
STANDARD OPERATING POLICIES 
AND PROCEDURES 

CODE OF ETHICS 

Ref No: 

Rev: 

CONTENTS 

1. Policy and purpose 

LR320.200 

2 

2. Understanding the Code of Ethics 

3. Objectives 

4. Scope 

5. Values 

6. Conflict of interest 

7. Culture 

8. Compllance with laws and regulations 

9. Confidential information and trade secrets 

10. Gifts and gratuities 

11. Relationship with trade partners 

12. Non~executive directorships 

13. Political affiliations 

14. The environment 

15. Fraud and corruption 

16. Extraneous employment 

17. Company funds and assets 

18. Company records 

19. Media relations 

20. Privacy and confidentiality 

21. Whistleblowing 

22. Contravention of the code 

Prepared by: Signature: Approved by: 

Date: 

Signature: 

B. THOMPSON P. RINGELMANN 

~~ Compliance ~r Group Financial 

Manager Director 

06.06.2019 

PAGE 

2 

2· 

2 

3 

3 

4 

4 

5 

5 

6 

6 

6 

6 

7 

·7 

7 

7 

7 

8 

8 

9 

10 

Authorised by: 

BWICKINS 

Group CEO 

Signature: 



Page 2of10 

1. POLICY AND PURPOSE 

1.1 Southey Holdings (Pty) Ltd (herein after referred to as the "Company") is committed to a 
policy of fair dealing and integrity in the conduct of its business. This commitment, which is 
actively endorsed by the Board of Directors, is based on a fundamental belief that business 
should be conducted honestly, fairly and legally. The Company expects all employees to 
share its commitment to high moral, ethical and legal standards. 

1.2 The Board has agreed to give its full support to the implementation of a Code of Ethics. 
Accordingly, the Code of Ethics has been drawn up incorporating the Company's practices as 
applied in the conduct of its affairs. 

1.3 The purpose of the Code of Ethics is to set ethical standards for business practice, individual 
business conduct, and to assist all Company stakeholders with their ethical deliberations, 
choices, decisions and conduct. 

2. UNDERSTANDING THE CODE OF ETHICS 

2.1 The Company Code of Ethics applies equally to all employees and other representatives (i.e. 
contract employees, full time consultants, etc.) of the Company. The Code is designed to 
inform employees of the Company policies in various areas. All employees are expected to 
have knowledge of the contents of the Code of Ethics and an understanding of the 
Company's expectations and their obligations towards ensuring continuing adherence to its 
principles. 

2.2 Compliance with the Code by all employees and certain other representatives is mandatory. 
If employees become aware of, or suspect, a contravention of the Code, they must promptly 
and confidentially advise the Company as set out in the "Contravention of the Code" section 
of the Code. The matter will be investigated and dealt with as set out in that section. 

2.3 If employees are in doubt about the application of the Code, they should discuss the matter 
with the person to whom they report or a person at management level responsible for 
Human Resources. 

3. OBJECTIVES 

3.1 The objectives of the Code of Ethics are: 

3.1.1 To lead employees towards acting in a way that will earn the Company the reputation 
of being: 

Transparent and fair in all dealings and disclosures; 
Not politically biased; 
Providing quality products and services; 
Proud of its integrity and credibility; 
Consistent in honouring its social, legal and moral obligations; 
Responsible and accountable; and 
Reliable and aware of the need to foster loyalty and long enduring relationships 
with all its stakeholders. 

3.1.2 To provide a work environment that is free from discrimination; 
3.1.3 To encourage employees to respect individual rights and dignity; 
3.1.4 To promote a culture of learning, skills development and personal growth to ensure 

equal opportunity for all employees; 
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3.1.5 To create a culture of participation, valuing diversity and individual diversity and 
individual contribution to decision-making; 

3.1.6 To provide a safe and healthy work environment and ensure compliance with health 
and safety regulations as well as related company policies; and 

3.1.7 To ensure that all employees act with integrity, objectivity and professionalism at all 
times. 

4. SCOPE 

4.1 The Code of Ethics will apply to all Company employees, including employees on fixed term 
contracts, as well as trade partners of the Company. 

