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PREAMBLE

as if we are its owner

What Do We Mean By Ethical Behaviour?
Ethics is a system of accepted beliefs that control

• We care about our environment and our communities

behaviour, and is the study of what is morally right, and

• We have the passion, drive and the desire to attain our

what is not. Ethics should not be seen as simply avoiding

goals,
• We act with honesty and mutual respect to earn the
trust of everyone we work with. Our integrity guides
our ambition,and
• We believe in our abilities to achieve our goals, our
commitment and our aspiration.

bad choices; rather, a strong system of ethics and ethical
behaviour will assist us in making good choices.
Ethical behaviour is a foundation of most professions and
was traditionally seen as a key factor which differentiated
the professions from non-professional workers. It can be
helpful to think of certain words that help us to describe

By embracing our values, we create pride in our achieve-

more fully what attributes we believe contribute to high

ments and ability to contribute to a successful business

ethical standards and behaviour. Such words or phrases

and sustainable environment. Employees are encouraged

would include:

to review and familiarize themselves with the Company’s

integrity

good judgment

responsibility

transparency

equality

what feels right

Behaving in an ethical manner is by no means a new

honesty

law abiding

trustworthy

concept; however, at times we can be faced with difficult

free of corruption

health and safety

respect

choices where the “right” choice is not always obvious.

working within your limits

Stewardship Principles Policy.

It is important that we acknowledge we will face these
challenging circumstances, and ensure that adequate
guidance and support is available to help each of us make
the correct choice.

This list is by no means complete, but it does illustrate the
breadth of issues that can impact your reputation, as well as
the Company’s reputation, for ethical behaviour. They also
illustrate how it isn’t sufficient for us to display one or two of
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these attributes; ethical behaviour requires that we exhibit all of these characteristics
and undoubtedly more still.

5. How would your choice be perceived?
The $64 million question – How would you feel if your actions appeared on the
front page of tomorrow’s newspapers?

How Can You Decide If The Choice That You Make
Is In Fact The Correct Ethical Choice?

At times, you may need to choose between two options, and at other times you

During your daily work and throughout your career you will need to make decisions

should be discussed with your supervisor. No one option may be the correct,

which are logical, defensible, technically sound and, depending on the circum-

ethical, “right” thing to do; and at these times you will need to select the choice you

stances, ethically correct. There are situations where the ethical choice is clear,

believe is the optimal choice for the situation you are in. In this situation you should

for example when one approach is legal and one is illegal. However, there may be

always consider the “do nothing” option, as it may be the best choice available.

may have to choose the best option from many alternatives. Difficult decisions

times when the right choice is not clear to you. The following 5 step process, which
is based on a process developed by the Institution of Civil Engineers, may provide
you with some guidance on how best to resolve a particular ethical dilemma:

POLICY

1. Would my actions be legal?

The Company shall manage its affairs in accordance with the following inter-related

Consider relevant legislation and our commercial obligations.
2. Does the option I may choose satisfy relevant codes of conduct?
Consider Company and professional codes of conduct, bylaws or code of ethics.
3. Have you considered all stakeholders?

set of principles, and a commitment to integrity and ethical behavior toward all of
the Company’s stakeholders, including its clients, suppliers, shareholders, business
partners, Employees, and society in general.

Consider your colleagues, the Company, your client, suppliers, your business

Social Responsibility

partners, the public, and the environment.

1. The Company accepts responsibility for its actions and services.

4. Are there any conflicts of interest?
Think about real conflicts of interest and also whether there could be perceived
conflicts of interest.

2. The Company shall contribute to the benefit of its clients and society through
sustained training of our Employees and use of technology aimed at improving
effectiveness and efficiency.
3. The Company will consider stewardship and sustainability as goals in every
project, and integrate these goals into our daily operations and business planning.

