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1. Introduction 

1.1. What’s this? 

This document outlines our company’s ethics and values, as well as the policies and procedures we have in 
place in order to maintain integrity, equality and respect. 

1.2. Who does it apply or concern to? 

All Karst stakeholders (workforce, independent contractors, suppliers and customers). 

1.3. Definition of terms 

The company/Our Company/We/Us/The Employer/Karst: Karst Stone Paper or Karst Group Pty Ltd 

The HQ/The headquarters: the main office where the centre of operations is based. 

The General Manager/Management: the person whose job title and position is “General Manager” and is 
responsible for administering and managing most of the administrative processes at the company. 

The/a Director/Direction: the person whose job title and position is “Director” and is in charge of directing the 
business operations at the company. 

Workforce/staff: people or companies who undertake work activities for the company. There are different 
arrangements. Sometimes referred to as employees when the nature of the relationship is ongoing. 

Supplier: a person, organisation or company supplying goods or services to our company. 

Independent Contractor: a person or company undertaking work for our company, in an ongoing basis or 
defined period of time. 

   

 
 

 
 
 

Employee Handbook                    Page 4 of 28 



 
 
 

2. Code of Ethics 
2.1. Preface 

The purpose of this Code of Ethics is to provide a guiding set of principles and practices to ensure 
our team operates transparently, professional and ethically in every aspect of the business. This 
framework should drive behaviours encompassing integrity, honesty, sustainability and compassion 
towards all stakeholders including employees, customers and most importantly, the planet.   

2.2. The purpose and values of the business 

Karst creates awareness and impactful change through design-oriented, sustainable workplace tools 
for the global consumer, including the world’s first stone paper sketchpad, notebooks, journals and 
planners, treeless pencils and pens with sustainable ink refills and other eco-friendly alternatives. 

2.3. Employees 

At Karst, we know that our staff are who make our engine run. We want our employees to feel safe, 
recognised, taken into account and supported. 
 
This is why we’ve designed and implemented strategies to keep our current members and attract the 
future Karst talents: from personal development allowances to company share options and wellbeing 
programs. These are not just words but part of formal and extensive policies that reflect the rights, 
benefits and duties of the people who work with us. 
 
Our employee handbook is available at all times - and we update it according to the latest 
requirements. In addition, we have adopted anti-discrimination and inclusion policies to ensure 
respect and integration within our people. 

2.4. Customers/clients 

 
All our processes are designed with the client at the centre. We are transparent about it, that’s why 
we share the reviews in our own website and through public platforms. Word of mouth is ‘king’, and 
our priority is to keep our customers engaged and positive about our products. 

2.5. Suppliers 

Suppliers and independent contractors are at the very beginning of the life of our product. Without 
them, and without the materials, we would do little. That’s why we treat them with the utmost respect 
and integrity. 
 
All disputes with suppliers are to be quickly resolved through open and honest communications and 
with a positive mindset. Furthermore, we have a Code of Conduct that covers the minimum 
requirements for all our partners in order to be aligned with respectful practices and Human Rights. 
 
We have a preference for purpose-driven and certified companies that can confidently prove that 
they use their business to bring some good to the lands and communities around them. 
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2.6. Shareholders 

All Karst shareholders will be sent a quarterly updates, an annual report and an Impact Report 
annually. All our shareholders should acknowledge the purpose-driven mission of Karst - because 
we want to do business and alliances with like-minded people who care about our world. 

2.7. Society/Community/General Stakeholders 

Karst is supported greatly by society and the wider community. To give back, the general 
stakeholders group is taken into account in our decision-making. From sponsoring our local barista 
son’s soccer team to working with indigenous communities, we aim to use our operations as a 
source of relief and support to those who form part of our community. 
 
And since our business is global, sometimes our community include people from the other side of 
the world. But to start with, and because we are growing, we will focus on social impact within our 
country by partnering with indingeous Foundations, who focus on empowering indigenous 
communities within Australia. 

2.8. Environment 

Karst’s entire company is built upon the repurposing of recycled stone into beautifully designed and 
fully sustainable stationery and office products. Preserving the environment and improving our 
effects on it is at the heart of our business decisions. 
 
Our Environmental Statement guide our long-term goals and actions, but we have also set some 
basic, specific and low-effort steps that will make a change day by day. From our office to our 
suppliers and customers, we want everyone involved with Karst to be conscious about the lands 
they live. 
 
In addition to this mindset and office culture, we have set specific donation policies and programs 
that drive and strengthen this very core pillar of our business.   
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3. Whistleblower Policy 

3.1. Introduction 

Background 

Our company is committed to conducting business in an open and accountable way. Our 
governance practices are rigorous and of a high standard and assist in ensuring the delivery of 
commercial, social and environmental value. The Whistleblower Protection Policy (the/this Policy) is 
underpinned by our company values to:  

● Integrity 
● Transparency 
● Trustworthiness 

You may have concerns about conduct within our company which appears to you to be illegal, 
unethical or otherwise improper, but you may feel apprehensive about raising your concerns 
because of the fear of possible adverse repercussions to you. This might be the case, for example, if 
your concerns relate to conduct of your immediate manager. 
 
