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MANHEIM 
CODE OF CONDUCT



Manheim is committed to conducting business in 

an honest, ethical manner and complying with 

all applicable laws.  Trading fairly, lawfully and 

with integrity are key principles that we should all 

adhere to. We believe adhering to these standards 

is an integral part of Manheim’s culture and a critical 

component of our unique selling proposition. 

This Code of Conduct sets out some of the important 

expectations the ELT has for itself and for all of Manheim’s 

employees.  Adherence to the principles set out in this Code is compulsory for every Manheim 

employee:  in doing so it will ensure that the business complies with the law, but also operates 

to the standards that should be expected of a leading automotive services company.  

Manheim also expects all of its suppliers, contractors and agency staff to act in accordance with 

the standards that the ELT has for its employees.

This Code specifically addresses the Criminal Code Act (1995), the Competition and Consumer 

Act (2010) and other regulatory requirements.  It also details broader principles that should 

ensure the business operates ethically and with common sense.  In turn, this should help to 

secure sustainable and profitable growth for Manheim.

As this Code deals with important issues, a failure to comply with it will be a disciplinary offence 

which could lead to dismissal. A failure to comply with the Code of Conduct may also lead to 

individual fines and/or imprisonment as well as fines for the company.

It is important you read this Code of Conduct carefully to ensure you understand how it affects 

your day to day role.  As the law is sometimes complex and difficult to apply in practice, you 

should obtain legal advice from our in-house Legal Counsel if you are in any doubt as to whether 

a proposed agreement or business transaction may infringe the requirements of this Code. 

Depending on the nature of your enquiry, please also feel free to speak directly to your Manager 

or Supervisor as well as a member of our People and Culture Department. 

Thank you for you time in reading this Code of Conduct and in your adherence to it.

 

Campbell Jones  

Managing Director
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General Principles
Manheim believes that all employees should operate in accordance with the following principles:

You will:
 • Act with integrity and honesty; 
 • Comply with the law and company policies; 
 • Act in the best interests of the Manheim group of companies; 
 • Conduct business fairly, truthfully and honestly; 
 • Treat colleagues and customers with respect; 
 • Adhere to company workplace health and safety policies ; 
 • Meet the highest standards of behaviours and personal appearance; 
 •  Protect and keep confidential all business and trading information, any other information of a 

confidential nature and individual’s personal information.  This should include the information about 
our employees and our customers.

You must not:
 • Bring Manheim into disrepute; 
 • Bully or intimidate or attempt to bully or intimidate others; 
 • Inappropriately accept or offer any benefits in connection with a sale or similar transaction; 
 •  Discriminate against people on the grounds of race, gender, relationship or carer status, disability/

impairment, religion or belief, sexual preference or orientation or age;

Doing the right thing is demonstrated by acting with integrity, honesty and trust at all times – at work, while 
representing the company and outside of work hours.

Appropriate workplace behaviour 
We are all responsible for fostering a working environment where everyone is treated with dignity, courtesy 
and respect.  This includes not engaging in the type of conduct or behaviour which is listed following.

Employees should be aware that conduct that is found to be bullying, harassment or discriminatory could be 
a breach of the relevant legislation and therefore illegal.

Unacceptable conduct includes, but is not limited to:
 •  Harassment in the form of and not limited to displaying offensive material (including electronic 

format), unwelcome physical contact, offensive or demeaning statements, jokes, comments or 
innuendo or unwelcome remarks or intimidation;

 •  ‘Display Bullying’ such as physical and/or verbal abuse, intimidation, excluding or isolating individuals, 
assigning impossible or meaningless tasks, yelling, screaming, insulting or offensive behaviour, 
psychological abuse, deliberately changing work rosters to inconvenience employees, spreading 
rumours, gossip  and innuendo of a malicious nature, displaying material that is degrading or 
offending, deliberately withholding information vital for effective work performance, teasing or 
regularly making someone the brunt of a practical joke;

