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Ethics 

How and why we do things at The Copy Collective 

Our cultural pillars:  

Accountability Sustainability  Client Focus  Responsiveness 

Everything we do has social, environmental and economic impacts. Our success and sustainability depend on 

what we do and how we do it. This policy applies to those people who represent The Copy Collective. 

It outlines ethical standards for which we are all responsible. We need to lead by example in our dealings with 

clients, suppliers, agencies, government and each other. Our managers are responsible for fostering a culture in 

which ethical conduct is the norm. 

The Copy Collective’s cultural pillars are our core beliefs and they guide how we behave. 

We always put sustainability first, take accountability for our actions, stay focused on our clients and work to 

deliver our service on time. 

We consider sustainability in all aspects of our business. 

We work to improve the safety of our working environment. 

We encourage the sharing of ideas and value the perspectives of others 

We achieve efficiency while maintaining quality and acceptable risk 

We are responsive to clients’ needs 

We seek to improve the way we work 

We deliver on our commitments 

We welcome constructive discussions 

We take responsibility for positive and negative outcomes 

We work to deliver outstanding client experiences 

We work to achieve outstanding outcomes for our clients. 

Ethical standards policy 

The Copy Collective informs everyone who represents The Copy Collective of its ethical standards; 

demonstrates and expects ethical and lawful behaviour and addresses inconsistent behaviour. 

These standards describe the behaviour expected of everyone engaged by The Copy Collective, in all countries of 

our operation. Our ethical standards include supporting policies and procedures. These are explained and 

agreed to during induction of our workers. 
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Health & safety while working 

The Copy Collective believes everyone should be safe while working. 

Safety is every individual’s responsibility, although managers have the responsibility to support workers to 

remain safe. Support is provided through the Occupational Health and Safety policy and training. 

The Copy Collective requires its workers to comply with safe operating procedures, to take appropriate 

breaks when working and to ensure that their own work and safety, and that of others, is unaffected by 

alcohol and other drugs (including prescribed medication). 

Compliance with laws and regulations 

The Copy Collective complies with all relevant laws, regulations and codes and informs its workers about their 

obligations to comply with laws, regulations and codes. 

It is unacceptable to pay or accept a bribe or to act contrary to Australian laws or regulations. 

Work practices and performance 

At The Copy Collective, we demonstrate high standards of professional behaviour to create a positive 

work environment and deliver outstanding service to clients. 

The Copy Collective requires its workers to: 

 comply with its policies and procedures 

 obey workplace laws and agreements 

 work to the expected standard and in a timely manner 

 exercise due care 

 follow reasonable and lawful directions; and 

 present themselves professionally 

Customer service 

The Copy Collective values its clients and works to deliver outstanding client experiences. 

The Copy Collective requires all its workers to provide a consistently high-standard of service and keep client, 

supplier, work colleague and business information confidential. 

Workplace relationships 

The Copy Collective is an organization where everyone is treated fairly and respectfully. The Copy Collective is 

committed to equal employment opportunity and merit-based practices. 

The Copy Collective requires its workers to treat colleagues, clients and suppliers with courtesy and respect and 

to contribute constructive opinions and perspectives to workplace discussions. 

Causing embarrassment or offence to others is discouraged and discriminating, harassing or bullying anyone 

or threatening, abusing or intimidating or injuring anyone is grounds for contract severance. 

When using social media, individuals and contractors need to consider the consequences of their actions for The 

Copy Collective’s interests and reputation. 
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Conflicts of Interest 

The Copy Collective strives to be impartial, objective and free from prejudices or favouritism. 

The Copy Collective requires its workers to avoid situations or actions that create, or may be perceived to create, 

a conflict of interest and to inform the Managing Editor where they believe a conflict of interest exists. 

External gifts, entertainment, benefits and hospitality 

The Copy Collective is committed to conducting its business with honesty and integrity. 

The Copy Collective requires its workers to be careful when giving or accepting gifts, entertainment, benefits 

and hospitality from existing or potential suppliers, clients or competitors. 

Seasonal or special-occasion gifts of moderate value may be accepted. 

Suppliers 

The Copy Collective promotes fair and honest relationships with suppliers and pays its suppliers in a timely 

manner and within standard business practices. 

Bribery and corruption 

The Copy Collective does not condone nor participate in bribery and it avoids the perception of corruption. 

Bribing an individual, including a public official or company representative, either within or outside of Australian 

borders, is unacceptable. Bribery and corruption may lead to criminal proceedings. 

Environmental sustainability 

The Copy Collective works to protect the environment. 

The Copy Collective requires its workers to comply with environmental laws and regulations, and The Copy 

Collective’s Environment Management Plan and individual contract environment management plans. 

Use of corporate property 

Assets and resources 

The Copy Collective requires its workers to use the assets and resources of The Copy Collective for business 

purposes only, unless otherwise authorised. Workers need to return all The Copy Collective property when no 

longer working with the organisation. 

Intellectual property 

The Copy Collective safeguards its intellectual property and respects the intellectual property of others. 

All intellectual property created while working with The Copy Collective remains The Copy Collective’s 

property unless workers are advised in writing otherwise. 

Corporate records 

The Copy Collective meets all commercial, legal, management and archival obligations for its financial, 

business and worker records. 
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The Copy Collective only discloses records as authorised or as required by law and only accesses personal 

information for legitimate business purposes. 

Confidentiality 

The Copy Collective protects personal and confidential information and ensures that workers understand 

their privacy obligations. 

Business, customer, supplier and personnel information 

The Copy Collective requires: 

 its business partners and contractors to sign confidentiality agreements 

 that its business partners and contractors only use business, client, supplier 

and personnel information for authorised purposes 

Public comments 

Only the Chief Executive Officer or the Managing Editor may speak on behalf of The Copy Collective. This includes 

speaking engagements, interviews, and views expressed in social media. 

The Copy Collective requires its workers to keep confidential The Copy Collective’s information and avoid 

breaches of copyright or privacy or the uttering of defamatory statements. 

When help is needed 

The Copy Collective offers confidential assistance and support for it workers through the Employee Assistance 

Program (EAP). 

In the first instance, support is provided through policies, procedures and training programs. Training on dealing 

with emotionally-charged material is included in induction and our Writing for Charities training modules. 

Should workers require individual support, please contact the Managing Editor. 

Concerns about behaviour 

Workers may encounter unethical, improper or criminal behaviour. Examples include: 

 discrimination 

 harassment 

 fraudulent or dishonest activity that may amount to criminal activity; or 

 actions involving substantial risk to the health and safety of others. 

If workers encounter unethical, improper or suspected criminal behaviour, contact the Managing Editor. 