4.2 If a specific problem is not addressed in the Code, the values adopted by the Company should 
guide ethical reasoning and decision-making in the best interests of the Company. 

4.3 This Code will replace all other previous agreements, codes and/or policies regarding ethics. 

5. VALUES 

5.1 All Company employees should uphold the following key values: 

5.1.1 Treat people with respect and dignity; 
5.1.2 Act with integrity and professionalism at all times; 
5.1.3 Perform duties which are socially and morally acceptable; 
5.1.4 Be honest; 
5.1.5 Be committed and dedicated in performance; 
5.1.6 Be customer orientated; 
5.1.7 Respect confidentiality; 
5.1.8 Maintain accurate, honest and complete records; and 
5.1.9 Protect the Company's assets. 

5.2 Company employees and persons employed to act on behalf of the Company are expected to 
consistently live the aforementioned values in the following ways: 

5.3 Treat all colleagues, customers and suppliers with dignity and respect, and foster a 
productive environment free of harassment, intimidation and discrimination; 

5.3.1 Trust each other and be professional in conduct both within and outside the work 
environment such that the conduct will not reflect negatively upon the Company's 
image and reputation; 

5.3.2 Refrain from using a position of authority and/or facilities provided by the Company 
to further your own interests or that of friends and relatives; 

5.3.3 Desist from allowing personal interests to influence business decisions or tasks and 
disclose any actual or potential conflict of interests; 

5.3.4 Honour the content and spirit of all business transactions and do not abuse the 
Company's name; 

5.3.5 Be honest in all actions and promote a corporate image of integrity, honesty and 
stringent business ethics; 

5.3.6 Maintain zero tolerance towards any form of bribery, corruption and inducements; 
5.3.7 Exceed internal and external customer expectations through superior service and 

quality in all tasks performed; 
5.3.8 Listen to customers, understand their needs and propose customised solutions and 

services to meet their requirements; 
5.3.9 Respect and maintain the confidentiality of sensitive information gained through 

association with the Company; 



Page 4of10 

5.3.10 Maintain all records in appropriate detail, and confirm to the application of 
regulations and to the Company's internal control systems; 

5.3.11 Utilise the Company's assets for work purposes and not for personal benefit. The 
Company's assets must not be exposed to loss, damage, misuse or theft; and 

5.3.12 All employees must take every reasonable precaution to ensure a safe work 
environment for all employees and to report any circumstances posing a danger to a 
person's health and safety. 

6. CONFLICT OF INTEREST 

6.1 The Company expects employees to perform their duties conscientiously, honestly and in 
accordance with the best interests of the Company. 

6.2 Employees must not use their positions or knowledge gained through their employment with 
the Company for private or personal advantage or in such a manner that a conflict or an 
appearance of conflict arises between the Company's interest and their personal interests. A 
conflict could arise where an employee, a member of an employee's family or a business with 
which the employee or family member is employed obtains a gain, advantage or profit by 
virtue of the employee's position with the Company or knowledge gained through that 
position. 

6.3 If employees feel that a course of action which they may have pursued, are pursuing or are 
contemplating pursuing, may involve them in a conflict of interest situation, they should 
immediately make all the facts known to the person to whom they report. 

6.4 Employees who are in possession of material non-public information shall not use this 
information themselves, nor pass such information on to others for their use. 

7. CULTURE 

7.1 The Company is committed .to contributing to national competitiveness and growth by 
delivering services that are reliable, safe, trustworthy, responsive and preferred by our 
customers. 

7.2 All Company employees are expected to commit to achieving a winning culture and to 
consistently live by it, in the following ways: 

7.2.1 Promoting a safety mindset and culture of safety by being safety conscious i.e. always 
thinking about safety, putting safety first, complying with safety policies and 
procedures, and demonstrating care for the lives of fellow employees and workers; 

7.2.2 Ensuring good communication by consistently providing access to information that is 
required to deliver performance, giving and receiving feedback, communicating and 
consulting positively and constructively, encouraging teamwork, and co-operation 
and communication between the divisions; 

