecutive leave per year; 
j) Regular internal audits. 

 
Fraudulent activity or theft by IOOF employees will be treated as a serious misconduct, which may 
lead to dismissal. 
 
NB an employee under investigation for potential fraud may be requested to commence paid leave 
whilst the matter is investigated.
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Adherence to Professional Codes 
 
Compliance with the codes of conduct promulgated by nationally and globally recognised 
professional organisations is mandatory for IOOF employees working in those professions 
(whether or not they are members of those organisations). 
 
Employees are required to inform IOOF if they are obliged to comply with a professional code of 
conduct and to deliver a copy of that code to IOOF on request. 
 

Rationale 
 

The IOOF Code of Conduct has been developed to ensure a high level of service quality to clients.  
 
The IOOF Code may be silent where professional organisations have set high standards. Where 
codes of conduct overlap, the codes established by professional organisations provide an 
additional checkpoint. Members of professional organisations who provide certification based on 
compliance with the standards of those organisations must abide by those standards. Finally, 
IOOF is better able to respond to allegations or concerns if all applicable codes of professional 
conduct are followed. 
 

Guidelines 
 

Employees must refer directly to the codes of conduct of the applicable organisations. 
 
In the event a conflict arises between this Code and adherence to a professional code, then 
guidance should be sought from the Legal & Compliance department or your manager. 
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Outside Employment 
 
Any outside employment must not compromise employees' ability to fulfill their obligations to IOOF, 
or constitute a conflict of interest.  Any employee who wishes to undertake outside employment 
must first obtain the consent of their manager. 
 

Rationale 
 

Working for a company such as IOOF is demanding and often involves unpredictable time 
demands. Engaging in any form of outside employment, while not impossible, is usually difficult as 
such employment must not compromise an employees' ability to fulfill their obligations to IOOF and 
to its clients.  
 

Guidelines 
 

While employed by IOOF, employees are required to devote full time, attention, skill and effort to 
the affairs of IOOF. Accordingly, employees engaged in outside employment must not compromise 
their ability to fulfill their obligation to IOOF and its clients. 
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Use of IOOF Credentials 
 

Rationale 
 

IOOF credentials, such as titles, business cards, stationery or any other evidence of employment 
by IOOF, are an important corporate asset provided to employees to promote IOOF’s business 
interests. Accordingly, they may not be used for any other purpose. 
 

Guidelines 
 

�  IOOF titles should always appear on company stationery and business cards and be used in 
responding to proposals or clients’ prospects. IOOF titles must also be used in a legal context 
as in the signing of contracts; 

�  IOOF credentials may be used for IOOF business purposes; 
�  IOOF credentials include all evidence of employment or status such as titles, business cards 

and stationery whether personalised or not; and 
�  IOOF credentials are to be used ONLY for the promotion of or for conducting IOOF’s business. 

They may NOT be used for any private, personal, or political purposes.  
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Electronic Communications 
 
Electronic communications are subject to the same high standards of care and peer review as 
paper documents.  Electronic messaging should be conducted with the same degree of 
professionalism as traditional writing, with care being taken to avoid misstatements or remarks of 
any kind that could lead to legal exposure for the author or IOOF.  As in any professional 
communication, defamatory or obscene content is always inappropriate. 
 

Rationale 
 
Employees have access to one or more forms of electronic media and services (computers, email, 
telephones, and voicemail, fax machines, external electronic bulletin boards, wire services, on-line 
services, the Internet and the World Wide Web browsing & downloads). 
 
The company encourages the use of all electronic media and services because it makes 
communication more efficient and effective, and because they are valuable sources of information. 
However, the services provided by the company remain company property, and their purpose is to 
facilitate company business. 
 
Limited, occasional or incidental use of electronic media (sending or receiving) for personal, non-
business purposes is understandable and acceptable, but should be minimized.  Employees need 
to demonstrate a sense of responsibility and may not abuse the privilege. 

 

Any messages or information sent by an employee via email are statements effectively identifiable 
and attributable to IOOF. While some users include personal "disclaimers" in electronic messages, 
there may still be a connection with IOOF and the statement might still be legally imputed to IOOF. 

 

E-mail therefore entails special risks: 
 
�  E-mail messages and attachments can easily be altered by the recipient to say something that 

the sender did not intend; 
�  Messages which the sender believes will be read and deleted can be easily retained by the 

recipient in paper or electronic form, or copied to other recipients; 
�  Messages can be read by anyone along the electronic path to the client, and can be 

intercepted by hackers; and 
�  Messages are easily mis-addressed and cannot be retrieved once dispatched. 
 