Quality
1. The Company shall only undertake project assignments in its areas of expertise,
where it has the capability to deliver services, of the necessary and specified
quality, to its clients.
2. The Company is committed to providing quality products to clients. The Company
will focus on Quality Management as a working methodology, and on-going
improvement as a means to improve the quality of our products and services.
3. The Company is committed to the continuing improvement of its knowledge
base, abilities and tools in its areas of practice. The Company will provide to its
clients the benefits of these improvements.
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Objectivity

arrangements destined to influence or secure consulting work, nor accept gifts

1. The Company is loyal to its clients, and will maintain the confidentiality of any

or payments from suppliers of equipment or services recommended to the client

information from the client that is obtained in the process of performing its
services. The Company will also keep confidential the documents and reports
prepared for a client. The Company and our Employees will respect and abide by
all Confidentiality and Non-Disclosure Agreements entered into by the Company.
2. The Company and Employees shall avoid any conflict of interest, and will inform
a client beforehand of any potential conflict of interest that could emerge during

as part of the Company’s consulting services.
4. The Company shall not take part in activities that could unfairly damage the
reputation or business of others.
5. The Company will not collude with any competitors or participate in any
price-fixing, market allocation scheme or other anti-competition activity. The
Company will compete for work in a fair and ethical manner.

the execution of our services.
3. The Company will only offer its services under contracting terms that do not
interfere with its independence, integrity and objectivity.
4. The Company will not accept any payment or compensation that could
encourage the Company to offer a biased opinion.

Employee Responsibilities
All Employees have a duty to act in the best interests of the Company and to
behave ethically and they shall:
• Report any actual or suspected illegal or unethical behaviour as soon as possible.

Integrity
1. The Company will only solicit consulting work and participate in private or public
competitive processes under the highest standards of corporate ethics and
competitive practices, and with total integrity in its transactions.
2. The Company will act at all times for the benefit of clients, and will carry out
services with integrity, while not jeopardizing the interests of society.
3. The Company’s promotional activities and services will uphold the dignity and
reputation of the industry. Brochures and other formal documents describing
resources, experience, work and reputation, will reflect the Company’s actual
experience, resources, and capabilities in a truthful manner.
4. The Company will require its Employees to act with integrity at all times, and
report violations to their Manager or the CEO.
5. The Company shall manage its affairs with integrity. The Company will build
high-ethical standards into its business processes and working methods, consistent with best-practices of the knowledge-based consulting engineering industry.

Competition
1. The Company favours Quality Based Selection for the contracting of its services.
2. If solicited to review the work performed by another consultant, the Company

which the Company possesses but which belongs to or relates to our clients or
staff.
• Comply with the letter and spirit of all laws and regulations which relate to the
business of the Company in whichever jurisdiction the Employee is working from
time to time.
• Protect and respect the Company’s assets, including its reputation.
• Behave ethically, fairly and honestly at all times and in all their dealings with
colleagues, clients, partners, competitors and third parties.
• Comply with the Company’s policies including those that relate to protection of
the environment, health and safety, and human resources.
• Avoid unsafe work practices and refrain from placing themselves in a situation
which could result in injury or harm to themselves or others. Employees shall be
familiar with the contents and abide by the Company’s Safety Manual.
• Disclose to their manager any conflict of interest or perceived conflict of interest
that they may discover or become aware of. A conflict of interest may exist or
be created through the offering or acceptance of inappropriate gifts or other
inducements.
• Avoid any appearance that an Employee represents the Company in any dealings
with individual political candidates.

will act in accordance with its business integrity policies, applicable professional

• Comply with the Company’s Alcohol and Drug Policy.

association regulations or requirements, and objectivity.

