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Context & Purpose

Scope

The Company conducts business in an honest and ethical manner. It takes a zero-tolerance approach to
bribery, corruption and fraud and is committed to acting professionally, fairly and with integrity in all its
business dealings and relationships by implementing and enforcing effective systems to manage such issues.

This policy is intended to clarify:

> what bribery, corruption and fraud are.
> your responsibilities.
»  processes for reporting.

Guidelines and Scope

What is Bribery, Corruption and Fraud?

Bribery is the offering, promising, giving, soliciting or accepting an inducement such as a payment or
provision of a benefit which is not legitimately due, to influence the performance of a person’s duty and/or
to encourage misuse of his or her authority. Bribery requires intention and conduct and can take the form of
gifts, rewards and other favours.

Similarly, a person who does not personally provide or offer a benefit but instead procures someone else to
do so on his or her behalf, is likely to be found to have aided, abetted, counselled or procured a bribe.

There are Federal, State and Territory laws that criminalise bribery of both public officials and private
individuals.

Corruption is the dishonest or fraudulent conduct by those entrusted with power for personal gain.

It can include foreign and domestic bribery, destruction, removal or inappropriate use or disclosure of
records, data, materials, intellectual property or assets, or any similar or related inappropriate conduct.

Examples of corrupt conduct include, but are not limited to:

> a person improperly using, or trying to improperly use, the knowledge, power or resources of their
position for personal gain or the advantage of others

»  disclosing private, confidential or proprietary information to outside parties without implied or expressed
consent

>  accepting or seeking anything of material value.

Fraud is dishonestly obtaining a benefit, or causing a loss, by deception or other means.
Examples of fraud and dishonesty may include, but are not limited to:

>  knowingly providing false, incomplete or misleading information for unfair, unjustified or unlawful gain

>  unauthorised possession, use or misappropriation of funds or assets including for example
embezzlement and misappropriation

> tax evasion
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»  payroll theft via the processing system or through dishonest leave practices
»  forgery or alteration of any document or record

» identity fraud, in which someone wrongfully obtains and uses another person's personal data for
personal gain, including by making unauthorised purchases or selling someone’s information to a third

party.

Responsibilities

The company takes a zero-tolerance approach to all form of bribery, corruption and fraud, and is strongly
committed to delivering accountability and transparency to all clients and stakeholders.

The company also understands general obligations with respect to bribery, corruption and fraud and is
committed to ensuring compliance with relevant legislative and regulatory requirements, including that it
protects people who disclose such unlawful behaviour from victimisation.

It is the responsibility of all those working for us, whether as employees, directors, officers, consultants,
representatives, secondees, contractors, volunteers or similar to comply with the following:

>  Help detect, prevent and report instances of bribery, corruption, fraud and any other wrongdoing.
»  Must not authorise, offer, promise or give a bribe to anyone in the public or private sector.

»  Must not demand, request, receive, accept, solicit or take a bribe from anyone in the public or private
sector, which can include gifts, hospitality and gratuities from third parties such as suppliers or
customers.

>  Must not misuse funds or other property of the company or that of its clients (such as but not limited to
intellectual property, confidential information and information of third parties).

>  Must comply with all relevant policies.

»  Avoid any activity that might lead to, or suggest, a breach of this policy.

»  If in a situation where their employment duties or responsibilities conflict or may conflict with their
personal interests, the conflict must be disclosed.

Any person that breaches this policy will face disciplinary action, which could result in termination of
employment or contractual relationships for gross misconduct.

How to raise a concern

To the maximum extent practicable, a person who genuinely discloses an allegation or concern about
bribery, corruption or fraud in breach of this policy, a law or other standard of behaviour (*Whistleblower")
will be protected from any adverse action for having raised such allegations or concerns, even where they
prove to be unsubstantiated or incorrect. Except that, a person who maliciously or vexatiously makes a
disclosure or false allegations may be subject to disciplinary action.

