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A Letter from Nick Read 

Welcome to the most important document we have at Post Office — our Code of Business Standards 

Post Office is unique —a commercial business delivering an important social purpose. We believe in 
the importance of connecting communities and enhancing the powerful role they play in all our lives. 
We stay true to this commitment by meeting customer needs through carefully designed, high quality 
products, and maintaining an unrivalled local presence across the UK. 

The Code of Business Standards (the Code) defines the expectations we have for how we act and 
how we make decisions, It sets out our clear standards of conduct to ensure that we always make 
the right choice. It's a document which not only protects Post Office but each and every one of us. 

Read and re-read our Code. It matters. Think about how it applies to your work. Consider how your 
behaviours, actions and decisions may affect others. 

The way that we conduct business has never been more m; irr r hi  is why I expect everyone at 
Post Office to follow our Code, advocate for others to do the same, a-d el empowered to speak up 
if you need help or have questions. 

Thank you for your commitment to ensure our customers and the communities we serve continue to 
place their trust in us. 

Sincerely 

GRO 
Nick Read 
Group CEO 

CODE OF BUSINESS STANDARDS 
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'We're here in person, for the people who rely on us' 

Our Intent for 2025 
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rewarding relationshiros. ,with al l our 
Postmasters. 
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Our Ways of Working 

We all want Post Office to be a great place to 
work. A friendly, helpful environment, where 
we work together collaboratively to achieve 
the same aims. 

Created by colleagues, for colleagues, our 
Ways of Working reflect the kind of culture 
you would like us to have and set out how we 
need to work together to deliver our Purpose 
and our Intent. Everyone has a part to play in 
bringing them to life — by working in 
partnership, as one team, we deliver amazing 
results. We are Post Office. 

We need to put the relationship with our 
Postmasters and branches at the centre of 

what we do. This means getting the whole 
business aligned behind our frontline to 
ensure we deliver. 

We can all help to make Post Office an 
organisation that everyone is proud to work 
for. By living our Ways of Working each and 
every day, we can all learn from and inspire 
one another, as we strive to do our best for 
our Postmasters, our customers and each 
other. 

Each of our Ways of Working is supported by 
six statements to bring to life exactly how we 
will put them in to practice. 

Ways of Working 

Working in p artrer p as one team we deliver amazing 
We are Post Office, 

CODE OF BUSINESS STANDARDS 



POLOO413468 
POLOO413468 

Ohi '< , :s rf Working 

e ;vo i; Partnership 

Par  .iii Ds are at We iicCrt ul 'he way we 
wort <,; s ie v allow us to achieve i':ir mar c t` anti 
we : oc a iC.lone. In short,vve are < tr _',r : er 
f geti ,. i ..ach partner Lil CIg` cliff ..•

V L: . p` +_C' • i _, thor :`i c uU o CEll. tY'. •:' 

i .a$ `se 3 E ' o-,_, PC l L i CT CT

rtan fCC CC). i~C: 
..tom' 

!2 

a Ji 4 ic u:Cdw cc ..... ........... .... ........' l .Ve KI 

oocn abort our aims, ar :r i } cf'a i`I"i 

ottems tc:onthnr. Re CV' seat 
n  CC) .irnt _ o ft c important 

"Or' C) CO.' . . CCC ,ti 2 ", iC da CC'`  ,lie i-III 

hap. y r C0 that } t f, ,are tflCi `_a'` o 

objectives. 

1. We place those who work in Post 
Office branches at the centre of 

2. We invest time and energy into 
trusted and ra partnerships 

3 We build lasting relationships with all 
our partners 

4" We respect and recognise each 
other's challenges 
We enable our Postmasters and 
DMBs to serve their communities 
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listen to them, and share your views. Working 
as one team is powerful and is already 
transforming our culture, but we need your 
help to create an environment where everyone 
feels empowered to speak up and share their 
feelings, thoughts and ideas. 

We collaborate and share freely 
We listen to understand and then 
respond 

3. We celebrate success and say 
thank you often 

4. We are helpful, friendly and
available ~ r 

5 We trust and empower everyone to 
make decisions 
We act with integrity and are ups::i 
and honest

Cr' I 'IC r. 
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e nr<„fie   making it cii , ICT' cod ';nicker to 
m,kc cEr.Aic ons. Learnir ; f or,, our mistakes is 
C)! 'co < r it ia! and makes it e:,sia: - to deliver more 
ef`ectively next time. 

Delivering well and consistently builds trust; it 
will give us a reputation for being reliable and 
for doing what we say we will do. 