• Avoid any circumstance that could result in an accusation, or perception of,

3. The Company and our Employees will not endorse compensation or contribution
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• Maintain as confidential all of the Company’s information and all information

bribery, corruption, collusion or unfair competition.
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• Comply with any code of ethics that may be published by a professional body of
which they are a member, or which governs their profession in the jurisdiction
where they are providing services.
The Company will not condone the actions of any Employee who knowingly violates
any law or engages in unethical business activities, regardless of whether such
activities could create a positive commercial outcome, such as an increase in profit.

and to protect the knowledge-based assets of the Company and our clients,
Employees must assume all of the information that they obtain from the Company
is confidential. Employees will not disclose any information to others which is
not already publicly available. Although this is a very conservative approach to
maintaining confidentiality it is the only robust way to ensure we do not unwittingly
breach an Agreement or destroy a competitive advantage.
Employees owe a legal duty of loyalty to the Company. Employees shall not:

REPORTING OF ILLEGAL OR UNETHICAL BEHAVIOUR

• Remove any Company information or client information from the Company’s

Every employee is responsible for reporting any actual or perceived illegal or

• Make copies of products, know-how, or information regarding clients or

unethical behaviour. If an Employee is unsure whether this Code has been violated
they should discuss their concern with their General Manager.
An Employee who reports any act which they, in good faith, believe conflicts with

premises unnecessarily.
Employees for their personal use, or to provide to any other person.
• Retain any Company information or assets (including information regarding
clients and Employees) when they leave the employment of the Company.

this Code of Conduct will be protected from any adverse repercussions. The
Company will not condone any retaliation, threats or harassment as a result of such
good faith reporting.

COMPLIANCE WITH LAWS, RULES AND REGULATION

Confidential reports should be sent to both your General Manager and to the CEO.

During the course of their employment with the Company, Employees will be

All reports will be reviewed and if necessary an investigation will be carried out. All
Employees are required to cooperate with any investigation and assist management to determine the actual circumstances that led to the report and whether

required to comply with numerous laws, regulations and rules which have been
established to regulate our services, including engineering, and create a safe,
transparent and predictable business environment. Company policies have also

further action, including training or discipline, are required.

been developed, and will continue to be developed or updated, to comply with

CONFIDENTIALITY OF CLIENT
AND COMPANY INFORMATION

Employees are required to comply with the letter and spirit of all laws, regulations,

Associated Engineering is a knowledge-based business. We endeavour to create
a competitive advantage through the application of know-how, innovative and

relevant legislation.
and rules that affect our work and workplace, and to adhere to the Company’s
policies and procedures.
The Company will not condone any illegal activity, including traffic violations.

creative tools and processes, for the benefit of our clients and the Company.
In order to participate in many of our projects the Company will enter into
Confidentiality or Non-Disclosure Agreements. These Agreements require that
we treat and maintain our client’s or partner’s information as confidential, and
protect it. These Agreements may contain penalties which would be payable by the
Company if an Employee were to breach the Agreement, and clearly any breach
would also damage our reputation as an honest and reliable firm and partner.
To avoid any inadvertent breach of a Confidentiality or Non-Disclosure Agreement,
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PROTECTION AND PROPER USE
OF COMPANY ASSETS

FAIR DEALING WITH THIRD PARTIES

During the course of their work, Employees will be given access to and use of the

We work in a competitive market and at times we must compete aggressively in

Company’s assets. Assets include, but are not limited to, financial assets, information, and physical assets such as: offices, furnishings, computers, vehicles and
equipment. Employees must endeavour at all times to protect these assets and use
them as directed and only for their intended use.
The Company’s assets must be used for legitimate business purposes, and not for

(CLIENTS, SUPPLIERS, CONTRACTORS, PARTNERS, COMPETITORS)
order to win assignments. The requirements of our market and the competitive
rules established by our clients will at times require us to find creative ways to
distinguish ourselves from the competition; or alternatively provide the minimum
scope of services we believe will satisfy the client’s terms of reference. However, the
requirement to compete does not mean we cannot, or should not, comply with best

personal gain.

practices and the rules established for the competition.

