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1. Policy Statement 

Advanced Personnel Management (APM) is committed to achieving the highest standards of ethical conduct and 

professional behaviour in all of its operations and supporting workplace participants to make responsible choices in all 

of their activities on behalf of APM.  

2. Purpose 

The purpose of this Code of Conduct (The “Code”) is to provide a general framework of principles, performance and 

conduct expectations to be followed by all workplace participants while in the employment, or delivering services on 

behalf, of APM. 

3. Scope 

This Code applies to, and is binding upon, all APM employees and contracted staff (permanent, temporary and casual) 

(“workplace participants”) employed in APM’s divisions and business units and relates to the management of APM’s 

Code of Conduct. 

The Code of Conduct complements, rather than replaces, the standards of performance and conduct required by 

legislation, regulation, contractual requirements, professional codes of conduct and practice and other organisational 

policies and processes. 

APM expects all workplace participants to understand and behave consistently with the standards set out in this Code 

of Conduct, and any failure to do so may result in disciplinary action including termination of employment. 

4. Our Core Values 

As part of an international organisation with one underlying vision, sharing a set of values to guide the way we work 

and interact with our clients, customers and colleagues is a vital component of our success. Our core values are the 

foundation from which we make decisions and take action. 

 

These core values define APM, our culture and the expectations of all members of the team – no matter what 

their role. 
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5. Anti-Bribery and Corruption 

APM has a zero tolerance to bribery and corrupt practices throughout the company with the intent to ensure that no 

acts of corruption occur. APM workplace participants are required to be fully aware of this as outlined in APM’s Bribery 

and Corruption policy and from training provided. APM implements processes that ensure the effective prevention, 

detection and management of fraud and corrupt practices, irrespective of location and jurisdiction, and consistent with 

relevant local and international laws. Workplace participants are required to promptly report any real or suspected 

violations to the CEO of their Business Unit or if necessary, directly to the Group CEO / Managing Director. Disciplinary 

procedures may be enacted, including termination of employment and referral to appropriate legal and regulatory 

bodies as appropriate in the case of proven fraudulent activities. 

6. Compliance 

APM has an obligation to comply with all relevant Federal, State, and local legislation and regulations, standards and 

codes of practice, contractual obligations and certification requirements. As employees of / contractors to the 

organisation, APM workplace participants are similarly required to comply. While it is not expected that workplace 

participants know every detail of these obligations and requirements, it is expected that they have a sound working 

knowledge of the obligations and requirements that relate to their role within the organisation. 

APM has a range of organisational policies that address our compliance requirements, to assist workplace participants 

in understanding and complying with these requirements. For additional assistance, workplace participants should 

approach their manager, the General Manager Quality or APM’s In-House Legal team. 

7. Completion of Duties – Probity and Ethics 

As APM workplace participants, you are required, at all times, to: 

• Be honest and fair in your dealings with clients, customers, suppliers, colleagues, management and the general 

public. 

• Refrain from any conduct which may cause any person unwarranted offence or embarrassment or give rise to 

the reasonable suspicion or appearance of improper conduct or biased performance. 

• Refrain from making any statement, either publicly or privately, or acting in such a manner, as to bring APM 

into disrepute. 

• Never demand, request or accept any gift or benefit in connection with services provided to, or received by, a 

client, customer, contractor, supplier or other third party. 

• Treat clients, customers, colleagues, suppliers, contractors, in a non-discriminatory manner with proper regard 

for their rights and dignity. APM has a zero-tolerance policy for discrimination, victimisation or harassment 

based on a person’s ethnic or cultural heritage, religion, national origin, citizenship, age, sex, gender, sexual 

orientation, marital status, mental or physical disability or any other classification protected by law. 

8. Community 

APM’s business is based on building relationships with, and being actively involved in, the local and regional 

communities where it provides services. APM workplace participants are actively encouraged to become involved in 

the business and general communities that APM serves. 

In doing so, APM workplace participants need to be culturally aware and ensure that community-based activities and 

programmes will result in appropriate, sustainable and mutually beneficial outcomes. Activities must be aligned with 

APM’s strategic and operational objectives. 
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9. Competitors  

APM workplace participants need to be aware of specific legislation, including all relevant competition laws that deal 

with anti-competitive activities. APM competes fairly and with integrity and complies with competition legislation in all 

jurisdictions. 