1. We are reliable and always r1C. . .. 
we say we will do 

2. We are passionate about the service 
we provide 

3. We learn from our mistakes 
4. We embrace change and find ways 

to innovate and improve 
5. We are outcome driven 
6. We work to keep it simple and get 

stuff done 
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Our Ways of Working 
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Be Aware 

Why we have a Code 

As a purpose-led company, our Ways of 
Working are the foundation to our success 
and essential to achieving our'Purpose'. 

Post Office's Code of Business Standards and 
the policies that support, set out the standards 
required from all our employees. 

Sometimes, you might face a situation where 
the right thing to do is not obvious. That is 
where our Code of Business Standard can 
help. It is always here as your guide to 
preserving our reputation. While the Code 
cannot answer every question, it can show 
you where to go for guidance when the 
answer is not clear 

The code enables you to: 

■ Conduct yourself honestly and ethically. 
• Upholds our ways of working and protect 

our reputation.. 
• Understand what Post Office expects 

from you. 
• Make good decisions every day. 
• Comply with the laws, regulations and 

standards that apply to our Company. 
• Understand where to go for assistance or 

guidance if you have any questions. 

Who must follow this Code? 

It does not matter where you work or what 
you do for the Company - you have 
a responsibility to use good judgment and 
follow our Code. That includes every 
full-time or part-time employee at every level 
of the Company. 

As employees, each of us has as a 
responsibility to: 

CODE OF BUSINESS STANDARDS 

• Know and live the Code. i s ' 
follow it, along with any other policies that 
apply to your job. 
- Complete relevant mandatory training 

on time as required by the company. 
• Think before you act. Use good judgment, 

being honest and ethical in every action 
you take, ensuring you demonstrate 
respect for others. 

• Follow the law. Understand and ensure 
compliance with laws that apply to your 
job and our company. If you are ever 
unclear about a law or regulation speak to 
your manager. 

• Ask for help. When an answer is not 
clear, ask for guidance before taking 
action. 

• Report concerns. Prevent harm to our 
company and its reputation by reporting 
your concerns of potential unlawful 
behaviour or violations of the Code as well 
as co-operating with Company 
investigations. 

• Never retaliate against anyone who raises 
a concern in good faith about a possible 
violation of the Code or who cooperates in 
an investigation. 

People managers and leaders have additional 
responsibilities to serve as a positive role 
model in every respect and to help our 
employees review, understand and apply the 
Code. The way our managers make decisions, 
and handle concerns, different opinions, and 
even bad news, will set the foundation for 
trust with teams. 

Take these simple steps to build a culture of 
trust and integrity within your team. 

• Lead by example and model the Code 
and our ways of working. 

9 
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- Have read the Code 
- Have comp .. ,. a yt~ Y ~yr 

training 
- Understand how to raise concerns 

and/or report actual or suspected 
breaches 

• Be informed. Recognise that you may not 
always find the answers that you need in 
the Code, so know where to go for 
answers when there are questions. 

■ Expect the best. Ensure your team knows 
that for results to matter, they must be 
achieved the right way. 

• Be responsive and create a "speak up" 
culture. Create an environment that 
fosters and enables ethical behaviour, 
where employees are comfortable 
speaking up without fear of retaliation. 
Take seriously any concern raised by an 
employee that compromises the Code and 
determine if the issue should be escalated. 

• Take action. Take corrective or preventive 
action when someone violates the Code 

How to make Good Decisions 

Even with good judgement and the best 
intentions, we may not always know 
the most appropriate course of action to take. 
Doing what is right is our goal. The Code, 
along with our other company policies, is 
designed to help us make the right decisions. 

If the right thing to do is not clear, ask 
yourself: 

Am I being honestt? 

Is it consistent witF ; ,.. c .Id0? 

Is it iegdR? 

CODE OF BUSINESS STANDARDS 

Does it follow our policies and 
ways of working? 

What would others think 
of my actions? 

Would I be comfortable if my 
actions were made public? 

How would my decision impact 
on Post Office reputation? 

If you are still unsure as to the right thing to 
do, you should talk with your manager and 
discuss your questions and concerns. 

When a breach occurs 

Compliance with the Code and n lr

policies is not optional. 

Whenever we become aware of a breach of 
the Code, company Policy or the law, we will 
act to address the problem and prevent future 
occurrences. Depending on the circumstances, 
corrective and preventive steps might include 
training, counselling and disciplinary action up 
to and including termination of employment. If 
an act violates the law, it could result in fines 
or criminal prosecution. 

The Company has other policies and 
processes governing performance, conduct 
and behaviour. Policy breaches that are not 
Code breaches will be handled under the 
appropriate policy or procedure. 

10 
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mc, committed to doing things correctly 

and we want you to always raise issues and 

concerns with us. A healthy organisation is 

one where people can speak up without fear 

and, as a result, stop harm. 