 • Possessing or consuming alcohol or illegal drugs during work hours; 
 • Working under the influence of illegal drugs or alcohol; 

General Principles
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 • Using objectionable or obscene language towards customers or employees of the company; 
 • Making objectionable or obscene gestures to customers or employees;  
 • Behaving in  a fraudulent and dishonest manner; 
 • Falsifying company documents; 
 • Making unauthorised statements or providing unauthorised information to the media; 
 • Inappropriate use of company information, systems or assets; 
 •  Posting of inappropriate, false or malicious comments or materials online regarding the company, the 

workplace, and your colleagues, including  but not limited to social networking sites, emails and text 
messages;

 •  Discriminating against people on the grounds of race, gender, gender identity, disability/impairment, 
religion or belief, sexual preference or orientation, age, intersex status, transexuality, social origin, 
physical features, employment activity, political belief or activity or a personal association with 
someone who, or is assumed to have, any of these personal characteristics ;

 •  Discriminating against people on the grounds of marital or relationship status, parental status, carer’s 
responsibility, pregnancy, breastfeeding, sex or lawful sexual activity.

Dress code 
You are expected to dress appropriately during work hours or when representing the company. This means 
presenting yourself in a professional, business appropriate style at all times in line with the dress code policy. 
In addition you must ensure that your attire does not present a safety issue.

Manheim Values
In addition to the General Principles set out above, Manheim also has in place a number of core values and 
behaviours.  These are important principles and you should seek to conduct yourself in accordance with them.

General Principles
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Anti-Bribery policy and guidance
 1.  Anti-bribery legislation prohibits the giving or receiving of bribes.  Manheim is committed to 

complying with these requirements. 

 2.  This section sets out various aspects of the law and Manheim’s expectations of its employees, 
contractors and suppliers.

Summary of the law
 3.  The following description is a brief summary and overview of some aspects of the laws that relate to 

bribery. You should be aware, however, that it is not complete and does not set out all the obligations 
detailed under Australian law governing bribery.

In general terms, it is an offence for someone to offer, promise or give a financial advantage to another 
person if the intention is to:

(i) induce a person to perform an act improperly; or 
(ii) to reward a person for having acted improperly; or 
(iii) where accepting any such advantage is of itself improper.

It is an offence to request, agree to receive or accept a financial or other advantage intending that an 
improper act will follow or for it to be a reward for an improper act undertaken.

 4. The main offences under the Criminal Code  Act 1995 (Cth) can be summarised as: 
  (a) paying a bribe; 
  (b) receiving a bribe; 
  (c) bribing a Commonwealth  public official; 
  (d) aid, abet, counsel, procure, solicit or incite the commission of these offences 
  (e) a failure by a commercial organisation to prevent bribery.

 5.  Committing one of the offences could lead to a fine or imprisonment.  Imprisonment could be 
for a period of up to 10 years while files can be up to $1.7m.  Manheim could be subject to fines 
ranging from $17m, or 3 times the value of any benefit generated from the offence(s), or 10% of 
the annual turnover of the company – whichever is greatest. It is likely an employee who receives a 
bribe will contravene the Corporations Act 2001 (Cth) and will face a fine of up to $200,000 or a 
disqualification order or a compensation order.

 6. Manheim therefore requires its representatives to abide by the following principles:

 
Manheim’s Principles
  • We will carry out business fairly, honestly and openly; 
  • We will not offer or provide bribes; and 
  • We will not accept bribes.

 7.  Save as otherwise set out in this Code of Conduct, Manheim prohibits any officer, employee, 
contractor or representative (together “Representative”) of Manheim from seeking any gift or 
hospitality in the conduct of Manheim’s business.

Anti-Bribery policy and guidance
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 8.  Save as otherwise set out in this Code  of Conduct, Manheim prohibits any Representative from 
offering, promising or giving a financial or other advantage to any individual or organisation with the 
intention or effect that this will obtain an advantage for Manheim.