For these reasons, there can be no relaxation of IOOF’s customary standards and indeed special 
care must be taken when e-mail is used to communicate with clients. 
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Guidelines 
 

The IT Code of Conduct and its related policies sets out the guidelines for electronic 
communications. The IT Code of Conduct should be read in conjunction with this Code and must 
be read and acknowledged by employees annually. 
 
Those Guidelines include: 
 
The policy is distributed electronically. 
 
Employees must respect the confidentiality of electronic communications and may not attempt to 
read, "hack" into other systems or other people's logins, "crack" passwords, or breach computer or 
network security measures, or monitor electronic files or�communications of other employees or 
third parties except where required for authorised surveillance purposes. 
 
 No email or other electronic communication may be sent which attempts to hide the identity of the 
sender, represent the sender as someone else or represent they are from another company. 
 
Anyone obtaining electronic access to other companies' or individuals' materials must respect all 
copyrights and may not copy, retrieve, modify or forward copyrighted materials except as permitted 
by the copyright owner or a single copy for reference use only. If in doubt, assume all material is 
copyright. 
 

All users will also need to ensure the following:  

 

�  All passwords are kept confidential and changed when required; by the password policy 
�  Login account and passwords are not to be shared with other users, whether internal or 

external to the company; 
�  No software is installed on any  PC without prior approval from the  IT Systems Manager; and 
�  Due diligence is exercised to protect all equipment, software, documentation and data from 

loss, damage or theft.  
 

Services may not under any circumstances be used for transmitting, retrieving or storage of any 
communication which: 

 

�  Is discriminatory or harassing in nature;  
�  Is derogatory to any individual or group;  
�  Is obscene, X-rated or pornographic; 
�  Is defamatory or threatening in nature;  
�  Is for  "chain letters";  
�  Is illegal or against company policy; 
�  Is contrary to the Company’s or the IOOF Australia organisation's interest. 
�
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Email and Internet Browsing/downloads should not be used in a manner that is likely to cause 
network congestion or significantly hamper the ability of other people to access and use the 
system. Due to the much larger volumes of data involved with accessing sound, image or video 
data over email, IOOF’s Electronic services may not be used for this purpose unless specific 
business justification exists. 
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Mutual Respect 
 
It is an IOOF core value that we treat each of our colleagues with dignity and respect irrespective 
of any differentiating aspect of that person including hierarchical status within the company. 
 

Rationale 
 
Treating our IOOF colleagues with dignity and respect is essential to maintaining a comfortable 
and productive environment throughout the company. 
 

Guidelines 
 
All IOOF employees must respect the functions and roles other employees fulfill in the organisation 
and must not attempt to coerce their colleagues to act in a manner which is unlawful, inappropriate, 
or contrary to the interests of IOOF or its clients.  In particular, staff must not seek to unduly 
influence others in the conduct of their duties or seek to pressure them to act in an inappropriate or 
unprofessional manner.  
 
Bullying of other employees in any form is strictly prohibited.  
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Equal Opportunity 
 

IOOF’s aim is to provide a level playing field for all employees and supports diversity in the 
workplace. We encourage and support individual differences and will value and capitalise on our 
diverse employee talents. Accordingly, we aim to provide a working environment and conditions 
that foster the optimal performance of all employees.  

 

The IOOF Equal Employment Opportunity Policy is a business issue; people focussed and is 
aligned to our Values.  In line with this Policy, any form of harassment or discrimination will not be 
tolerated. 

 

Rationale 
 

Equal Employment Opportunity (EEO) means that all employees have equal access to the 
opportunities that are available at work. This means all employees are treated with fairness and 
respect in that they are not subject to discrimination or harassment in the workplace.  

 

Guidelines 
 

Australian EEO legislation deals with three main areas of practical concern: discrimination, 
harassment and affirmative action.  

 

The following legislation covers EEO at a federal level: 

 

�  Anti Discrimination Act 1977 
�  Racial Discrimination Act 1975 
�  Sex Discrimination Act 1984 
�  Disability Discrimination Act 1995 
�  Equal Opportunity for Women in the Workplace Act 1999 
�  Human Rights and Equal Opportunity Commission Act 1986 
�  Workplace Relations Act 1996 
�  Fair Work Act 2009 
 

Discrimination can be defined as any practice which makes a distinction between individuals or 
groups so as to disadvantage some and advantage others. Anti Discrimination legislation prohibits 
discrimination on the basis of: sex, marital status, pregnancy, breastfeeding, carer responsibilities,  
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sexuality, race, impairment or disability, political or religious belief, physical features, medical 
records, trade union association, spent conviction and general association. 