APM workplace participants may ethically collect competitive information from publicly available resources. However, 

APM must always make its management and service provision decisions completely independently and free from any 

understanding, agreement or other form of collusion with its competitors. 

10. Conflict of Interest 

APM workplace participants need to be aware of real, potential or perceived conflicts of interest that might arise from 

their dealings with clients, customers, suppliers, competitors and other stakeholders. Conflicts of interest may be 

ethically, legally or financially based and may arise due to a workplace participant’s relationship with partners, relatives, 

friends or associates or their own external interests or investments. It is worth noting that feelings of dislike of 

someone as well as friendship can be considered as conflicts of interest. 

APM is committed to ensuring that the highest standards of ethical behaviour are observed by its staff and contractors 

and that any Conflicts of Interest are identified, managed and recorded in order to mitigate or eliminate the risks to 

the organisation. 

10.1 Relationships with others 

• All workplace participants must be aware that the development and / or maintenance of an intimate 

relationship with a person within your line of authority (e.g. APM employee, subcontractor, etc.) must be 

immediately reported to the relevant General Manager/CEO by the most senior employee in the relationship. 

Failure to do so will have serious consequences. 

• APM employees who employ a relative, or who currently have a relative or relatives, in their chain of authority, 

must immediately disclose the matter to the relevant General Manager/CEO. Failure to do so will have serious 

consequences. 

• APM workplace participants must not develop or maintain a personal relationship with an APM client. Should 

such a relationship develop, it must be ceased immediately and reported to the relevant General 

Manager/CEO. This includes connecting with APM clients on social media platforms. Where a personal 

relationship already exists with a client on a social media platform, the APM workplace participant must 

immediately ‘de-friend’ the client. Failure to do so will have serious consequences. 

• APM workplace participants are not to offer or provide APM clients with accommodation, ‘cash in hand’ 

employment, gifts or financial support of any kind from the individual’s own financial resources. Failure to 

comply will have serious consequences. 

• Where an APM workplace participant becomes aware of a relative or friend joining their caseload, this must be 

immediately reported to their next level manager. 

• APM workplace participants shall not refer clients to relatives’ or friends’ businesses for the purpose of 

financial gain, e.g. the provision of wage subsidies.  

For more information about Conflict of Interest, staff should refer to APM’s Conflict of Interest Policy and Procedure. 

11. Continual Improvement 

APM is committed to ensuring that the quality of service it delivers is constantly monitored and that planning, 

processes and resources are in place to ensure systematic improvement throughout the organisation. 

https://au.promapp.com/apm/Documents/View/Open?displayType=document&documentId=0a4704a3-6b6c-4791-8d95-09d2a3f99fc9
https://au.promapp.com/apm/Documents/View/Open?displayType=document&documentId=3c48e861-c8be-4f37-b78d-d9cf23421a88
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It is the responsibility of every APM workplace participant to seek out opportunities to improve operational processes 

and systems in order to meet and, where possible, exceed the current and future expectations of our clients and 

customers. 

12. Copyright & Intellectual Property 

Service delivery knowledge is one of APM’s most valuable assets. It is the cumulative result of APM’s years of 

experience and developed expertise. This ‘Intellectual Property’ provides APM with a unique, competitive advantage in 

the markets in which we choose to operate and shall be identified, managed, protected, utilised and, where 

appropriate, shared for the benefit of the organisation. 

APM workplace participants have an obligation to protect the organisation’s intellectual property and copyright 

material, just like any tangible asset, and ensure that its use is appropriate and relevant to the task. APM workplace 

participants must not disclose APM’s intellectual property or copyright material to third parties unless they have 

appropriate authorisation to do so. Additionally, APM workplace participants must not use APM’s intellectual property 

or copyright material for personal gain. 

The copyright of any document, process, system, application, publication or design developed by APM staff during 

their period of employment, remains the property of APM and cannot be used outside of the organisation without 

proper authorisation. 