The aim of this policy is to make you feel confident about raising concerns internally, by offering a 
reporting and investigative mechanism that is objective, confidential and independent and protects 
you from reprisal or disadvantage. 
 
Under this Policy: 

● You are encouraged to report your concerns, whether openly or, if preferred, anonymously.  
● If you report your concerns, you will be afforded confidentiality unless you indicate (or the 

law requires) otherwise. 
● Concerns reported by you will be properly investigated with a view to establishing the truth 

and correcting any wrongdoing where possible. 
● You will be advised of the outcome of the investigation and any action taken as much as 

practicable. 
● You will not be victimised or adversely affected because of your action in reporting your 

concerns (provided of course that there is a basis for your concerns, and that you have acted 
in good faith and without malicious intent). 

Scope and authority 

The General Manager is responsible for the overall administration of this Policy. The General 
Manager (acting as Whistleblower Protection Officer or Local Compliance Officer) will monitor the 
implementation of this Policy and will review on an ongoing basis the Policy's suitability and 
effectiveness. Internal control systems and procedures will be audited regularly to ensure that they 
are effective in minimising the risk of non-compliance with this Policy.  
 
All staff are required to understand and comply with this Policy and to follow the reporting 
requirements set out in this Policy. To this end, training on how to comply with this Policy will be 
provided.  
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The prevention, detection and reporting of Corruption, Bribery and other improper conduct 
addressed by this Policy are the responsibility of all those working for or engaged by our company. 
All staff should be vigilant and immediately report any breaches or suspicious activity as outlined 
below. 

Consequences of breaching the policy 

If our company or one of its subsidiaries is found to have taken part in discrimination, harassment or 
any other related improper conduct addressed by this Policy it could face a fine and suffer 
reputational harm.  
 
Breach of this Policy by any staff member, contractor or supplier will be regarded as serious 
misconduct, leading to disciplinary action which may include termination of employment or business 
agreements.  

3.2. Whistleblower policy 

This Policy applies to anyone who is employed by or works at our company, including employees 
(whether permanent, part-time, full-time, fixed-term, contract or temporary/casual), contractors, 
consultants, managers and directors. 
 
All our employees have a responsibility to help detect, prevent and report instances of suspicious 
activity or wrong-doing, referred to as a ‘Reportable Matter’ and described below. You are 
encouraged to raise concerns about any issue or suspicion of malpractice at the earliest possible 
stage with your immediate manager, and serious matters will then be escalated through to direction. 
 
Our company is committed to ensuring that all employees have a safe, reliable and confidential way 
of reporting any Reportable Matters. You should report a Reportable Matter under this Policy if: 

● You have previously reported a Reportable Matter and you are not satisfied with the 
response to your report; or  

● You feel unable to raise the Reportable Matter with your manager, whether because your 
manager is the subject of your report or because you have another reason to believe that 
your manager is not likely to deal with the report properly. 

Any report under this Policy should be made in the following order: 
● To the relevant Manager (if not your immediate manager)  
● To the General Manager or Management body 
● To the Director 
● Anonymously via Ombudsman Complaint Report 

 
You may at any stage skip a person in the chain outlined above if that person is the subject of the 
report or if you have another reason to believe that the person is not likely to deal with the report 
properly. 
 
Reports can also be made anonymously if preferred, however this may affect the ability to investigate 
the matter properly and to communicate with you about your report. 
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Nothing in this Policy should be taken as restricting you from reporting any matter or providing any 
information to a regulator or any other person in accordance with any relevant law, regulation or 
other requirement. 

Where Help is Needed 

At any stage, you can report the matter to the Local Compliance Officer,  whether specifically or 
because you would like general advice on this Policy or its application to a given set of facts. 

What is a “Reportable Matter”?  

A Reportable Matter is any concern about the following conduct, or the deliberate concealment of 
such conduct: 

● Financial irregularity (including a fraud against our company or a customer or supplier)  
● Corrupt conduct  
● Criminal conduct  
● Failure to comply with any legal or regulatory obligation  
● Failure to comply with any other obligation as a market licensee or clearing and settlement 

facility licensee 
● Unfair or unethical dealing with a customer (including participants and listed entities)  
● Unethical or other serious improper conduct, including breaches of any of our company’s 

internal policies  

Action Required When Your Report is Made 

The person who you make a report under this Policy must do the following:  
● Ensure that the matter is properly investigated by the person nominated for the purposes of 

this Policy or external body if applicable. 
If this person is not a company member, he or she must advise the relevant company staff, who is 
then responsible for ensuring that the matter is properly investigated as described above. 

Investigation Process 

Investigation processes will vary depending on the precise nature of the conduct being investigated. 
The purpose of the investigation is to determine whether or not your concerns are substantiated, 
with a view to our company then rectifying any wrongdoing uncovered to the extent that this is 
practicable in all the circumstances. 
 
The investigation will be thorough, objective, fair and independent of you, anyone who is the subject 
of the Reportable Matter, and any business unit concerned. The investigation will also have proper 
regard to the principles set out in the Australian Standard on Whistleblower Protection Programs. 

Communicating With You About Your Report  

The Whistleblower Investigations Officer will keep you informed of the outcome of the investigation 
arising from your report, subject to considerations of the privacy of anyone who is the subject of the 
Reportable Matter and normal confidentiality requirements.  
 