7.2.3 Treating each other as well as external stakeholders with dignity and respect by 
exhibiting fairness, embracing diversity, being honest, transparent and intolerant of 
racism, all forms of sexism such as sexual harassment and any discrimination on the 
basis of gender, religious affiliation and cultural differences; 

7.2.4 Being empowered to perform by ensuring access to adequate training and 
development, exhibiting effective management, ensuring a good working 
environment and conditions, and employing adequate people with the right skills, 
tools and equipment to get the job done; 
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7.2.5 Promoting a business focus by being responsive to the needs of our customers, being 
performance driven, protecting and respecting company assets, ensuring service 
excellence and going the extra mile for customers; 

7.2.6 Recognising and rewarding good work by acknowledging good performance, and 
demonstrating dedication and commitment; and 

7.2.7 Delivering on promises by taking responsibility and accountability for actions, 
honouring our work and being on time and reliable. 

8. COMPLIANCE WITH LAWS AND REGULATIONS 

8.1 Employees must comply with all applicable laws and regulations, which relate to their 
activities for an on behalf of the Company. The Company will not condone any violation of 
the law or unethical business dealing by any employee, including the payment for, or any 
other participation in, an illegal act such as bribery or money laundering activities. 

8.2 Employees must ensure that their conduct cannot be interpreted as being in any way in 
contravention of applicable laws and regulations governing the operations of the Company. 
Employees should bear in mind that the perception of their actions by others is important 
and should act accordingly. 

9. CONFIDENTIAL INFORMATION AND TRADE SECRETS 

9.1 Sincerity, truthfulness, transparency and the keeping of promises contributes not only to 
credibility and stability, but also to the smoothness and efficiency of business transactions. 

9.2 Employees will have access to information related to the Company's business strategies and 
contractual relationships with third parties. This information must be regarded as trade 
secrets, which include the following: 

9.2.1 Intellectual property, know-how, processes and techniques, technical detail, methods 
of operating, cost and source of material, pricing and purchasing policies, systems 
design and development information; 

9.2.2 Names of customers and financial arrangements between the Company and suppliers 
of services, information, hardware and software products; 

9.2.3 The contractual and financial arrangements between the Company and its customers 
and business associates; 

9.2.4 The design and function of any software and/or hardware used or supplied by the 
Company; 

9.2.5 Details of the Company's financial structure and operating results; 
9.2.6 Details of the Company's business operations, strategic planning and positioning, and 

policy considerations; and 
9.2.7 Other matters which relate to the Company's business in respect of which 

information is not readily available in the course of business to a competitor of the 
Company. 

9.3 Employees should understand that: 

9.3.1 Trade secrets are of considerable value to the Company; 
9.3.2 Employees are given access to trade secrets so that they can effectively carry out 

their duties; 
9.3.3 They have a duty of trust and confidence and a duty to act at all times in the best 

interests of the Company; 
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9.3.4 The disclosure of any trade secrets to any client or actual or potential competitor of 
the Company would place the Company at a serious competitive disadvantage, and 
would cause damage to the Company's business; and 

9.3.5 The Company has, in terms of contracts with third parties, provided undertakings and 
if employees breach their obligations, the Company will suffer damages as a result. 

9.4 During the employment with the Company or any time thereafter, employees may not: 

9.4.1 Make copies or distribute or use for their benefit or the benefit of any other person, 
and shall keep confidential and not disclose, any trade secrets other than to those 
persons connected with the Company who are required to know those trade secrets; 

9.4.2 Persuade, encourage, procure or solicit any employee or consultant engaged by the 
Company to reveal trade secrets; and 

9.4.3 Provide any information or advice, acquired by the employee or consultant as a result 
of their association with the Company, to any unauthorised person. 

10. GIFTS AND GRATUITIES 

10.1 All business decisions and transactions must be made with uncompromised integrity, 
honesty and objectivity of judgement. The Company Gift Policy will regulate and control 
the acceptance and giving of gifts in the Company business environment. 

11. RELATIONSHIP WITH TRADE PARTNERS 

11.1 The Company must treat its suppliers and competitors with honesty and fairness and 
recognizes that relationships with trade partners (clients, customers and suppliers) creates 
many potential situations where conflict of interest, real or perceived, may arise. 