13. Dress Code, Personal Presentation 

As a workplace participant, you are an important part of the APM brand, as your personal appearance and 

presentation reflects pride in yourself and the work you do, projecting a positive image to the people around you. 

When our clients and customers are presented with consistent, professional appearance and presentation, they can be 

confident that this level of care will be carried over into the quality of service they receive from APM. 

13.1 APM Corporate Uniform 

APM has made available an approved corporate uniform for the purpose of branding and representing APM. As such, 

the APM corporate uniform is only to be worn for business-related purposes and not for any other purpose. 

In the event that you cease employment with APM, you have an obligation to not misrepresent your relationship with 

APM after the cessation of employment.  This means that if you have purchased an APM uniform, you cannot wear it 

in public after your last day of employment.  

14. Language & Communication in the Workplace 

Our Core Values guide us and underpin everything we do, how we interact with each other at work, and the services 

we provide. In addition to your appearance, corporate image is also reflected in your manners, speech and interaction 

with our clients and customers. Therefore, it is necessary that: 

• Your speech, language and communication is appropriate to the client / customer and the environment. 

• You are aware of your body language and how it could be interpreted. 

• You are courteous, respectful and display good manners at all times, in accordance with our Values. 

• Unless to enhance the communication with a client, only English should be spoken in the workplace. 

15. Attendance at Work 

• All APM offices are open from 8.30am to 5.00pm. These opening hours directly reflect our responsibility to our 

clients. 
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• All workplace participants have an obligation to keep their Manager/Supervisor fully informed of any absence 

from the workplace and the likely duration of any absence.  

• If any workplace participant is required to leave the workplace for personal reasons, they must advise their 

Manager/Supervisor in advance.  

16. Drugs and Alcohol 

All APM workplace participants are expected to report fit for duty for work and be able to perform assigned duties 

safely and acceptably without any limitations due to the use or after-effects of alcohol, illicit drugs, non-prescription 

drugs, or prescribed medications or any other substance. Over the counter drugs used as recommended are 

considered acceptable. Alcohol or drug consumption that affects a workplace participant’s performance at work may 

result in disciplinary action, up to, and including, termination of employment / contract. 

APM workplace participants are expected to recognise that problems related to alcohol and drug use or dependency 

are not an excuse for poor or unsafe performance. Staff who suspect they have a substance dependency or emerging 

alcohol or drug problem are expected to seek advice and to follow appropriate treatment accordingly. To this end, 

APM is committed to supporting staff members who may have a drug or alcohol problem by encouraging them to 

seek the support of APM’s Employee Assistance Program. 

17. Duty of Care 

A duty of care is the legal obligation to provide reasonable care while performing any acts, including providing or 

withholding advice, or making any omissions that could foreseeably harm others. APM workplace participants have a 

duty of care to themselves, to other staff and to our clients while in the course of providing a service on behalf of the 

organisation.  Similarly, APM has requirements under duty of care as an employer. 

Duty of care forms part of the legal principle of ‘negligence’. In order for negligence to be established, three rules 

must be met: 

1. That a duty of care was owed to another party. 

2. That there has been a breach of that duty of care. 

3. That injury, loss or damage has resulted from that breach of duty of care. 

If APM workplace participants are unsure of their duty of care, they should seek advice from their manager. 

18. Facebook and Other Social Networking Sites 

APM workplace participants must always behave in a way that upholds the values, integrity and good reputation of 

APM. In keeping with this, APM workplace participants should be careful of what they state about other people, 

companies, etc. on Facebook, other social networking sites and within the public domain.  

A good rule to follow is, “Don’t say anything about someone else that you would not want said about yourself”. What 

might seem fun or spontaneous might prove to be a liability over a longer period. Have fun and make productive use 

of these technologies, but remember that technology does not absolve you of responsibility. Behind every device, 

behind every new program, behind every technology is a law, a social norm, and a business practice that warrants 

thoughtful consideration. 

Client, business relationships and employee morale can be adversely affected by workplace participants’ comments on 

Facebook and other social networking sites. 