Noticing a problem and speaking up about it 

helps us address issues quickly. This in turn 

helps ensure that we can enhance Post 

Office's processes and controls and support 

our Postmasters and the communities that we 

serve. 

If you witness or otherwise learn about the 

company's standards and reputation 

being put at risk by unethical or even criminal 
behaviour, you must immediately, 

report it. 

Post Office encourages everyone to raise any 

concerns that you have with your line 

manager, but we recognise that sometimes 

this may be difficult or inappropriate, and 

therefore a number of different reporting 

mechanisms are available to raise your 

concern: 

A senior member of the People team, or 

Direct to the Whistleblowing Manager 

(whistleblowingd . GRO._._._._._ or 

Contacting the 'Speak Up' line, a 

confidential reporting service which is run 

by an independent company called 

Convercent: _ _ 

- Telephone Number;_____ GRO _ 

- http://speakup.postoffice.co.uk/ which 

is a secure on-line web portal 

Learn more: 
Whistleblowing Policy 

CODE OF BUSINESS STANDARDS 

No 
r'.

ew. dtlation

It takes courage to speak up when 

something's not right. We understand that 

you might be uncomfortable or anxious. That 

is why we do not tolerate retaliation of any 

kind, against anyone who shares a concern in 

good faith or participates in any investigation 

into that concern. Concerns raised honestly 

even if they turn out to be unfounded is never 

an excuse for any kind of retaliation. 

We take serious action, typically disciplinary 

action, against any individual who threatens or 

retaliates against individuals who have raised 

their concerns. 

What is Retaliation? 

We define retaliation as any action that would 

likely deter someone from reporting a concern 

or participating in investigation. Examples of 

retaliation might include demotion, firing, a 

reduced salary, job reassignment, threats, 

harassment or any other action taken against 

someone because they raised a concern, 

participated in an investigation, or attempted 

to deter someone from violating. 

No False Accusations 

As much as we encourage honest reporting, 

we do not tolerate knowingly false reports. 

Making a false accusation can divert 

investigatory resources away from credible 

good-faith concerns and damage morale. 

Report what you have a reasonable, good-

faith belief be true, but never knowingly mal:< 

a false accusation, lie to investigators or m1u e. 

to cooperate in an investigation, as these 

actions may also violate our Code. 

11 
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Fair Treatment of Employees 

In our People related processes, such as recruiting, developing, promoting and other employment 
activities, we are committed to complying with the applicable employment and labour laws and 
regulations. These include, wage & working time, privacy, immigration, compulsory child labour, 
modern slavery, collective bargaining, anti-discrimination and similar employment rules. 

Complying with the legal requirements is only part of the formula for cultivating a culture of respect in 
our workplace — we are all responsible for assuring that everyone at Post Office is treated with 
respect and given fair consideration. 

Embrace Diversity and Inclusion 

We are committed to building a diverse and 
inclusive workplace in which everyone feels 
like they belong and are empowered to bring 
their authentic self to work 

Embracing diversity and inclusion means we: 

Strive to promote fairness and equal 
opportunities for employment and 
promotion based on experience, 
qualifications and skills. 
Are respectful of the differences between 
people and their circumstances and do 
not tolerate discrimination or harassment 
on the basis of any legally protected 
characteristics. 
Encourage ideas, opinions, and ways of 
thinking that may be different from our 
own and prohibit exclusionary 
behaviours, which may include, bullying 
and workplace violence, discrimination 
and isolating individuals and groups who 
are different. 

Learn more: 
Equality. Diversity and Inclusion Policy 

• Foster an inclusive and respectful 
workplace by assessing our conscious 
and unconscious biases, removing 
barriers to inclusion, focusing on 
systemic equity in our people processes 
and company procedures for consistency 
and fairness, being a supportive ally and 
standing up for others. 
Invest in the physical, mental and 
emotional well-being of our employees 
through ongoing education around 
inclusion and diversity initiatives. 

Post Office strives to build an inclusive 
workplace where we celebrate diversity and 
inclusion with all employees feel a sense of 
belonging and valued for who they are and 
the differences they bring. Post Office does 
not tolerate discrimination based on the 
grounds of race, ethnic or national origin, 
disability, martial or civil partner status, sexual 
orientation, pregnancy or maternity, age, 
religion or belief, sex and gender 
reassignment. 

1 4 
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Be Kind and Respectful 

We have a responsibility Ie a 
respectful and inclusive wr,=i`; 'lace. It is 
important that you feel valued r  : nr trd 
and that you are treated fairly. 