11.2 Employees must ensure that they are independent and are seen to be independent, of any 
external entity or business which has a contractual relationship with the Company. 

11.3 If such a relationship may influence or create the perception of influencing their decisions 
in the performance of their duties on behalf of the Company, employees should not invest 
in, or acquire a financial interest directly or indirectly, in such an entity. 

12. NON-EXECUTIVE DIRECTORSHIPS 

12.1 When outside business directorships/memberships are being considered, prior written 
approval must be obtained from the Group Chief Executive or his/her delegated authority. 

13. POLITICAL AFFILIATIONS 

13.1 The Company is a private owned enterprise, and as such is not affiliated or aligned to any 
political organisation. Employees may not engage in any political party affairs during work 
hours or use any Company resources for this purpose. 

13.2 The Company will not attempt to influence any such activity provided there is no disruption 
to work place activities and employees refrain from industrial unrest. 

13.3 The Company will not make donations to any political party. 
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14. THE ENVIRONMENT 

14.1 In accordance with all applicable legislation, employees should protect and, where possible, 
improve the environment, promote sustainable development, and prevent the wasteful 
use of natural resources. 

15. FRAUD AND CORRUPTION 

15.1 Employees must not participate in or condone bribery, corruption or other fraudulent 
practices. 

16. EXTRANEOUS EMPLOYMENT 

16.1 Employees are prohibited from conducting private businesses during working hours and/or 
using company assets for this purpose. 

16.2 Employees are not permitted to engage in any other work or activity for remuneration 
without obtaining prior written consent from the Group Chief Executive or his/her 
delegated authority. 

16.3 Employees must declare any interest in any other business or undertaking or institute or 
participation in any other remunerated activity that may result in a possible conflict of 
interest. 

16.4 Where employees accept any political appointment into formal political structures such as 
a Member of Parliament or municipal councillor, they would be required to resign from 
their positions in the Company as such appointment would require an unreasonable time 
away from the office resulting in lost productivity to the Company. 

17. COMPANY FUNDS AND ASSETS 

17.1 The Company has developed a number of internal controls to safeguard its assets and 
imposes strict standards to prevent fraud and dishonesty. All employees who have access 
to the Company's funds in any form must at all times follow prescribed procedures for 
recording, handling and protecting such funds. Operating areas may implement policies 
and procedures relating to the safeguarding of Company's property, including computer 
software. 

17.2 Employees must at all times ensure that the Company's funds and property are used only 
for legitimate Company business purposes. Where an employee's position requires 
Company funds to be spent, it is the individual's responsibility to use good judgement on 
the Company's behalf and to ensure that appropriate value is received by the Company for 
such expenditure. 

17.3 If employees become aware of any evidence that the Company's fund or property may 
have been used in a fraudulent or improper manner, they should immediately and 
confidentially advise the Company as set out in the "Contravention of the Code" section of 
this Code. 

18. COMPANY RECORDS 

18.1 Accurate and reliable records of many kinds are necessary to meet the Company's legal and 
financial obligations and to manage the affairs of the Company. 
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18.2 The Company's books and records should reflect all business transactions in an accurate 
and timely manner. Undisclosed or unrecorded revenues, expenses, assets or liabilities are 
not permissible and the employees responsible for accounting and record-keeping 
functions are expected to be diligent in enforcing proper practices. 

19. MEDIA RELATIONS 

19.1 In addition to everyday communications with outside persons and organisations, the 
Company may, on occasion, be asked to express its views to the media on certain issues. 

19.2 When communicating publicly on matters that involve Company business, employees must 
not presume to speak for the Company on any matter unless they are certain that the 
views they express are those of the Company and it is the Company's desire that such 
views be publicly disseminated. Employees approached by the media should immediately 
contact the Chief Executive Officer. 

19.3 An employee, when dealing with anyone outside the Company, including public officials, 
must take care not to compromise the integrity or damage the reputation of any outside 
individual, business or government body, or that of the Company. As a general rule, the 
Company's position on public policy or industry issues will be dealt with by senior 
management. Media statements about the Company and its business should be reviewed 
in advance with the relevant Managing Director. 

