COMMUNICATION AND DISCLOSURE POLICY
Background
As part of our overall policy of open disclosure, the Company ensures that all material communications
regarding its operations are made available to all interested stakeholders in a timely fashion. To ensure
that information about or concerning the Company which is to be given to the news media is timely,
accurate, consistent, appropriate and conforms with Company policy, no public statement may be
made on any matter concerning our work, our employees or our customers except in accordance with
this policy.
Listing Rule 3.1 of the Australian Securities Exchange (“ASX”) requires listed entities to immediately
notify the ASX when it becomes aware of any material information which is price sensitive (unless one
of the exceptions apply) that a reasonable person would expect to have a material effect on the listed
entity’s securities.
Purpose
This document sets out the Company’s policies and procedures which are aimed at ensuring the
Company complies with Listing Rule 3.1.
Definitions
In this Policy:
Board means the Board of the Company;
CEO means the Chief Executive Officer (who may also be the Managing Director);
CFO means the Chief Financial Officer;
Chair means the chair of the Board;
Director means a director of the Company;
Policy means this Communication and Disclosure Policy as amended from time to time; and
Secretary means the secretary of the Company;
Senior Management means employees of the Company who manage the Company pursuant to the
directions and delegations of the Board.
Board Policy on Disclosure
The Board is aware of its continuous disclosure obligations in respect of material information, and
embraces the principle of providing access to that information to the widest audience.
To ensure that these principles are appropriately actioned, the Board has nominated the Secretary as
having responsibility for:
•
•
•

ensuring that the Company complies with continuous disclosure requirements;
overseeing and co-ordinating disclosure of information to ASX, analysts, brokers, shareholders,
the media and the public;
educating directors and staff on the Company’s disclosure policies and procedures and raising
awareness of the principles underlying continuous disclosure.

To safeguard against inadvertent disclosure of price sensitive information, the Board has agreed to
keep to a minimum the number of directors and staff authorised to speak on the Company’s behalf.
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In order of precedence, the following combinations of officers have authority to speak on behalf of the
Company without the prior approval of the Board:
•
•
•
•

the Chair and/or the CEO, separately, then
the Chair and a director, jointly, then
any 2 directors and the CEO, jointly (by majority), and then
in extreme circumstances, any 2 directors, jointly.

These officers are also authorised to clarify information that the Company has released publicly
through the ASX, but must avoid commenting on other price sensitive matters.
The Company has determined that the Secretary must be made aware of any information disclosures in
advance, including information to be presented at private briefings. This will minimise the risk of
breaching the continuous disclosure requirements.
Responses to enquiries from market analysts are to be confined to errors in factual information and
underlying assumptions. Earnings expectations are to be managed by using the continuous disclosure
regime and any change to expectations is to be made by ASX announcement before commenting to
anyone outside the Company.
The Company will not disclose price-sensitive information in any forum unless it has been previously
disclosed to the ASX.
Responsibilities
Directors and Senior Management must:
•
•
•

understand the continuous disclosure requirements set out in the ASX Listing Rules;
convey all potentially material information to the Company Secretary or Chair immediately
after obtaining or becoming aware of such information; and
convey all information that would or would likely influence persons who commonly invest in
securities to the Company Secretary or the Chair.

The Secretary must:
•

•
•

•
•
•
•

determine, in liaison with the Chair and CEO, whether information conveyed to the Secretary
must be disclosed to the ASX before disclosing it to any person, including analysts and others
outside the Company;
prepare an appropriate announcement in conjunction with the Chair and CEO, ensuring that
the material information is reported in an objective and complete manner;
report material information to the ASX following the approval of the Board, ensuring that
information reported is factual and does not omit any material information required to be
disclosed under the ASX Listing Rules;
ensuring that all information released through the ASX is promptly made available to its
bankers and other parties to whom it has a similar reporting responsibility;
the further dissemination of information, after it has been released through the ASX, to
investors and other interested parties;
posting such information on the Company’s website immediately after the ASX confirms that it
has received such announcements;
reviewing all briefings and discussions with media representatives, analysts and major
shareholders, to check whether any price sensitive information has been inadvertently
disclosed. If so, to immediately announce the information through the ASX.
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Shareholder Communications Strategy
The Board acknowledges the need for effective communications with shareholders and has adopted
the following strategy:
•
•
•
•
•
•

•

providing shareholders with timely access to balanced information concerning the Company via
ASX market releases;
shareholder meetings are structured to provide effective communication to shareholders and
allow reasonable opportunity for informed shareholder participation;
the external auditor attends the annual general meeting and is available to respond to
shareholder questions;
the Company's annual report is available (at the shareholder's option);
in addition to the annual report, the Company issues a report with the release of the half-year
and full-year financial results, which is posted on its website;
the Company posts on its website all relevant announcements made to the market (including
information used for analyst briefings and press releases) after they have been released to the
ASX; and
shareholder questions may be posed to the Company via email communication (please refer to
the Company's website) or by written correspondence or telephone to the Secretary.
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CODE OF CONDUCT
The Company is committed to the highest standards of honesty and ethical practices in all aspects of
the Company’s operations.
Minimum Standards
This Code of Conduct may be amended from time to time but will always comply with the following
minimum standards:
•
•
•
•