 
 

 
 
 

Employee Handbook                    Page 9 of 28 



 
 
 

Where practicable, you will be provided with initial feedback within a week of making your report, 
and any further feedback on a fortnightly basis as the matter progresses.  

Your Protection 

The person who you make a report under this Policy may disclose your identity to the Local 
Compliance Officer, but will otherwise keep your identity confidential. They will ensure that all files 
relating to your report are kept secure, and that information received from you is held in confidence 
and is only disclosed to a person not connected with the investigation if:  

● You have been consulted and have consented to the disclosure, or 
● It is required or permissible by law 

It is possible that someone might deduce your identity without there having been a breach of 
confidentiality, if the nature of your report points to one particular individual having made it, or 
otherwise as a consequence of the nature of the investigatory process. 
 
Our company recognises that “whistleblowing” can be a very stressful and difficult thing to do. 
Provided that you are acting in good faith and that you have not yourself engaged in serious 
misconduct or illegal conduct, to the maximum extent possible you will not be subject to disciplinary 
sanctions by our company in relation to any matters that you report.  
 
The Local Compliance Officer will safeguard your interests, having regard to this Policy, the 
Australian Standard on Whistleblower Protection Programs, and any other applicable policies and 
laws.  
 
In particular, the Local Compliance Officer will take whatever action is possible consistently with this 
Policy to make sure that you are not personally disadvantaged for making your report, whether by 
dismissal, demotion, any form of harassment, discrimination or any form of current or future bias.  
 
If you claim to have been the subject of any such action as a consequence of making your report, 
and the matter cannot be resolved with you by management, the matter will be referred to the 
external body Ombudsman. 
 
Any person found in breach of the provisions in this policy will be subject to disciplinary procedures, 
up to and including dismissal. 

False Reporting 

A false report of a Reportable Matter could have significant effects on Our company’s reputation and 
the reputations of other staff members and could also cause considerable waste of time and effort. 
 
Any deliberately false reporting of a Reportable Matter, whether under this Policy or otherwise, will 
be treated as a serious disciplinary matter.  

3.3. Other relevant policies 

Anti-discrimination and Harassment Policy 
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4. Anti-discrimination And Harassment Policy 

4.1. Introduction 

Background 

Our company is committed to providing a safe, flexible and respectful environment for staff and 
clients free from all forms of discrimination, bullying and sexual harassment. 
  
All our staff are required to treat others with dignity, courtesy and respect. 
 
By effectively implementing this policy we will attract and retain talented staff and create a positive 
environment for staff. 

Scope and authority 

The General Manager is responsible for the overall administration of this Policy. The General 
Manager (acting as Local Compliance Officer) will monitor the implementation of this Policy and will 
review on an ongoing basis the Policy's suitability and effectiveness. Internal control systems and 
procedures will be audited regularly to ensure that they are effective in minimising the risk of 
non-compliance with this Policy. 
 
This policy applies to: 
 

● Board members. 
● All staff, including: managers and supervisors; full-time, part-time or casual, temporary or 

permanent staff; job candidates; student placements, apprentices, contractors, 
sub-contractors and volunteers. 

● How our company provides services to clients and how it interacts with other members of 
the public. 

● All aspects of employment, recruitment and selection; conditions and benefits; training and 
promotion; task allocation; shifts; hours; leave arrangements; workload; equipment and 
transport. 

● On-site, off-site or after hours work; work-related social functions; conferences – wherever 
and whenever staff may be as a result of their our company’s duties. 

● Staff treatment of other staff, clients, and of other members of the public encountered in the 
course of their our company's duties. 

Staff rights and responsibilities 

All staff are entitled to: 
 

● Recruitment and selection decisions based on merit and not affected by irrelevant personal 
characteristics 

● Work free from discrimination, bullying and sexual harassment. 
● The right to raise issues or to make an enquiry or complaint in a reasonable and respectful 

manner without being victimised. 
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● Reasonable flexibility in working arrangements, especially where needed to accommodate 
their family responsibilities, disability, religious beliefs or culture. 

 
All staff must: 
 

● Follow the standards of behaviour outlined in this policy. 
● Offer support to people who experience discrimination, bullying or sexual harassment, 

including providing information about how to make a complaint. 
● Avoid gossip and respect the confidentiality of complaint resolution procedures. 
● Treat everyone with dignity, courtesy and respect. 

 

Additional responsibilities of managers and supervisors 

Managers and supervisors must also: 
 

● Model appropriate standards of behaviour. 
● Take steps to educate and make staff aware of their obligations under this policy and the 

law. 
● Intervene quickly and appropriately when they become aware of inappropriate behaviour. 
● Act fairly to resolve issues and enforce workplace behavioural standards, making sure 

relevant parties are heard. 
● Help staff resolve complaints informally. 
● Refer formal complaints about breaches of this policy to the appropriate complaint handling 

officer for investigation. 
● Ensure staff who raise an issue or make a complaint are not victimised. 
● Ensure that recruitment decisions are based on merit and that no discriminatory requests for 

information are made. 
● Seriously consider requests for flexible work arrangements. 