19.4 Employees should separate their personal roles from the Company's position when 
communicating on matters not involving the Company's business. They should be 
especially careful to ensure that they are not identified with the Company when pursuing 
personal or political activities, unless this identification has been specifically authorised in 
advance by the Company. 

20. PRIVACY AND CONFIDENTIALITY 

20.1 In the course of business, the Company accumulates a considerable amount of information. 
The following principles are to be observed: 

20.1.1 Obtaining and safeguarding information: 
Only such information as is necessary to the Company's business should be collected, 
used and retained. When personal information is needed, wherever possible it 
should be obtained directly from the person concerned. Only reputable and reliable 
sources should be used to supplement this information. Information should only be 
retained as long as it is needed or as required by law and such information should be 
physically secured and protected. 

20.1.2 Access to information: 
Information with respect to any confidential product, plan or business transaction of 
the Company, or personal information regarding employees (including their salaries) 
and other stakeholders, must not be disclosed by any employee unless and until 
proper authorisation for such disclosure has been obtained. In addition, operating 
areas may implement policies and procedures to prevent improper transmission 
within the Company of material non-public information concerning publicly traded 
companies. 
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20.2 All personal data collected and held by the Company must be stored and processed fairly, 
transparently and securely in compliance with the Southey Protection of Personal 
Information policy, and in accordance with applicable data privacy laws, including the 
Protection of Personal Information Act No. 4 of 2013. 

21. WHISTLEBLOWING 

21.1 The Company's whistleblowing procedure aims to provide a channel for any person to raise 
concerns and report on unlawful or irregular conduct occurring in the company, relating to 
the following matters in terms of the Protected Disclosures Act 26 of 2000 and the 
Protected Disclosures Amendment Act 5 of 2017: 

• Criminal offences 

• Failure to comply with certain legal obligations 
• Miscarriages of justice 
• Endangering of the health and safety of individuals 

• Damage to the environment 
• Unfair discrimination as defined in the Employment Equity Act and the Promotion 

of Equality and Prevention of Unfair Discrimination Act. 

21.2 Employees and other stakeholders are encouraged to report their concerns of unlawful or 
irregular conduct within the Company to: 

Mr. Barry Wickins OR Mr. Peter Ringelmann: 
Tel: 011 608 6500 Tel: 031 533 0700 
Email: bwickins@southey.co.za Email: pringelmann@southey.co.za 
Fax: 011 608 4921 Fax: 031 569 6592 

21.3 All concerns reported will be treated with the strictest confidence, and every effort will be 
made, subject to any legal constraints, not to reveal the identity of the whistleblower 
without their permission. Circumstances may, however, dictate that in time it may be 
necessary for their identity to become known, for example if they may have to be called as 
a witness. 

21.4 All reports made in good faith will be responded to fairly and consistently. Where 
appropriate, issues raised may be investigated by management, internal audit, or other 
investigating authorities. 

21.5 Subject to legal constraints, the whistleblower will be kept informed of the progress and 
outcome of an investigation. 

21.6 The Protected Disclosures Act provides for the protection of whistleblowers from 
occupational detriment by employers when making certain protected disclosures, and 
provides remedies for such occupational detriment. 

21.7 The Company discourages malicious and dishonest whistleblowing. It is an offence to 
intentionally provide false information with an intention to cause harm to the affected 
party. Appropriate disciplinary and/or legal action may be taken against a whistleblower 
who has intentionally provided false information. 
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22. CONTRAVENTION OF THE CODE 

22.1 If employees become aware of, or suspect a contravention of the Code, or believe that 
their own actions have or may have contravened the Code, they must promptly and very 
confidentially advise the person to whom they report or to the Divisional Managing 
Director. 

22.2 The notification may be anonymous, and any investigation will be handled discreetly with 
no further involvement by the claimant, if this is required and/or appropriate in the 
circumstances. 

22.3 The resultant report will be reviewed by the Group Financial Director, who will, in 
consultation with the Group Chief Executive, decide on the disciplinary action to be taken. 
As contravention of the Code is a serious matter, it may result in disciplinary action, 
including termination of employment. Certain breaches of the Code could also result in 
civil or criminal proceedings. 