 9.  Note that normal business practices such as the offering of discounts, rebates and other legitimate 
trading practices are perfectly acceptable.

 10.  This Code of Conduct does not prevent corporate hospitality, but corporate hospitality is subject to 
the rules set out below.

 11.  In no circumstances should a Representative offer or give money (or some other inducement) in order 
to (amongst other things): 
 • Secure a contract; 
 • Win new or additional business; 
• Obtain confidential information.

 12.  In no circumstances should a Representative agree to receive money or some other inducement 
(whether an asset, holiday or some other reward) in order to (amongst other things): 
 • Award someone a contract or business; 
• Release confidential information.

 13.  In no circumstances should a Representative offer a financial or other inducement (excluding proper 
payment for services properly and lawfully performed) to a third party in order for that party to secure 
a particular action or result from another party which would be to Manheim’s benefit.

Guidance on corporate hospitality & gifts
 14.  A Representative may offer gifts of limited value.  Gifts of limited value might be promotional 

items such as umbrellas, confectionary goods or promotional pens or similar goods.   Particularly 
expensive hotel stays lasting several days (or similar holidays), expensive gifts (such as “premium” 
watches or jewellery) or similar items are not appropriate and should not be offered by Manheim’s 
Representatives.

 15.  Any corporate hospitality offered by a Representative which is expected to exceed $1,000 should have 
the prior written approval of the Head of Finance.

 16.  Representatives are forbidden from soliciting gratuities or personal favours from suppliers, vendors or 
buyers. Such conduct may result in dismissal.  When receiving gifts from our customers and suppliers 
the following procedure should be followed: 
 • Any consumable gifts (food or alcohol) which are received should be pooled for redistribution by  
  ballot at the annual Christmas function;  
• Employees are permitted to accept promotional gifts bearing the  givers company logo but only if it  
  is a work related item e.g. diary, pen, note pad, etc; 
• Under no circumstances are cash gratuities acceptable; 
• Employees must never accept any gift or offer other than the  exemptions noted above. 

 17.  Valuable items received as gifts must be returned or disposed of.  A record of the gift and its return or 
disposal should be provided to Manheim’s Legal Counsel.

 18.  Representatives are expected to use their common sense and good judgement in offering or receiving 
corporate hospitality.  The following points should be considered: 
 a.  when being offered a gift or hospitality, Representatives should consider whether it is intended 

to obtain a contract win, obtain commercially sensitive information or influence some commercial 
decision making (in which instance it is likely to be inappropriate);

Anti-Bribery policy and guidance
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  b.  when being offered a gift or hospitality, Representatives should consider whether it is intended 
to celebrate the completion of a transaction, build good working relationships and business 
understanding, develop team working behaviour (in which instance it is not likely to be 
problematic).

 19.  If there is any doubt about any decision regarding gifts, hospitality or any other similar matter that 
may be caught by the laws relating to bribery - Representatives are expected to seek the advice of 
Manheim’s Legal Counsel.

Guidance on accepting or providing entertainment
 20.  A Representative may give and accept reasonable entertainment which is in the legitimate interests 

of the business (which would include building good working relationships and presenting a positive 
image of Manheim).  This may include invitations to corporate entertainment events at the tennis or 
football for example. Hospitality must only be offered or accepted with the express permission of a 
Representative’s Manager or Supervisor.

 21. It is not appropriate to offer expensive meals, golf days or similar  entertainment to someone 
associated or linked to an organisation seeking to  buy services from any part of the company and 
where Manheim is in a  tender or similar process to provide those services.

 22.  A Representative must not give or accept expensive or frequent entertainment.  There must always be 
good business reasons for the entertainment, for example promoting good working relationships or it 
is related to a business meeting.

 23. Representatives must never accept any gift or offer other than the  exemptions noted above.

Audit & advice
 24.  Manheim will from time to time review the expense claims of Representatives in order to satisfy itself 

that claims made have been in accordance with this policy.