You must: 

• Familiarise yourself and comply with 
Equality, Diversity and Inclusion and 
Dignity at Work policies. 

• Understand employment and equal 
opportunities laws and local culture that 
may have an impact on workplace 
decisions and ways of working. 

• Treat every colleague with respect, 
regardless of role, position, employment 
status or length of service. 

• Consider the needs and perspectives of 
others and how our words and actions 
might be received. 

• Never threaten, act violently toward or 
harass others. 

Learn more: 
Equality, Diversity and Inclusion Policy 
Dignity at Work Policy 

gully, disparage, shame or 
mock :., r oars and be vigilant for signs that 
others are being harassed or bullied. 

• Not retaliate against others—everyone 
should foster a culture in which anyone 
can comfortably raise a concern without 
fear of retaliation. 

• Speak up through the relevant channels 
about anything that may violate Post 
Office Diversity and Inclusion policies so 
that we can all work together to make 
Post Office a great place to work. 

■ Make sure that your conduct when you 
are at off-site events is as it would be at 
work. Company-organised events include 
social events such as Christmas parties, 
team events and social outings. 

• Complete unconscious bias training if 
you are to be involved in recruitment 
activity. 

13 
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Contacting the 'Speak Up' line, a 
confidential reporting service which is run 
by an independent company called 
Convercent: ___ __
- Telephone Number ; GRO 

http://speakup.postoffice.co.ul</ which 
is a secure on-line web portal, or, 

The Government's Modern Slavery 
Helpline

Prevention of Modern Slavery 
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The prevention, detection arnn Icon 'ting  of 
modern slavery in any part of our business or 
supply chains is the responsibility of all Post 
Office employees at all levels. 
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We comply with all applicable legislation and 

regulations and aim to continuously improve 
health and safety performance. 

Everyone at Post Office have a role to play. 
We all have a duty to ensure a healthy and 
safe work environment and work safely 

You must: 

■ Familiarise yourself and comply with 
health and safety policies, risk 
assessments, method statements (safe 
system of work), standards, procedures 

Learn more: 
Health and Safety Policy 
Alcohol & Drugs Policy 
1 laysical Security Polio; 

14, 1 . 

sr we com

ri' ia'ri .es that save on the resources that we 

sup by 

not ..f .t- s, such a n ,orgy 
and - o;

CODE OF BUSINESS STANDARDS 

n, . i-,: a'• r r r oyour 

■ Familiarise rc nr iy with all policies, 

related to physic.. i
■ Work and behavr

not endanger ou other_.. 
■ Make sure you kr o i hat to do if an 

emergency occurs a our place of 
work/on the road or at a location you are 
visiting 

■ Support one anot.hcr, be aware of and 
utilise the business wellbeing and mental 
health support resources. 

■ Promptly report any actual or near miss 
accident or injury, illness, unsafe or 
unhealthy condition so that steps can be 
taken to correct, prevent of control these 
conditions immediately. 

■ Complete mandatory Health and Safety 
training. 

■ Not wc;k unc IL iYf! c ice of illegal 
drugs, -,ict> fc of . 6r c'_}tc' substance that 
could compromise safety or performance. 

15 
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The use of Social Media 

While it is recognised that all employees are entitled to privacy in their 
personal life, Post Office is committed to maintaining confidentiality and 
safety whilst also maintaining the reputation of Post Office by exhibiting 
acceptable behaviour at all times. 

Social media is a collective term for websites and applications which focus on communication, 
community-based input, interaction, content-sharing and collaboration (this includes sites s+ c s 
Twitter, Facebook, Linkedln as well as YouTube, Flickr, Instagram, Snapchat, TikTok and of r ':m err 

and video sharing sites (not exhaustive)). 

Personal use: Post Office understands that you may wish to use your own devices such as mobile 
phones, to access social media websites while you are at work, but you should limit your use so not 
to interfere with your working day and should be limited to your allocated break times. 

While using social media in a personal capacity and not acting on behalf of Post Office it should still 
be recognised that your actions can damage the Post Office's reputation. All communications you 
make in a personal capacity must not: 

• Make statements which cause, or may 
cause, harm to our reputation or otherwise 
be prejudicial to our interests. 