Consequences of breaching the policy 

If our company or one of its subsidiaries is found to have taken part in discrimination, harassment or 
any other related improper conduct addressed by this Policy it could face a fine and suffer 
reputational harm.  
 
Breach of this Policy by any staff member, contractor or supplier will be regarded as serious 
misconduct, leading to disciplinary action which may include termination of employment or business 
agreements.  

4.2. Anti-Discrimination and Harassment Policy 

Policy 

Discrimination, bullying and sexual harassment are unacceptable at our company and are unlawful 
under the following legislation: 
 

Sex Discrimination Act 1984 (Cth) 
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Racial Discrimination Act 1975 (Cth) 
Disability Discrimination Act 1992 (Cth) 
Age Discrimination Act 2004 (Cth) 
Australian Human Rights Commission Act 1986 (Cth) 

 
Staff (including managers and directors) found to have engaged in such conduct might be 
counselled, warned or disciplined. Severe or repeated breaches can lead to formal discipline up to 
and including dismissal. 

Discrimination 

Discrimination is treating, or proposing to treat, someone unfavourably because of a personal 
characteristic protected by the law, such as sex, age, race, ethnic group or disability. 
 
Discrimination can occur: 
 
Directly, when a person or group is treated less favourably than another person or group in a similar 
situation because of a personal characteristic protected by law (see list below). 
 
For example, a worker is harassed and humiliated because of their race 
or 
A worker is refused promotion because they are ‘too old’ 
 
Indirectly, when an unreasonable requirement, condition or practice is imposed that has, or is likely 
to have, the effect of disadvantaging people with a personal characteristic protected by law (see list 
below). 
 
For example, redundancy is decided based on people who have had  
a worker’s compensation claim rather than on merit. 
 
Protected personal characteristics under Federal discrimination law include: 
 

● A disability, disease or injury, including work-related injury. 
● Parental status or status as a carer, for example, because they are responsible for caring for 

children or other family members. 
● Race, colour, descent, national origin, or ethnic background. 
● Age, whether young or old, or because of age in general. 
● Sex. 
● Industrial activity, including being a member of an industrial organisation like a trade union or 

taking part in industrial activity, or deciding not to join a union. 
● Religion. 
● Pregnancy and breastfeeding. 
● Sexual orientation, intersex status or gender identity, including gay, lesbian, bisexual, 

transsexual, transgender, queer and heterosexual. 
● Marital status, whether married, divorced, unmarried or in a de facto relationship or same sex 

relationship. 
● Political opinion. 
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● Social origin. 
● Medical record. 
● An association with someone who has, or is assumed to have, one of these characteristics, 

such as being the parent of a child with a disability. 
 
It is also against the law to treat someone unfavourably because you assume they have a personal 
characteristic or may have it at some time in the future. 

Bullying 

If someone is being bullied because of a personal characteristic protected by equal opportunity law, 
it is a form of discrimination. 
 
Bullying can take many forms, including jokes, teasing, nicknames, emails, pictures, text messages, 
social isolation or ignoring people, or unfair work practices.  
 
Under Federal law, this behaviour does not have to be repeated to be discrimination – it may be a 
one-off event. 
 
Behaviours that may constitute bullying include: 
 

● Sarcasm and other forms of demeaning language. 
● Threats, abuse or shouting. 
● Coercion. 
● Isolation. 
● Inappropriate blaming. 
● Ganging up. 
● Constant unconstructive criticism. 
● Deliberately withholding information or equipment that a person needs to do their job or 

access their entitlements. 
● Unreasonable refusal of requests for leave, training or other workplace benefits. 

 
Bullying is unacceptable in our company and may also be against occupational health and safety 
law. 

Sexual harassment 

Sexual harassment is a specific and serious form of harassment. It is unwelcome sexual behaviour, 
which could be expected to make a person feel offended, humiliated or intimidated. Sexual 
harassment can be physical, spoken or written. It can include: 
 

● Comments about a person’s private life or the way they look. 
● Sexually suggestive behaviour, such as leering or staring. 
● Brushing up against someone, touching, fondling or hugging. 
● Sexually suggestive comments or jokes. 
● Displaying offensive screen-savers, photos, calendars or objects. 
● Repeated unwanted requests to go out. 
● Requests for sex. 

 
 

 
 
 

Employee Handbook                    Page 14 of 28 



 
 
 

● Sexually explicit posts on social networking sites. 
● Insults or taunts of a sexual nature. 
● Intrusive questions or statements about a person’s private life. 
● Sending sexually explicit emails or text messages. 
● Inappropriate advances on social networking sites. 
● Accessing sexually explicit internet sites. 
● Behaviour that may also be considered to be an offence under criminal law, such as physical 

assault, indecent exposure, sexual assault, stalking or obscene communications. 
 
Just because someone does not object to inappropriate behaviour in the workplace at the time, it 
does not mean that they are consenting to the behaviour. 
 
Sexual harassment is covered in the workplace when it happens at work, at work-related events, 
between people sharing the same workplace, or between colleagues outside of work. 
 
All staff and volunteers have the same rights and responsibilities in relation to sexual harassment. 
 
A single incident is enough to constitute sexual harassment – it doesn’t have to be repeated. 
 
All incidents of sexual harassment – no matter how large or small or who is involved – require 
employers and managers to respond quickly and appropriately. 
 