 25.  If you are in any doubt about any proposed action, you should report it to Manheim’s Legal Counsel 
or your Manager and seek advice before taking any step.

Anti-Bribery policy and guidance
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Fair Competition Policy and guidance
 
 1.  It is Manheim’s policy to conduct its operations in a way which supports fair and open competition 

and which complies with competition law.

 2.  This document provides a summary of the law and non-exhaustive examples of anti-competitive 
behaviour. This Code of Conduct does not set out a detailed review of Competition Law, but it does 
set out Manheim’s expectations of its employees, contractors and suppliers.

Summary of the Law
The Competition and Consumer Act 2010 (‘the Act’) contains broad principles on matters including:

A prohibition on anti-competitive agreements such as cartels which involves businesses agreeing to act 
together instead of competing with each other.

 3.  If a Representative is engaged in anti-competitive agreements, then they could be subject to 
imprisonment for a period up to 10 years and/or fines of up to $340,000 per criminal cartel offence.  

 4.  For corporations, the maximum fine or pecuniary penalty for each criminal cartel offence or civil 
contravention will be: 
a. the greater of $10, 000, 000; or  
b.  three times the total value of the benefits obtained by one or more persons; or where benefits 

cannot be fully determined, 10% of the annual turnover of the company (including related bodies 
corporate) in the preceding 12 months.

 5. The ACCC has extensive powers to investigate cartels and may:  
  c. compel any person or company to provide information about a suspected legal breach;  
  d. seek and obtain a search warrant from a magistrate and execute this on an officer of a company  
   or the company itself; or 
  e. notify the Australian Federal Police for further action. 

 6. Manheim requires its Representatives to abide by the following principles:

Manheim’s Principles
 • We will not share sensitive commercial information with competitors; 
 • We will not agree to share or allocate customers with our competitors; 
 • We will not engage in bid rigging or collusive tendering – any tender Manheim participates in will be  
  genuine and will reflect its own assessment of prices to be charged and conditions that should apply; 
 • If Manheim has a dominant market share in any region or sector of the market place, it will not price  
  below cost or seek to bind customers in to Manheim’s services for long periods of time or require  
  customers to buy a bundle of services from us. 

Guidance on anti-competitive agreements 
 7.  Agreements need not be in writing as the prohibition extends to “handshake agreements”. 

Exchanges of information which can happen at a trade association gathering, or at business meeting, 
or over a drink in a public setting or on a golf course can all constitute anti-competitive agreements. 

Fair Competition Policy and guidance
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 8.  If the purpose or effect of the agreement or understanding has or is likely to  restrict or distort 
competition, it is likely to infringe competition law.

 9.  If you are in any doubt as to whether any act you propose to take may  infringe competition law, you 
should immediately contact the Manheim Legal Counsel.

Manheim prohibits Representatives from:
 •  Communicating with competitors about our prices or terms of business (unless they are a genuine 

customer for a particular service – in which case they will clearly be entitled to the terms and prices for 
that service);

 • Communicating with competitors about our customers, terms of deals with suppliers/contractors;

 •  Providing competitors with sensitive business information including any proposed increases or 
decreases in charges, any rebate or discount information, any business strategy information and any 
proposed tender submissions and/or associated pricing information;

 •  Agreeing to share customers (so that we would not bid for business in respect of one or more 
customers in return for a competitor not bidding for business in respect of one of our customers);

 •  Colluding on tender responses (including agreeing with competitors the prices that should be 
submitted on responses to tenders and / or agreeing to submit an artificially high price in a tender 
response in return for a competitor doing the same in respect of other tender responses);

 • Imposing excessive non-compete clauses on trading partners.

Misuse of market power 
 10.  The Act prohibits a company with substantial market power of taking advantage of that market 

power for a prohibited anti-competitive purpose. Such purposes include conduct that eliminates or 
substantially damages a competitor or prevents a business from entering the market. 