• Use data obtained in the course of your 
employment in anyway which breaches 
provisions of the Data Protection Act 
2018 

• Make disparaging or defamatory 
statements about the company, your 
colleagues, customers, postmasters or 
suppliers 

• Make comments that could be considered 
to be bullying, harassment or 
discriminatory against an individual. 
Respond yourself to negative posts about 
Post Office. You may come across 
negative or disparaging posts about the 
Company or see third parties trying to 
spark negative conversations. Avoid the 
temptation to respond yourself and 
instead let those who are certified 
internally know and respond if required, 
by reporting to sociall GRO _ 

Use at work: You are allowed to access social media sites from any Post Office devices in 
connection with work related activities, such as posting about our services, upcoming events or 
publicising Post Office. You are reminded that they must comply with the below: 

• Post Office brands or logos are not used 
or altered without prior permission from 
socialE GRO 

• Do not create any social media accounts 
whether for your, Product Category, Area, 
Region, Department, Depot without 
seeking permission from 
social i GRO k 

■ Copyright and fair usage laws and 
restrictions are respected and observed. 

• You must not disclose any intellectual 
property, confidential or commercially 
sensitive information relating to the 
company. 

• As above don't respond to negative post 
about Post Office yourself, reporting these 
to social; GRO 
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,,,.. ow we Conduct Business 

Prevent Bribery and Corruption 

At Post Office, we are committed to a policy of 
zero tolerance of bribery and corruption, 
recognising that bribery is contrary to 
fundamental values of integrity, transparency 
and accountability and undermines the Group's 
effectiveness. We conduct business using 
ethical practices only. 

We strictly prohibit bribes, fraudulent conduct, 
kickbacks, illegal payments and any other offer 
of items of value that may inappropriately 
influence or secure an improper advantage. 

In the drive to be successful in our business, 
more may be instances where you are asked 
u ft e or accept a bribe. Do nc _ c_ it. The 

con Iquences of violating
sevc;r, —for you and forth(, Cary. 

Learn to spot a bribe. Bribes come in many 
forms, and they are not always obvious. A gift, 
the promise of a job, the offer of a trip, a 
charitable contribution, all could be considered 
bribes, if offered in exchange for any decision 
or favourable treatment. 

Gifts and Hospitality are part of everyday 
commercial life. If you are offered gifts or 
hospitality, as a test of appropriateness, you 

should always consider how the acceptance of 
the gift or hospitality would be viewed by 
others or could be portrayed by the media - 
would others see it as appropriate and 
proportionate? 

We responsibly invest in our business 
relationships but never offer or accept gifts, 
hospitality of entertainment or anything else of 
value to improperly influence people. An 
overly generous gift can pressure the recipient 
to return the favour or feel indebted to the 
giver — with decisions that benefit the giver 
and create a conflict of interest or perception 
of a conflict of interest. 

You must: 

n,rp'y this code in good faith to ensure 
oo1 and hospitality are never considered 

be excessive, confer improper 
advantage or create an actual or perceived 
conflict of interest 
Familiarise and observe monetary limits 
that Post Office has set separately for 
gifts and hospitality. 
Ensure all gifts and hospitality are 
reported and approved, prior to the offer 
or acceptance. 
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Prevent Bribery and Corruption 

Gifts 

The giving and receiving of gifts should 

ordinarily be below £100 per person in value. 

Items costing £20 or less, such as pens, 

calendars, diaries, notepads and paperweights 

do not need to be reported and approved. 

You roust: 

■ Not a r~r.fir h rr rash equivalent (e.g. 

Gift Carr;

Hospitality and 'Entertainment 

Hospitality may only be given and accepted 

where it has a clear and demonstrable link 

with a legitimate business purpose, e.g. an 

organised event or a meal at which business is 

to be discussed. 

In relation to offers of hospitality, numbers on 

both sides should be limited to those whose 

presence is necessary to progress the 

business in hand. 

You must: 

■ Ensure the hospitality is reasonable (not 

lavish or extravagant), proportionate to its 

purpose and must ordinarily be below 
£200 per person in value — if over £200 it 

must also be approved by your GE 

member. 

You must: 

Familiarise your ail` v to and follow the 
Anti-bribery and Lu:ruption policy and 

procedures. 

Always make clear, internally and when 

dealing with third parties, that Post Office 

has a zero tolerance approach to bribery 

Learn more: 

Anti-bribery and Corruption Policy 

CODE OF BUSINESS STANDARDS 

and corruption and will not (directly or 

indirectly) offer, pay, seek or accept a 

payment, gift or favour to improperly 

influence a business outcome. 

■ Not ask for or accept sporting or 

charitable sponsorship from an 

organisation that has (or is seeking) a 

contract to supply the company or is in 

competition with it. You must declare to 

your manager any plan to accept 

sponsorship and ask if there is any conflict 

■ Always obtain approval for any gifts or 

hospitality offered or received. 

■ Not offer or accept any gifts or hospitality 

if the third party or Post Office is currently 

or about to tender for a contract for 
services involving the other party. 

■ Immediately notify your manager if they 

become aware of any suggested or actual 

payment or other transaction which has 

the potential to be in breach of the Anti-
Bribery and Corruption Policy. 