The Company uses technology extensively in its day-to-day business. Employees

Employees shall at all times endeavour to deal fairly with the Company and third

must be familiar with and abide by the Company’s Acceptable Use Policy.
The Company will periodically purchase, rent or lease vehicles. Subject to any other
written agreement to the contrary, these vehicles are provided for business use and
not for personal gain.
An Employee may periodically use the Company’s assets for their personal use.
However, it is the Employee’s responsibility to ensure that such use does not
damage the asset, or result in a cost to the Company. For example, an Employee
may use a Company cell phone to make personal phone calls. However, should
this usage result in any extra telephone charges, the Employee will be required to
reimburse the Company for the extra cost.
Theft of any Company asset, including intentional misuse of expense claims
for personal benefit, or fraudulent claims, is a material breach of the employment relationship between the Company and the Employee. Theft will result in
disciplinary action, up to and including termination of employment.

parties. We must not take unfair advantage through misrepresentation of facts, or
manipulation of the truth.
The Company is committed to providing a safe, positive and professional environment in which all Employees are treated with respect and dignity. Our workplace
must remain free from bullying, harassment, and discrimination. All Employees
shall be familiar with and abide by the Company’s Respect in the Workplace Policy.
One critical example of fair dealing is ensuring timesheets and expense claims are
accurate. These documents are submitted by Employees as confirmation that they
are accurate and reflect the actual time and out of pocket expense which can be
charged by the Company to its clients or absorbed as an overhead cost. Falsely
recording time or expense costs is unacceptable, and is cause for disciplinary action
and, potentially, termination of employment. If an Employee is directed by any
other person to incorrectly charge time or expenses, whether to a client’s project or
the Company, the Employee must report this immediately to their General Manager
or the CEO.
Another example of unfair dealing is creating, or continuing to work in, a situation
where there is a real or perceived conflict of interest. A conflict of interest is considered to exist if an Employee’s actions or choices appear to create outcomes that
conflict with the interests of the Company. A conflict of interest would exist if an
Employee:
• Competes with the Company for work, either independently or with another
team or company,
• Uses their position for personal advantage. Personal advantage would include a
benefit for any family member, relative, or close friend,
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• Uses non-publicly available information obtained while at work (be it information
about a project, the Company, or a client) for personal gain,
• Accepts any gifts from suppliers or others which would reasonably be expected

GIFTS AND ENTERTAINMENT
It is not unusual for an Employee to be offered meals, some form of entertainment

to affect the Employee’s objectivity and impartiality, and create a “debt” or

(e.g. tickets to a sports or arts event), or promotional material from our clients,

require a favour at some future time.

suppliers or sub-consultants. It is also normal practice for our senior staff to extend

Particular care is required whenever an Employee is representing the Company in
any dealing with a family member or close friend.

the same offers to our clients, partners and team members. In a business setting,
gifts are intended to create good will, show respect and create a positive working
relationship. Gifts are not intended to create an unfair advantage in a competitive
market. We operate in an industry where open, healthy and strong relationships

SAFETY
The Company will make every effort to provide a safe working environment and
to comply with Employment Standards legislation for each jurisdiction in which it
maintains a presence.

are a key element to success.
Although small gifts and entertainment are seen as normal business practices, some
of our clients have adopted policies which prohibit the acceptance of any form of
gift, including meals. In addition, some individuals, who recognize the benefit of
spending time with their contacts in an informal setting (e.g. over lunch) to get to

Workplace safety is everyone’s responsibility. The Company is responsible for

know their staff, culture, approach and services better, are willing to accept a small

providing information and training in safe work practices, as well as the use of

gift, on the understanding that they will return the courtesy at a later date. In every

personal protective equipment. Employees are required to comply with all health

case we must respect these corporate or individual policies or preferences.

and safety laws and regulations which may apply to their work, including any
regulations which are imposed by any of our clients, or contractors at their work
sites. Employees must not put themselves or others in danger. If an Employee feels
that a situation presents a risk to themselves or others, they should immediately
take action to move out of danger and file an Incident Report as required in the
Company’s Safety Manual.
Employees shall abide by the Company’s Safety Manual.