Our company recognises that comments and behaviour that do not offend one person can offend 
another. This policy requires all staff and volunteers to respect other people’s limits. 

Victimisation 

Victimisation is subjecting or threatening to subject someone to a detriment because they have 
asserted their rights under equal opportunity law, made a complaint, helped someone else make a 
complaint, or refused to do something because it would be discrimination, sexual harassment or 
victimisation. Victimisation is against the law. 
 
It is also victimisation to threaten someone (such as a witness) who may be involved in investigating 
an equal opportunity concern or complaint. 
 
Victimisation is a very serious breach of this policy and is likely (depending on the severity and 
circumstances) to result in formal discipline against the perpetrator. 
 
Our company has a zero tolerance approach to victimisation.  

Gossip 

It is unacceptable for staff at our company to talk with other staff members, clients or suppliers 
about any complaint of discrimination or harassment.  
 
Breaching the confidentiality of a formal complaint investigation or inappropriately disclosing 
personal information obtained in a professional role (for example, as a manager) is a serious breach 
of this policy and may lead to formal discipline. 
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4.3. Merit at our company 

All recruitment and job selection decisions at our company will be based on merit – the skills and 
abilities of the candidate as measured against the inherent requirements of the position – regardless 
of personal characteristics. 
 
It is unacceptable and may be against the law to ask job candidates questions, or to in any other 
way seek information, about their personal characteristics, unless this can be shown to be directly 
relevant to a genuine requirement of the position. 

4.4. Resolving issues at our company 

our company strongly encourages any staff member who believes they have been discriminated 
against, bullied, sexually harassed or victimised to take appropriate action by openly communicating 
to Management, Direction or any other staff members.  
 
Staff who do not feel safe or confident to take such action may seek assistance from the next 
organisations for advice and support or action their behalf: 
 

● Safe Work Australia 
● Black Dog Institute & Beyond Blue 
● Ombudsman 

4.5. Other relevant policies 

Whistleblower Policy 
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5. Suppliers and Independent Contractors’ Code of Conduct 

5.1. Introduction 

Our company is committed to ethical, sustainable and socially responsible procurement and we 
expect the same high standards of our Suppliers and Independent Contractors. We view our 
Suppliers as partners and we care about the way they do business when providing goods or services 
so our customers know we can be trusted.  
 
The Supplier Code of Conduct (this/the Code) describes the minimum expectations in the areas of: 
integrity, ethics and conduct; conflict of interest, gifts, benefits and hospitality; corporate 
governance; labour and human rights; health and safety; and environmental management. Suppliers 
to our company are advised to review the Code and ensure that relevant areas of their business and 
supply chain meet these standards.  
 
In the event that Australian or, where different local, law, regulation, rules or contract conditions 
impose stricter requirements than this Code, suppliers (and their supply chains) must comply with 
those requirements. Where our standards go further than local laws, we will adhere to our standards 
in a way that is appropriate.  

Alignment to the SDGs 

The United Nations Sustainable Development Goals (SDGs) invite action from the private sector to 
address some of the world’s most pressing development issues. Situated in a broader ethical 
sourcing framework, our Supplier Code of Conduct is one way our company aligns with the SDGs. 
By managing actual and potential human rights and environmental risks in our supply chain we are, 
in a small way, contributing towards SDG 8 on decent work and economic growth, and SDG 12 on 
responsible consumption and production.  

Purpose and scope 

Our Supplier Code of Conduct (“Code”) sets out the minimum standards of behaviour we require of 
our suppliers.  
 
The Code is applicable to all contract suppliers who are expected to cascade these requirements to 
their own supply chain. We ask our suppliers to not just comply with the Code, but to use reasonable 
endeavours to exceed it and promote continual improvement throughout their business operations. 
We will invite suppliers to discuss and develop any of these points and we will provide guidance 
when requested.  

Commitment 

We are committed to implementing our Supplier Code of Conduct to ensure that the people and 
environment impacted by our business operations are treated with respect. In living our value as a 
company that cares, it is our responsibility to do business ethically, which extends to human rights in 
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our supply chains. This is a valuable opportunity to influence, educate and work with our supplier 
base, ensuring transactions are both transparent and fair.  

Follow up and action 

We will observe and assess as required and whenever possible the compliance of this code by our 
selected suppliers. This may be in the form of an interview, research of third party information or 
on-site visits arranged with our suppliers with notice.  
 
This applies to local suppliers to our premises or international suppliers - our aim is not only to make 
sure that our local suppliers align with this Code, but also select and visit origin coffee farms in a 
yearly basis within our financial possibilities as an emerging business. 

5.2. People 

Suppliers shall be committed to uphold human rights of workers, and to treat them with dignity and 
respect as understood by the international community. This applies to all workers, including 
temporary, migrant, student, contract, direct employees and any other type of worker.  
 
All suppliers must comply with applicable international and national laws and standards in relation to 
labour practices and human rights.  