This protection also applies to employees who participate or assist in an investigation concerning bribery,
corruption or fraud.

Reasonable grounds

Before making a disclosure, you must have reasonable grounds to suspect the relevant conduct has occurred
or is happening.

Accordingly, all disclosures should provide specific, adequate and pertinent information with respect to,
among other things, dates, places, persons, witnesses and the like, to enable a reasonable investigation to
be conducted.
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However, whistleblowing does not give you immunity from disciplinary or legal actions if found guilty of the
same or similar misconduct.

Workplace policy

For your own benefit, it is important that you do not ‘blow the whistle” on any conduct before understanding
your rights and obligations as a Whistleblower. You may not be protected by law if your allegation or
concerns are not about reportable conduct that is protected.

Accordingly, you are encouraged to speak with an authorised Whistleblower Protection Officer, a senior
manager, director or company secretary.

The company recognises that maintaining appropriate confidentiality is crucial in ensuring that potential
Whistleblowers make disclosures of bribery, corruption and fraud in an open and timely manner, and without
fear of reprisal.

Accordingly, the company will take all reasonable steps to protect the identity of the Whistleblower and will
adhere to any statutory requirements in respect of the confidentiality of disclosures made. However, in
appropriate cases, disclosure of the identity of the Whistleblower, or the allegation made by them, may be
unavoidable.

Compliance

It is your responsibility to understand and comply with this policy. You will not be excused for any breach of
this policy because you were instructed or influenced to act in a way that constitutes a breach of this policy.
Ignorance will not be accepted as justification for a breach.

If there is an alleged breach of this policy, it may be investigated. If an investigation discloses that a breach
is substantiated, disciplinary action may be taken, which may include a formal warning, suspension,
reassignment or demotion, or termination of employment.

The following procedures should be observed in circumstances of a breach or suspected breach of this
policy. These steps are guidelines only and different processes or steps for dealing with complaints may be
taken on a case-by-case basis.

Formally report the alleged breach to your supervisor, manager, human resource manager or a senior
manager either by initiating a discussion or setting out the complaint in writing.

For this purpose, it is important that you keep a written record of the incident(s) including:

»  day, date, time and location of the incident
> names of the people involved, including witnesses
>  details of what happened.

Once a disclosure has been received, the company will consider the most appropriate action. This might
include an investigation of the alleged conduct, either by an appropriate person or a group of people, such
as a committee.

Any investigation in relation to a disclosure will be conducted promptly and fairly, with due regard for the
nature of the allegation and the rights of the persons involved in the investigation.

Any evidence gathered during an investigation, including any materials, documents or records, must be held
by the investigator, and held securely.
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During the investigation, the investigator will have access to all of the relevant materials, documents, and
records. The directors, officers, employees and agents of the company must cooperate fully with the
investigator.

Following the investigation, a final report will be issued, and appropriate action taken where applicable. If
appropriate a disclosure may be referred to law enforcement agencies.

If the Whistleblower was involved in the conduct, which was the subject of the disclosure, the fact that the
Whistleblower has made the disclosure may be taken into account in determining the severity of the
disciplinary measures, if any, that may eventually be taken against such Whistleblower.

Questions

This policy does not cover every possible event or action. There will be circumstances where it is difficult to
know what to do. In such cases you must exercise caution and common sense and comply with the
underlying principles of this policy. If you have any questions or doubts about this policy please direct them
to your supervisor, manager, human resources or a senior manager.

Other Matters

Any breach of this policy will be taken seriously and may result in disciplinary action, up to and including
termination of employment.

In so far as this policy imposes any obligations on the Company, those obligations are not contractual and
do not give rise to any contractual rights. To the extent that this policy describes benefits and entitlements
for employees, they are discretionary in nature and are also not intended to be contractual. The terms and
conditions of employment that are intended to be contractual are set out in an employee’s written
employment contract.

Disclaimer

The Company reserves the right to amend or rescind this procedure at any time without notice.
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