Access to social networking sites, unless for APM business purposes, e.g. APM’s Marketing Team, should be kept to a 

minimum during working hours and while using APM provided devices. APM provides electronic communication 
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facilities for its employees for operational and administrative purposes. It reserves the right to monitor and view any 

data created, stored or transmitted using organisational devices or systems. 

For further guidance, workplace participants should refer to APM’s social media and information security policies and 

procedures. 

19. Feedback and Complaints 

APM workplace participants must always handle all customer feedback and complaints professionally. 

Customer feedback should be listened to objectively, dealt with efficiently, and seen as an opportunity to continuously 

improve service delivery. APM workplace participants must avoid the temptation to be defensive. Clients and 

customers should feel supported to discuss issues of APM service delivery concerning them. 

To ensure clients feel safe to make a complaint or provide negative feedback without fear of adverse consequences or 

loss of service, our Feedback and Complaints Handling procedures and practices promote and reinforce: 

• Clear and regular communication about how to provide feedback including how to make a complaint. 

• The use of feedback and complaints to continuously drive service improvements. 

• Regular, proactive and inclusive feedback systems. 

• Effective complaints management and resolution. 

• Transparent dispute management. 

• Access to independent information, support, advice and representation to ensure people are able to provide 

feedback or make a complaint. 

20. Leadership 

All APM workplace participants, whether in a management position or not, should demonstrate the quality of 

leadership in all their dealings with clients, customers and colleagues. 

Being a leader does not mean that you must be in a designated leadership role. Leaders make decisions and support 

others to make decisions that are informed, sustainable and have the best interests of the organisation at their core. 

Leaders are those people who inspire others to join them on a transformational journey to achieve a goal or set of 

goals that support the achievement of the broader objectives of the organisation. 

Anyone can be a leader. You just need to possess the desire to make positive change. 

21. Media and Public Comment 

APM is committed to ensuring that its public profile is always managed appropriately. 

To ensure that any publicity relating to APM as a corporate citizen or as a service provider is managed appropriately, 

APM workplace participants are not able to provide comment or information to representatives of the media or to 

provide any public comment with regard to any aspect of APM unless they have expressed consent to do so from the 

appropriate level of management. 

APM workplace participants who are approached by the media for comment must make no comment and immediately 

refer the matter to their manager. 

APM has a dedicated Corporate Affairs Team, led by the General Manager Corporate Affairs, whose role is to 

coordinate and manage information about APM being released into the public domain. 
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22. Other Employment 

Staff members are free to obtain additional income through other employment or business ventures provided that 

APM approval is obtained and APM is satisfied that the following conditions are met: 

• work performance is not affected 

• no conflict of interest occurs 

• APM’s objectives are not disadvantaged 

• APM’s resources are not used in the venture 

• the staff member does not use time for which they are paid by APM in furthering their own external financial 

interests. 

23. Privacy and Confidentiality  

APM is entrusted with a great deal of personal information by our clients and customers which we must protect from 

loss, misuse or improper disclosure. The improper use or disclosure of personal information has the potential to cause 

considerable harm and embarrassment to the individual concerned and can attract significant civil penalties for 

individuals and organisations who improperly use or disclose the information. 

In accordance with applicable privacy legislation, information collected about a person can only be used for the 

purpose for which it was collected and consent must be provided to collect the information in the first place. 

Therefore, APM workplace participants should be sure that they have consent to collect a person’s information and 

take care with the use and disclosure of that information. 

For more detailed guidance on how to manage privacy and confidentiality, you can contact APM’s Privacy Officer at 

privacy@apm.net.au  

Post-Employment Obligations: Because of the nature of the business in which APM is engaged, your employment 

with the company created a relationship of confidence and trust between APM and yourself with respect to certain 

confidential information belonging to the APM. We take this opportunity to remind you that once you cease 

employment with APM there is an ongoing requirement to this confidential information in confidence and not 

disclose, transfer, publish or report such Confidential Information to any third parties in any manner. This requirement 

is set out in the terms on your employment contract.   

24. Professional Codes of Conduct 

Many roles within APM require the workplace participant to be a registered member of a professional body. Many of 

these professional bodies have, as part of their membership requirements, a professional code of conduct. It is the 

responsibility of each APM workplace participant to familiarise themselves with their relevant professional code of 

conduct and ensure that they abide by that code of conduct. 