■ Complete mandatory Anti-Bribery and 
Corruption training. 

Ask yourself these questions

Is the gift prohibited? 

Could it be interpreted as a bribe? 

Is it in line with our (or their gift policy? 

Could it influence a business decision? 

How would it be perceived if it were 

publicly disclosed? 

If any of these questions raise doubts, you 

should speak to your line manager 
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Fraud and Financial Crime 

At F'onso (fIfffie we are F.. co ind to ConJ~ n 

businc ,,. .~ ?,~wf r .c.r s the use of

OOOO and OL.ononnccc. 'ransartio no r yy

3Y .; ,"r'✓ 1"„rro tr e' ="-e.r , rn n,_ one 

CO ;snc e d ... ..no, and d1, ,f>t _ of money and 

cCCa in t'rr fm".Y% 79'd'r no a i V jy', 

chew qino thorn -ttr Clr an money r ... normf's that 

have no crbv : i!, din;:: to their cr1..Coal r rigins - 
such as tr.. r-r, , CCU a  dr nli r, ar evasion, 

human tr, =jc 'in,f and fraud. 

You mt y he committing an offer rE earl he 

prosee Cnn it you carry out a trj fs ctron 

where you know, or suspect, that the funds 
are intended for use in support of money 
laundering or terrorism, regardless of whether 
the funds were the proceeds of criminal 
activity or lawfully derived. 

Learn more: 
Anti-Money Laundering and Coun' 
Financial Cm or nd Supply Chain 

Financi it Cd jr r ulicy 
Fit arc: r  -i 

CODE OF BUSINESS STANDARDS 

Len ;-I. + "y rn d. C or .c..for Terror.,a. hi...... ci r1C 

potcy or tire [ ,n, j : :f! Crime poiroy 

You must: 

Family,...nn: VOc.rrnofW.,CO rcnd r < ,lm Ant; 

Mnrr ov i...arc Con no nod F°' ciar (. rcoo 

prnis'_ e - , 

■ Undo r^ rend and follow procedures and 
irate nmd canton in  :h< arc' o `o to 

prev ono. incnvrdualn 01 roo.rroy i s, err once 

and o noeq r r; in other r Coe ;;n` t. ,s. 

■ Ber n Ut e .'h .n It r om rr to scntfing 
financial tranoacti'nnc t jat mcnht aiqnai a 
proloIer..a a ,c1 report .nncr concern  ?to 

Gra-ev-ne on  GRO ic you see 

or suspect an act vi _/ c.: tr M,.>'ar orr that is 

outside of normal processes. 

Complete mandatory Anti-Money 

Laundering and Counter Terrorist 

Financing training on time. 
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Risk Management 

rnnaqor.ioot fir in en tn., r  Post 

o,,.;: (. ' . ' i :3nd ook..nfr 

activi t ies and is kay to nflcctive decision 

ni.tOri a ifmskin ro ant i r  idant. ink. m eninarch 

moo to , . mar Q, r r - e ran in rted on 

conan000a basis. 

ii 5 id. '" ;.Ur to an Ph f , ,i ,='e ft r -;' !" ` ~"-i-

Learn O ar e 

Risk Polic,. 

stra' kv iri... . in ancftay.'ay'fti' prrn.ne 

s' r .d- i 'fta .. s:: Ertl a . `w'n ,"> ,~yji j,C 

p€t';1C1 vi i;/ ("000.o r' c:SO ,. it ,

o ,ori'onitioii, anci ocertantio'n,. 

h~"arya ( .0- ~ ran  ha a coo anitah o r' ida. rtifvinq 

to:3i ;is .m r , ,rin r 'hr- mnr:nciatod

intern  ota rt.r,, 
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t, L .CU c. n/of ccc ofo rTnati,O0 , t?E::J IT /< `r'.. c { ; It ! `fa k ,/ . !^ .c'"?n u a ,/,ll have access to Post 

? ?%r#Y"r, tir, "' at m Pr Jr,—, iv--i ~~t kte: .)I'VE. rn aN E .r .an Pe; It's important that 

ovate - woo c '17! 'Bl r 7 IS rl r, r taco t  ' n-1 cca cc lay f ijl a'i 'n t ic' requirements in the 

tar a oh In"a/ !a'(or ;r > €trl /r) cv. =:a €...  h/ : 9_ ik C yha r a ii ci Information Security 
nl; y cc.n carry ,rr io. ld ! ii . ee 'or •= oi. anti Post. C 6rc, . Ert'ach cc, a r the policy may lead to 

ni ka, ! ac-ha  , a y nr .r ;r rii nl ,,a'. 