 11.  If you are in doubt as to whether a set of arrangements may constitute a misuse of market power, 
you should seek advice from the Manheim Legal Counsel.

Where it is in a market power dominant position, Manheim prohibits Representatives from:

  •  Imposing or quoting unfairly low or high prices (prices should not be, for example, below cost in 
order to prevent competitors from entering the market and/or prices should not be set so as to 
make an excessive margin where there is no viable competition);

  •  Bundling together services and products and requiring them both to be bought (for example, 
requiring transportation, inspection, valet and auction to be bought together in order to obtain 
auction services);

  • Acting unfairly or imposing unfair trading terms and conditions on customers and/or suppliers;

  • Imposing or accepting terms which restrict or exclude a party’s freedom to deal with other parties.

Advice
 12.   If you are in any doubt about any proposed action, you should report it to the Manheim Legal 

Counsel and seek advice before taking any step.

Fair Competition Policy and guidance
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General Regulatory Requirements  1.  Employees will be aware of Health & Safety legislation and the requirements of the Privacy Act (1998).  
A number of materials on these areas of law are contained on the Manheim intranet, including our 
Work Health and Safety policy.

 2.  Manheim is committed to complying with its duties to ensure that its employees, contractors, visitors 
and those for whom it is providing services are able to operate within a safe and healthy work 
environment.  Manheim undertakes to employ good management practices to ensure that risks are 
assessed and sensible measures are taken to address them.  

 3. Manheim is committed to: 
  • Providing a working environment and systems of work that are safe and without risk to health; 
  • Providing plant and equipment in a safe condition;  
  • Providing written procedures and instructions to ensure safe systems of work; 
  • Providing information, instruction, training and supervision to workers and contractors to ensure  
   their safety and welfare; 
  • Ensuring workers are consulted about changes to work systems and procedures; 
  • Ensuring compliance with legislative requirements and current industry standards; 
  • Continually reviewing and improving its Work Health and Safety systems;

 4.  Manheim is committed to complying with the Privacy Act (1988) in regards to data protection 
requirements, including ensuring that personal data: 
• Is processed fairly and lawfully; 
• Obtained only for specified and lawful purposes; 
• Adequate, relevant and not excessive; 
• Accurate and up to date; 
• Not kept any longer than necessary; 
• Processed in accordance with the individual’s rights; 
• Securely kept.

 5.  Further details on health & safety and the use of personal data can be obtained from the Manheim 
intranet.

Internet and email policy
 6. Employees will be aware of the company’s policy that governs the use of the email and the internet.

 7.  The policy applies to all users of the Manheim network or Manheim computer systems/equipment, 
which includes but is not limited to, all employees, be they casuals, full time and all contractors to 
Manheim.  

 8.  It governs the conduct of electronic communications involving the company’s computers, software 
applications, networks and communications systems and includes, but not limited to servers, central 
systems and PCs, email (both internal and external) internet usage (eg. browsing and searching) social 
media, screen savers and wallpaper and file storage on any of the Company PC’s or network file area. 

 9.  Further details can be obtained on the intranet for the acceptable use for company computers, as well 
as social media and email policies. 

General Regulatory Requirements



 11Manheim | Code of Conduct

Disciplinary action
Observance of this Code of Conduct is part of an employee’s terms and conditions of employment.  
Any breach of this Code of Conduct will result in disciplinary action, which may include termination of 
employment.  Any breach of this Code of Conduct will be dealt with in accordance with Manheim’s 
disciplinary procedures.

During the course of your employment you may observe a breach of our Code of Conduct or a colleague 
operating outside of the Code of Conduct. You have the responsibility to address this conduct directly 
and immediately draw it to the attention of your Manager or Supervisor or a member of the People and 
Culture Department.

Contacts:
Should you have any questions in respect of this Code of Conduct please speak with your Manager or 
Supervisor in the first instance. Depending on the nature of your enquiry you can also speak to our Legal 
Counsel or a member of the People and Culture Department.

General Regulatory Requirements
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