25. Respect, Equity and Diversity 

APM is committed to developing and maintaining an organisational culture that places a high priority on the principles 

of respect, equity and diversity, as reflected in our Core Values. 

Valuing diversity and creating respectful and fair workplaces leads to increased employee engagement, heightened 

levels of workplace participation and innovation as a result of diverse thinking. 

Conversely, APM will not tolerate any instances of discrimination, harassment or bullying in the workplace and will take 

swift disciplinary action against any workplace participant engaging in such behaviour. 

mailto:privacy@apm.net.au
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26. Record Keeping 

APM has both a legal and contractual obligation to maintain accurate, reliable and retrievable records of its corporate 

activities and customer service delivery. 

Records created, received or used by APM workplace participants in the normal course of business are the property of 

APM, unless otherwise agreed. This includes reports compiled by external consultants commissioned by APM. 

APM’s corporate records make up its operational history and, therefore, assist APM in making better informed 

decisions and improving business practice by providing an accurate record of previous activities. 

Records include, but are not limited to, e-mails, electronic messaging, electronic documents, digital image and audio 

recordings, SMS, correspondence, files, forms, plans, drawings, notes, photographs and films. 

27. Safe Working Environment 

APM is committed to ensuring, so far as is reasonably practicable, the health and safety of its employees and others in 

its places of work. 

APM’s overall objective with regard to work health and safety is zero harm to any person while working at, or visiting, 

APM workplaces. APM actively pursues an incident-free workplace and encourages all staff to contribute to the 

achievement of that goal. 

It is every APM workplace participant’s responsibility to ensure their own safety, and the safety of others, within the 

workplace and to follow organisational health and safety policies, processes and work instructions. 

28. Work Resources 

As an APM workplace participant, you have an obligation to: 

• use APM resources, both tangible and intangible (e.g. time), efficiently and effectively for official purposes only 

• ensure appropriate authority for the use of APM resources 

• treat APM property with great care and ensure it is secured against damage, theft and misuse. 

You should be economical and consider the environment to avoid waste and extravagance in your use of resources 

such as office facilities and equipment as well as other resources including travel, meals and accommodation. 

29. Breach of the Code 

As an APM workplace participant, it is a condition of your employment / contract that you comply with this Code and 

other organisational policies and process. Any breach of the Code could be considered misconduct and may result in 

disciplinary action, up to, and including, termination of employment / contract. 

APM workplace participants not only have an obligation to comply with the Code but also to report breaches of the 

Code that they have witnessed or otherwise become aware of. Matters should not be taken into your own hands. You 

must report any suspected or alleged breaches of the Code to your supervisor / manager for action. 

In joining APM we expect your commitment to upholding our Code of Conduct and 

company policies. 

Review 

This policy will be reviewed at least every 2 years. 
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Definitions 

Term  Definition / Explanation / Details  

Bribery 
Money or favour given or promised in order to influence the judgment or conduct of a 

person in a position of trust (Merriam – Webster) 

Complaint 

Any verbal or written expression of dissatisfaction made to APM, related to its services, 

or the complaints handling process itself, where a response or resolution is explicitly or 

implicitly expected. 

Corruption 
Dishonest or illegal behaviour especially by persons in a position of power or influence 

(Merriam-Webster) 

Diversity 

The condition of having or being composed of differing elements. Cultural diversity is 

the inclusion of different types of people (as people of different races or cultures) in a 

group or organisation (Merriam-Webster) 

Equity 
Justice according to natural law or right; specifically: freedom from bias or favouritism 

(Merriam-Webster) 

Feedback 

Any comment either positive or negative, provided in a constructive manner, by a client 

/ customer / stakeholder that might contribute to improving the quality of the services, 

systems and / or processes of APM. 

Intellectual Property 
Property (as an idea, invention, or process) that derives from the work of the mind or 

intellect (Merriam – Webster) 

Workplace Participant 
A person engaged, either directly through employment, or through a contract or 

subcontract arrangement, to perform work on behalf of APM 

 