 

Harassment  is any unwelcome or uninvited behaviour that makes a person/s feel humiliated, 
intimidated, insulted, ridiculed or offended. It is about the way it is perceived not the way intended, 
and every individual perceives things differently.  

 

IOOF has zero tolerance for this type of behaviour. 
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Drug and Alcohol Policy 
 

Rationale 
In accordance with the Occupational Health and Safety Act of 1983, IOOF has an obligation to 
ensure that a safe, healthy and productive workplace is provided for all employees. If alcohol has a 
direct impact on work performance or on safety standards, IOOF has a responsibility to intervene. 

IOOF has a duty of care to ensure that where alcohol is served or provided at functions, it is done 
so in a responsible manner. 

 

Guidelines 
 

There will be no unauthorised consumption of alcohol or illegal drugs on any of the premises 
occupied by IOOF. Smoking is strictly prohibited in all IOOF premises.  

 

Failure to comply with this policy will be viewed as a serious matter. Any employee who is 
adversely affected by alcohol or another drug will not be allowed to work until they are fit to do so 
and will not be paid for any time they are unable to work. 

 

Any employee who is found to be under the influence of illegal drugs whilst at work will be subject 
to disciplinary action which could result in dismissal. 
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Privacy 
The issue of privacy is taken serious at IOOF. All employees should be familiar with the 
requirements of the Privacy Act; as reflected in IOOFs Privacy Policy. The Group collects personal 
information from employees, contractors, suppliers, customers and other stakeholders in various 
formats. 

 

IOOF is committed to protecting the privacy of its employees and to fully comply with all relevant 
laws.  Only information relating to employment, including medical and employee benefit information 
is collected. 

 

Access to this information is restricted.  Such information is only released upon employee 
approval, except where required by law to disclose such information.  An employee whose 
responsibility includes gathering and maintaining this information will breach this Code if 
information is disclosed unlawfully. 

 

Employees need to be diligent in the treatment of customer information, which must be maintained 
in accordance with the relevant law. 

 
Anti-Money Laundering/Counter Terrorism Financing  
 
All employees and contractors are responsible for ensuring that IOOF complies with applicable Anti 
Money Laundering/Counter Terrorism Financing obligations as prescribed by the Anti Money 
Laundering/Counter Terrorism Financing Act 2006. 
 
IOOF has established a comprehensive set of Anti Money Laundering/Counter Terrorism 
Financing (AML/CTF) Policies and Procedures.  All employees and contractors are required to 
familiarise with these policies and procedures and to attend Risk Awareness training within first 
three months of employment as well as the Annual Risk Awareness Training. 



25 

 

 25 

 

Breach of the Code of Conduct  
 

Reporting Breaches of the Code 
Breaches of the Code of Conduct will be treated seriously and may necessitate disciplinary action. 
It is recognized that inadvertent breaches may occur from time to time, and staff are encouraged to 
report all such breaches and potential breaches, through the usual internal reporting and 
escalation lines, so they can be rectified as soon as possible. Typically such reports should be 
made to a staff member’s manager, or the business unit manager, or to the Head of Compliance, 
Group General Counsel, Head of Risk or Human Resources (depending on the nature of the 
breach). 
 
Serious breaches of the Code of Conduct, IOOF Policies or regulatory requirements can also be 
raised with the Managing Director or Head of Human Resources. IOOF will provide protection for 
those who report violations in good faith. 
 
 

Serious Concerns and “Whistleblower” Protection 
Where all internal reporting avenues have been exhausted, or where an unresolved complaint of 
discrimination or harassment arises from the report of a serious concern, IOOFs Serious Concerns 
and “Whistleblower” Protection Policy should be followed. All employees are encouraged to review 
this policy, which is available on IOOFs intranet site. 
 
 

Consequences of Breaching the Code 
The consequences of breaching the Code of Conduct will depend upon the nature of the matter at 
hand, the seriousness of the breach, and/or the intent of the person who has breached or caused 
the breach and may lead to termination of employment. 
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Employee Affirmation Statement  
(for new employees only) 
 

 

 

I, ___________________________, confirm: 

 

�  I have been provided with a copy of the IOOF Code of Conduct on commencing employment 
with IOOF, which I have read and understand. 

 
�  I have reviewed the terms of the IOOF Code of Conduct, as I am required to do annually. 
 

[Strike out whichever clause does not apply]. 

 

 

I confirm that I am aware of my obligations under the Code of Conduct and that I shall carry out my 
duties in compliance with those obligations at all times. 

 

 

 

Signed:  _____________________________  

 

 

Name: _____________________________  

 

 

Position: _____________________________  

 

 

Date: _____________________________  

 

 

This statement must be returned to Human Resources for filing. 

 