Voluntary employment 

Forced, bonded (including debt bondage) or indentured labour or involuntary prison labour: slavery 
or trafficking of persons shall not be used. This includes transporting, harbouring, recruiting, 
transferring or receiving persons by means of threat, force, coercion, abduction or fraud for the 
purpose of labour or service. There shall be no unreasonable restrictions on workers’ freedom of 
movement including unreasonable restrictions on entering or exiting company-provided facilities. All 
work must be voluntary, and employees shall be free to terminate their employment in accordance 
with established laws, regulations, and rules. Employees must not be required to surrender their 
government-issued identification, passports or work permits as a condition of employment.  

Child labour & young workerS 

The term “child” refers to any person under the age of 15, or under the age for completing 
compulsory education, or under the minimum age for employment in the country, whichever is 
greatest. Child labour should not be used at any level of the supply chain.  
 
Young Workers, those under 18 years of age, shall not perform work that is likely to jeopardise their 
health or safety, including night shifts and overtime. Work shall not interfere with their education or 
be harmful to their mental, social or moral development.  

Working hours 

Working hours are not to exceed the maximum set by law, workers shall not be required to work 
more than 60 hours per 7-day week, including overtime, except in extraordinary business 
circumstances. Workers shall be allowed at least one day off every seven days. Overtime shall be 
compensated at the prevailing overtime rates.  
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Wages and benefits 

Compensation paid to workers shall comply with all applicable wage laws, including those relating to 
minimum wages, overtime hours and legally mandated benefits. In compliance with local laws 
workers shall be compensated for overtime pay rates greater than regular hourly rates. Deductions 
from wages as a disciplinary measure shall not be permitted.  
 
Other deductions for accommodation, meals, transport, or personal protective equipment should not 
exceed minimum costs.  

Humane treatment 

Compensation paid to workers shall comply with all applicable wage laws, including those relating to 
minimum wages, overtime hours and legally mandated benefits. In compliance with local laws 
workers shall be compensated for overtime pay rates greater than regular hourly rates. Deductions 
from wages as a disciplinary measure shall not be permitted.  
 
Other deductions for accommodation, meals, transport, or personal protective equipment should not 
exceed minimum costs.  

Freedom of association and collective bargaining 

Suppliers are to respect the rights of workers to associate freely and communicate openly with 
management regarding working conditions without fear of harassment, intimidation, penalty, 
interference or reprisal. Suppliers shall recognise and respect any rights of workers to exercise lawful 
rights of free association, including joining or not joining any association of their choice. Suppliers 
must also respect any legal right of workers to bargain collectively.  

Labour hire 

Workers shall not be required to pay employers’ or agents’ recruitment fees or other related fees for 
their employment.  
 
If any such fees are found to have been paid by workers, they must be repaid within 90 days. As part 
of the hiring process, migrant workers specifically recruited overseas must be provided with a written 
employment agreement in their native language that contains a description of terms and conditions 
of employment prior to the worker departing from his or her country of origin.  
 
Particular attention should be given to the recruitment and treatment of at risk groups, notably 
migrant workers, refugees and asylum seekers.  

Anti-discrimination 

Suppliers shall not discriminate against any worker based on their age, disability, ethnicity, gender, 
marital status, national origin, political affiliation, race, religion, sexual orientation, or union 
membership, in hiring and other employment practices such as promotions, rewards and access to 
training. Workers shall be provided with reasonable accommodation for religious practices. In 
addition, workers or prospective workers should not be subjected to medical tests or physical exams 
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that could be used in a discriminatory way. Parental and carers leave should be provided for, at a 
minimum as required by national law.  

Equality, diversity and community 

Suppliers shall promote a culture of enabling a supply chain that includes equality, diversity and 
actively support programs that look to ensure a diverse worker base.  
 
Our company will continue to, where possible, pursue a strategy of Indigenous Procurement and 
deepen existing engagement. 
 
We seek to engage suppliers that share a passion for creating positive outcomes for local and 
international communities.  

5.3. Health and safety 

Every employee has the right to work in a safe and healthy work environment. A safe and healthy 
work environment also enhances operational performance, increase morale and contributes to 
employee retention.  
 
All suppliers must make proper provision for the health and safety of their employees, contractors, 
visitors and those in the community who may be impacted by their operations. Suppliers must 
comply with applicable international and national laws and standards in relation to health and safety 
management.  

Occupational safety 

Suppliers are required to ensure worker exposure to potential health and safety hazards are 
controlled in the following order: a) elimination; b) substitution; c) engineering controls; d) 
administration controls; and e) personal protective equipment. This includes production and other 
machinery evaluated for safety hazards, as well as worker exposure to chemical and biological 
agents.  
 
Procedures and process are to be in place to ensure the prevention, management, reporting, 
classification recording and tracking or occupational injury or illness. Procedures must encourage 
worker reporting, allow for the provision of medical treatment, provide mechanisms for investigation 
and corrective action and facilitate the return of workers to work.  
 
Workers should be encouraged to raise health and safety concerns and be empowered to refuse to 
work in unsafe conditions.  

Emergency preparedness 

Potential emergency situations and events are to be identified and assessed, and their impact 
minimised by implementing emergency plans and response procedures including: emergency 
reporting, employee notification and evacuation procedures, worker training and drills, appropriate re 
detection and suppression equipment, adequate exit facilities and recovery plans. Such plans and 
procedures shall focus on minimising harm to life, the environment and property.  
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Welfare 

Suppliers shall keep their workplace at a comfortable temperature, have adequate lighting and be 
suitably ventilated. Work sites shall be adequately clean and hygienic and sanitary food, preparation, 
storage and eating facilities. There shall be clean drinking water, clean toilet and washing facilities.  