~els` or >te :t our sys e . is and in ormatf: r., you sho. ld: 

■ Ensure Post office equipment is used 
appropriately and protected from damage, 
oss and theft. 

■ mmediately report to the IT Service Desk 
the loss or theft of any Post Office 
equipment. 

■ Cisc a password or pin to lock unattended 
cost office equ'rm mrrt. Use complex 
,-)a ,-swords t o' ect your access. 

■ Ian aui, any t omovable Post Office IT 
equipertenr is secured when left in the 

c P . 

`recur ty c rkt a.. a, nci . €" i_u'_ 'lE%t 

'.Yl oci to hicwaha. . w r' ' .d .2 i ur ;mss, 

oriVi la ciE. t a near E,anti-vim i..!a _}

cis 

oHy explicit, 
hs ane, or 

Crarca:a tar v irrionee, hatred, t-nrre i ,̀m 

Pan or c"lt,. or  in any terre at private 

hi aiflerr acne Port a... 

office overnight, is locked --W/ay or put out 
c " s ahk. when left unater ier at home, in 
a hotel or in a vehicle. ` Jh an travelling, 
keep the equipment with you at all times. 

■ Follow the appropriate IT request process 
to install any software applications on 
your Post office equipment. 

■ Only use approved data storage areas, 
such as one drive. Don't sign up for cloud 
storage services such as Dropbox 

F oc ccrtails when you don't I"...ic'w who 
t'F V e . c  3s ! .. dl C r_C cc. un " ...ccc 5afl

ti  cs ai"ut$.'b rawl' - .,,P cm

n 4 iSik SS rotated wub is , 

a try 

• Sry e your ron Othac r
y 

in in ,I„ fro 'nk era ' ?,ttlr 

■ p. , Fmrna t Ed ' i a. orinforrr- ation 
afterleavinc, Pc'.  , ._r r rp !e'V - 7rnt 

. .,Trt d , ? r. € f ") ny informattr.r: ..,_, i}, -;,.r iri, iri € 'i r, Mks ,h=r std; l.'. ,/ ➢< r. i 
: ° `.e °`v t e- F)c -,I< primarily tt.:,4r" ~? r ,E I. f 

GRO /,'t- t It is 9"' t',t~~ , 3r„ar t} , .~ ry r Ir~~I , 9 `z

I I GRO 

learn More: 
rhet and Infer— o0  en .Cc. € e'ia, 7n . 
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Protecting Pont Office Information 

Information is one of Post Office's most valuable bu= ::ass assets: P 'mice is committed to 
safeguarding and protecting our information and other infon n, !,,;r; e 

r 

Disclosing (or "leaking" ) confidential information nr.._ „'c of Post ';f
need it for legitimate business purposes can have Clir consequences on Post Office business, 
damaging our reputation and breaching the trust of others. 

Information within Post Office is held in many different formats, including on fii,t:er, electronically in 
documents or in IT applications & systems. Our requirements to protect Infr n f .' ;en 

:-reply to all 
formats. 

Post Office has Information Classification standards which define how information within Post office 
should be classified, handled and protected. 

When handling Post Office's information, you must: 

Familiarise yourself with all information Take care not to disclose information in 
handling policies and complete any public places, including taking all 
mandatory training on time, necessary steps to protect information in 
Complete mandatory information security documents and on IT devices away from 
training on time, the workplace. 
Understand the nature and classification Not forward emails containing non-public 
of the information, as defined in the Post Office information to personal email 
Information Classification Standards: accounts 
understand and adhere to the handling Not store or synchronising Post office 
requirements detailed in the Cyber and information onto personal devices 
Information Security Policy; and take Not take any Post Office confidential 
personal responsibility for the proper use, information with you if you leave the 
circulation, retention, protection and company. Any work carried out during 
disposal of Post Office's information employment will remain the intellectual 
Not disclose confidential information to a property of Post Office. 
third party unless there is an approved Immediately report events which could 
purpose. impact the security of Post Office 
Not share confidential information information by following the information 
internally beyond those who need it for security reporting procedures. 
their job. 

Learn more: 
Cvber and Information Security Standards 
Cyber and Information Security Policy 
Cyber Information Classification Standard 
Cyber Security Team Site 
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Personal Data and Privacy 

vu r i „ <a, ;Waster or third parties 
they entrust us with 

, rsonal data. Our employees do the same 
when they join the company. We take our 
responsibility and obligations seriously to 
collect, use and process any personal data 
only for legitimate business purposes and 
protect it from possible loss, misuse or 
disclosure. 

Keeping personal data secure is critical to our 
people, our business and our reputation, We 
recognise this responsibility and follow the 
laws requiring us to protect personal data that 
can identify an individual or which relates to 
an identifiable individual. 