It is important that any gift, whether offered or received, is seen as incidental – a
gesture of friendship and respect which could not influence anyone’s ability to
remain objective and impartial. Therefore, Employees must consider the motive
associated with any gift and they must not offer or accept any gift which:
• Is cash or similar to cash (e.g. a prepaid credit card) including a loan,
• Could create a sense of debt,
• Is intended as, or could be seen as a bribe, including facilitation payments to a
public official,
• Is sufficiently large that it could be seen to influence any business decision,
• Could be perceived to create a conflict of interest, or
• Is illegal.
Employees may not, on behalf of the Company, give gifts to relatives or close
friends, without the prior approval of their General Manager.
It is not always possible to establish what gift may be inappropriate simply based
on the cost or nature of the gift. Employees must use and exhibit good judgment
when offered or considering offering any gift or entertainment. Employees should
advise their Manager if they are exposed to any offer, or observe any gift or
entertainment being offered, which they believe might be inappropriate.
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POLITICAL CONTRIBUTIONS

Employees are asked to carefully consider any communication they wish to make

The Company may, where and to the limits permitted under local legislation, support

communication. Technology, including social media, allows us to transmit pictures,

the democratic process in Canada by providing financial contributions to Canadian
political parties. The Company may also purchase entrance tickets to political
fund-raising events (e.g. a Prime Minister’s, Premier’s, MP’s, or MLA’s dinner).
Any political contribution is intended to promote democracy and not gain favour

regarding the Company, our staff, projects or clients before they transmit the
data and messages quickly and efficiently, but often without the benefit of quality
control or quality assurance checks. A poorly written, researched or thought-out
message can be misleading or damaging. Employees must use good judgment when
using these tools, as once a message is sent or posted, it is impossible to retract it.

with any one political party. The Company will not provide financial support to any
individual candidate.
Employees are encouraged to participate in the democratic process and vote when
given the opportunity. Employees may become personally involved in political
campaigns or political activity. However, when involved with any campaigns, or
when providing support for candidates or their preferred party, they do so as
independent individuals and not as representatives of the Company. The Company
will not reimburse Employees for any costs associated with political activity,

ALCOHOL AND DRUG USE
Management approval is required before any alcohol can be served at Company
events or on Company premises.
If alcohol is available at any time, either on Company premises or at a Company
sanctioned event, the Employee shall ensure they drink responsibly, and they shall
ensure that they do not drive or use any equipment which may be dangerous while

including donations.

under the influence of alcohol. Should an Employee need assistance to get home

USE OF COMMUNICATION TECHNOLOGY
AND SOCIAL MEDIA

safely from a Company event they should request assistance from their Manager or
a supervisor, or if necessary a colleague.

Employees must be aware that any data created on the Company’s systems,

the recreational use of this drug. However, the recreational use of marijuana is

including email, is the property of the Company. Employees have no expectation of

prohibited:

privacy with respect to such data. The Company will monitor this information for
business, employment, security and network maintenance reasons, and may periodically assess whether the Company’s assets are being used inappropriately. Inappropriate use includes transmitting or downloading material which is illegal, which could
be seen as obscene or offensive or which is intended to hurt another person.

Current legislation allows for the possession of small amounts of marijuana and

• during working hours, including meal or work breaks;
• in all Company offices and on all work premises; including balconies, parking
areas and designated smoking areas
• in vehicles owned, leased or rented by the Company,
• in personal vehicles being used for work; and
• on all work sites.
Employees must not report for work, nor work, while their ability to safely perform
their duties is adversely affected because of the use of alcohol and/or prescribed or
non-prescribed drugs.
Employees are not to possess, use or sell any illegal drugs.
Employees shall abide by the Company’s Alcohol and Drug Policy and Safety Manual.
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