Communication and training 

Suppliers shall provide workers with appropriate and regular workplace health and safety related 
information and training, including re training, production safety, and correct use of protective 
equipment and first aid equipment. Clear safety warning signs, in the primary language of the 
workers, shall be displayed on relevant equipment and hazardous or toxic substances or objects.  

5.4. Environmental 

We recognise that sustainable economic development is dependent upon environmental protection. 
As such we are committed to continual improvement in our performance, efficient use of natural 
resources and aspire towards zero harm to the environment.  
 
All suppliers must comply with applicable international and national laws and standards in relation to 
environmental management. Suppliers should consider a lifecycle approach to minimise the 
environmental impact of its products and services from creation to disposal. 

Environmental permits and reporting 

All required environmental permits and registrations are to be obtained, maintained and kept current 
and their operation and reporting requirements are to be followed.  

Pollution prevention and resource reduction 

Suppliers are to ensure the efficient use of resources, and ensure that waste of all types, including 
water and energy, are reduced or eliminated at the source or by practices such as maintenance and 
facility processes, materials substitution, conservation, recycling and re-using materials.  
 
Suppliers are to actively avoid causing environmental damage and/or negative environmental impact 
through their operations.  

Hazardous materials 

Chemicals and other materials posing a hazard if released to the environment are to be identified and 
managed to ensure their safe handling, movement, storage, use, recycling or reuse and disposal.  
 
Suppliers shall regularly review the use of hazardous substances and substitute them with less 
hazardous alternatives where reasonably practicable.  

Waste management 

Suppliers shall identify all potential waste streams and ensure processes are in place to manage 
these in line with the waste hierarchy and all applicable regulations.  
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Wastewater generated from operations, industrial processes and sanitation facilities are to be 
characterised, monitored, controlled and treated as required prior to discharge or disposal.  

Air emissions 

Air emissions of volatile organic chemicals, aerosols, corrosives, particulates, ozone depleting 
chemicals and combustion by-products generated from operations are to be characterised, 
monitored, controlled and treated as required prior to discharge whenever possible.  

Packaging and paper 

Supplier shall avoid undue and unnecessary use of material and use recycled materials whenever 
appropriate. 

Product concept restrictions 

Suppliers shall adhere to all applicable laws and regulations and customer requirements regarding 
prohibition or restriction of specific substances including labelling for recycling and disposal.  

Energy consumption and greenhouse gas emissions 

Suppliers should look for cost effective methods to improve energy efficiency and to minimise their 
energy consumption and greenhouse gas emissions.  

5.5. Business ethics 

Our company expects the highest standards of ethical conduct in all of its endeavours. Suppliers are 
expected to be ethical in every aspect of its business, including relationships, practices, sourcing 
and operations.  

Business integrity 

Our company promotes integrity and ethics in all aspects of its activities and does not tolerate any 
form of corruption, extortion or embezzlement. Suppliers must have a zero tolerance policy to 
prohibit any and all forms of bribery, corruption, extortion and embezzlement (covering promising, 
offering, giving or accepting any bribes). Suppliers must never make or approve an illegal payment to 
anyone under any circumstances.  

No improper advantage 

Suppliers must not offer or accept bribes or other means of obtaining undue or improper advantage. 
This includes offering, authorising, giving or accepting anything of value to Our company staff or 
representatives, either directly or indirectly through a third party, in order to obtain or retain business, 
direct business to any person, or otherwise gain an improper advantage.  

Disclosure of information 

Suppliers shall disclose all information regarding their labour, health and safety, environment 
practices, business activities, structure, financial situation and performance in accordance with the 
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applicable laws, regulations and prevailing industry practices. Falsification of records or 
misrepresentations of conditions or practices in the supply chain are unacceptable. 

Conflict of interest 

Suppliers must make our company aware of any actual or potential conflicts of interest that are 
relevant to our company’s business. For example, the supplier shall declare if it believes one of 
Karst’s employees or contractors has an interest or economic tie to the supplier’s organisation.  

Intellectual property 

Suppliers shall understand their role as custodians of customer information. Intellectual property 
rights must be respected, and all use of technology, information and know-how shall be conducted 
in a manner which does not endanger the intellectual property of our company.  

Fair business, advertising and competition 

Suppliers shall uphold standards of fair trading (in accordance with the meaning defined by World 
Fair Trade Organisation), advertising and competition. Means to safeguard customer information 
should be available.  

Data protection and privacy 

Suppliers are committed to protecting the reasonable privacy expectations of personal information 
obtained from those they do business with, including suppliers, customers, consumers and 
employees. Suppliers must comply with data privacy and confidential information and security laws 
and regulatory requirements when personal information is collected, stored, processed, transmitted, 
and shared. 
 
Suppliers shall not use or disclose any information belonging to our company, its existing and 
prospective customers, other suppliers, employees and other third parties, except as required or 
authorised in writing by our company.  