The Company will regularly review its practices and procedures to ensure that its legal
obligations are being met;
The Company must publish this Code as amended on the Company’s web page;
All employees of the Company and particularly Senior Management and Directors must act
honestly always in the exercise of their duties as an employee; and
All employees of the Company and particularly Senior Management and Directors will act to
the best of their ability given their skills and experience.

The Board and Senior Management endorse this Code. A condition of employment for any employee
of the Company is agreeing to be bound by this Code
Purpose
This document sets out:
•
•

the standards of ethical behaviour and good corporate governance that are required to be
achieved by the Board, Senior Management and employees; and
how the Company will engender good corporate governance practices and encourage
observance of the standards of behaviour and good corporate governance set out herein.

In the compilation of this Code, the Company has where possible and appropriate followed the
Recommendations of the ASX Corporate Governance Principles and Recommendations, 3rd. edition
(2014).
This document is not a legal document but sets out the aspirations and values of the Company to be
adhered to.
Definitions
In this Code:
Board means the Board of the Company;
Code means this Code of Conduct as amended from time to time;
Related Entity has the same meaning as provided under section 9 of the Corporations Act 2001 (Cth);
Senior Management means employees of the Company who manage the Company pursuant to the
directions and delegations of the Board.
Standards
Integrity, Honesty and Fairness
The Directors, Senior Management and every employee of the Company is expected to:
•

deal fairly with customers, suppliers and the community;
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•

•
•
•
•
•
•
•
•

understand and comply with legal requirements and the policies of the Company the
requirements placed on the Directors under Chapter 2D, Part 2D.1 of the Corporations Act
2001 (Cth);
avoid actual or potential conflicts of interest and declare any actual or potential conflicts
that arise. Those conflicts include but are not limited to financial conflicts of interest;
take reasonable steps to avoid or manage any actual conflict or potential conflict that does
arise;
report any complaint or instance of dissatisfaction with the Company, its Senior
Management or employees to the Board;
never accept or offer any bribes or rebates or any other form of inducement or enticement;
decline to accept any gift which may affect their motivation to act in the best interest of the
Company;
trade only in shares of the Company in strict accordance with the Company’s share trading
policy;
maintain confidentiality with respect to all dealings of the Company and maintain the
confidences of all persons the Company has dealings with; and
maintain individual’s privacy and not use any personal information provided to the Company
for any purpose other than for that which it was provided to the Company.

Good Corporate Citizenship
The Company recognizes that it operates in an environment which impacts on various interests in
the community. In pursuing corporate responsibility, the Company will:
•
•

•
•

always consider the environmental, sociological and economic impacts of our operations;
implement appropriate health and safety and environmental policies which balance the
interests of our stakeholders and the communities in which we operate but always place the
health and safety of our employees and others first;
observe the letter and spirit of relevant laws and regulations; and
adhere to the ASX Corporate Governance Principles and Recommendations.

Workplace Fairness
The Company values its employees. The objective of the Company is to create a diverse and
equitable workplace where employees feel encouraged to perform and are free from discrimination
based on age, gender, race, religion, sexual orientation or marital status.
In pursuit of this objective, the Company will:
•
•

•

not tolerate any act of harassment or discrimination;
encourage the reporting of any act of harassment and deal swiftly and appropriately with
those in breach of the standards to minimize harm, protecting the reporting employee if
appropriate; and
openly apply policies of performance management, recognize achievement consistent with
the policies and communicate to employee’s areas in which they could improve.

Trading Activities
The Company values fair competition and trade practices and will seek to comply with the letter and
spirit of all Commonwealth and State or Territory trade practices laws where applicable. In pursuing
this objective, the Company expects that:
•

its employees and particularly Senior Management will exercise the highest level of honesty
and integrity in all dealings with suppliers, customers and consumers in relation to marketing
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•

and selling activities, use of market power, description of goods, our relationships with
suppliers and the quality and safety of our products; and
its employees and particularly Senior Management, will never say or do anything that is
likely to mislead or deceive anyone dealing with the Company.

Assistance
The Company treats breaches of this Code very seriously.
If you have any concerns or queries about conduct which may have breached this Code, it should be
reported to a member of Senior Management. Employees making a report in good faith will be
treated fairly and confidentially if appropriate. The report will be handled appropriately as the
circumstances dictate to minimize harm to all parties.
Please contact the Company if you have any query or concern which has not been addressed in this
Code or any other policy of the Company.
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