Protection of identity and non-retaliation 

Suppliers shall maintain programs that ensure the confidentiality and protection of supplier and 
employee whistle-blowing. Suppliers should have communicated process for their personnel to be 
able to raise any concerns without fear of retaliation.  

Responsible sourcing of material 

Suppliers shall exercise due diligence on the source of goods and materials and make their due 
diligence measures available to our company on request.  

Compliance 

Suppliers must comply with all applicable local laws and regulations, both in letter and spirit, in all 
the countries in which they operate. Where this Code goes further than local standards, suppliers 
must adhere to the Code in a way that is appropriate.  
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5.6. Management system 

Suppliers shall adopt or establish a management system whose scope is related to the content of 
this Code. The management system shall be designed to ensure (a) compliance with applicable laws, 
regulations and customer requirements related to the Suppliers’ operations and products; (b) 
conformance with this Code; and (c) identification and mitigation of operational risks related to this 
Code.  
 
The management system should contain the following elements:  

Commitment to continuous improvement 

A corporate social and environmental responsibility policy statement affirming the Supplier’s 
commitment to compliance and continual improvement.  
 
This should be endorsed by executive management and made available to all employees.  

Management accountability and responsibility 

Suppliers shall clearly identify their representative[s] responsible for ensuring implementation of the 
management systems and associated programs. The identified person shall actively, transparently 
and collaboratively communicate with Our company’s representative.  

Legal and customer requirements 

Suppliers shall identify, monitor and understand applicable laws, regulations and customer 
requirements regarding corporate responsibility. Adequate documentation and records to evidence 
regulatory compliance and license to operate shall be in place.  

Improvement objectives 

Suppliers shall develop written performance objectives, targets and implementation plans to improve 
their social and environmental performance including a periodic assessment of suppliers 
performance in achieving those objectives.  

Risk assessment and risk management 

Suppliers shall develop and implement processes to identify the environmental, health and safety 
and labour practice and ethics risks associated with supplier’s operations. Determination of the 
relative significance for each risk and implementation of appropriate procedural and physical 
controls to control the identified risks and regulatory requirements.  

Training and communication 

There shall be programmes for communication with and training of managers and workers regarding 
policies, procedures and improvement objectives designed to meet applicable legal, regulatory and 
client requirements.  
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Worker feedback and participation 

Suppliers shall set in place an anonymous feedback mechanism. Programs shall be in place to 
ensure the protection of confidentiality and obstruction of retaliation regarding whistle blowing made 
in good faith.  

Documentation and records 

Suppliers shall create and maintain documents and records to ensure regulatory compliance and 
conformity to company requirements along with appropriate confidentiality to protect privacy.  

Supplier’s responsibility 

As a supplier of Our company, the supplier’s role begins, but does not end, with understanding the 
Code. Suppliers should develop a process to communicate the Code requirements to its own 
suppliers and to monitor those suppliers compliance to the Code. If any ethical or legal compliance 
issues arise that raise any questions, the suppliers have the responsibility to bring them forward. 

5.7. Governance 

Our company may verify the compliance of all its direct suppliers with the Code. Such verification will 
be conducted by way of a supplier self-evaluation or, where agreed, an audit by our company (or an 
external resource designated by Karst) who may visit the supplier’s facilities with appropriate notice.  
 
Compliance with the principles contained in the Code is a criteria that will be taken into 
consideration in our company’s supplier selection process.  
 
Whenever a situation of non-compliance is identified or a supplier finds it difficult to undertake 
appropriate measures, this should be reported and shared with the relevant representative of Our 
company. As a preferred course of action, Our company commits to work with suppliers to develop 
and implement a corrective action plan to improve the situation. Our company will continue to 
develop monitoring systems to assess and ensure compliance with the Code.  
 
To raise a concern, the supplier can send an email through our contact below. 
 
Our company will ensure that all raised compliance issues in the Code are resolved quickly, fairly and 
at the proper level in Our company.  

5.8. Related documents 

Anti-Discrimination and Harassment Policy 
Whistleblower Policy 

5.9. Main references 

Konica Minolta CoC 
www.konicaminolta.com.au/KonicaMinolta/media/KonicaMinolta/About/CSR/Konica-Minolta_Suppli
er-CoC.pdf  
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Universal Declaration of Human Rights  
www.un.org/Overview/rights.html  
 
ILO International Labour Standards  
www.ilo.org/public/english/standards/norm/whatare/fundam/ index.html  
 
ISO14001:2004  
www.iso.org  
 
UN Guiding Principles on Business and Human Rights  
http://www.ohchr.org/Documents/Publications/ GuidingPrinciplesBusinessHR_EN.pdf  
 
SA 8000:2014  
http://www.sa-intl.org/  
 
United Nations Convention against Corruption  
http://www.unodc.org/unodc/en/treaties/CAC/index.html  
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6. Implementation, Update and Contacts 

These policies and guidelines have been issued, implemented and updated as per cover page. 
Available to all the staff and stakeholders through direct access or on our website: 
 
You can raise any concern, share feedback or advise on inconsistencies through: 
  
100 Harris Street, Level 3 
Pyrmont NSW 2009  
Sydney, Australia 
hello@karststonepaper.com 
Anonymous channel on the website and also here: https://karstbrand.typeform.com/to/b3wANg  
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