Many employees work with personal data as 
part of their jobs. If you are one of them, guard 
this data well by following the Company 
policies regarding the access, transfer and use 
of this data. 

You must: 

• Familiarise yourself with and follow 
company policies regarding the access, 
transfer and use of personal data. 

• Complete mandatory Data Protection 
training on time. 

Learn more: 
Protecting Personal Data Policy 

CODE OF BUSINESS STANDARDS 

• Only Calle that is nd 
relevant 

u.o it solely for he purpose 
for which it is collected. 

■ Be transparent with individuals in relation 
to how their personal data is used in 
alignment with Post Office privacy 
notices. 

• Keep personal data up to date correcting 
inaccurate data when requested and 
respecting individual legal rights. 

• Keep personal data confidential and 
secure. 

• Act responsibly and ethically, always 
considering the risk to individuals in using 
their personal data and take steps to 
mitigate such risk. 

When collecting, using or storing personal 
data, employees must not: 

• Retain personal data for longer than 
necessary to achieve the business 
objective or meet minimum legal 
requirements 

• Collect and use personal data for 
purposes that are not reasonably 
expected by our consumers, postmaster, 
third parties and employees 

You can contact 
data.protection GRO

GO.i if you have any 
questions on concerns in 

regards to the access, 
transfer or use of personal 

data. 
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Maintaining Accurate Business Records 

At Post Office we generate a large volume of 
business records each day. You are 
responsible for ensuring that the records in 
your custody or control are maintained, 
retained and 
destroyed in compliance with all legal and 
regulatory record keeping requirements. To 
manage 
your business records properly, you should: 

Comply with our records management 
policies and retention schedules for all 
business 
records„ paper or electronic. 
Kemp records only as ionq as necessary =or 
a legitimate business purpose or legally 
required. 

Learn more: 
ocument Retention and Disposal Policy 

Kinandal A ncuracy 

At Pm r7 Rice we are command to accurate 
nortiap in our company a hoods and records. 

inn arc- expected to be ar co _irs_ble for the 
m mmra: y and honesty cf ne ;sm.mess records, 
n-rm.rs .,nn agrer mc etc that afou handle in 

l ie normal c,trr, e f h €ci errs. `Cou should 
never falsify, orr, r, misstate, alter or conceal 
any information, or otherwise misrepresent 

■ Follow the retention periods specified in 
the Records Retention Schedule, if 
applicable, or as required by law. 

■ If you receive a Legal Hold notice, follow 
all retention instructions on the notice 
regardless of the retention schedule or 
applicable law. 

Destruction of documents subject to a Legal 
Hold notice, even inadvertently, could expose 
our company and you to civil and criminal 
liability. You should consult the legal team 
if you have specific questions about 
documents referred to in a Legal Hold notice. 

the facts on a con nc „ , To:.,rrs or encourage or 
allow anyone els€ to_ ?r, 'ro Al of your 
transactions, no mattcr what' ie amount, 
must be properly author m- _:!, executed and 
recorded. If you notice an inaccuracy in a 
crmr ar rr cc -d, or a-,) turn to follow our 
nt rr al _ortro proce s. s, -rusk up and 
rotor it !mramediately. 
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Pont Ottiun rn +~ : x , Ill d!!ii.g" accurate, Cat : < 4,7 [C 1, n'4,a t: y=. ato d: in, x ,. r i,. .xo,-'i to the 

x. .You moo not ....umt ntobt,c uvento421 10jo: ionx tlt,

03 . , iat v!!-'id: tr4( '4. f; ;(0J x, ...nn ...n nr or il`1 r (0'0. i S ! Y

.., ,'ttoocootort 'mto i x CPf tt7 '. !}mroomt i m! -`JAI of a il'1C 

( 'i n"r l ltio t tea (To 

GRO 

GRO 
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Choose Suppliers with Integrity 

Asa pull c l oden  Wi den, we are 

commit r' t ..   ;,  o Coot we , +..ivervoe 
r .o 000 LI.. 

r k I ). 10 c r0. ' I'll .l10 0101 LJOCI t 
„ 

.. lch 1 ' 1 the oroeerce;eo we,rC-f of r...

or -m the r.fti ro For 1 

ro 001 1 to sou rro, r'tj corn "+'tjf . ni'"r rf, i 'reert 

o`. These pcoccrnes are dr c rl .~ 

Stlrnrciatc market con' petits .r, ;or . ,l id, r 

coo tracts 

Delver value for money and, Inonvatlon

n .i rr r equal treatment and trr; ar, rrd;y 
'n/it-i a'I suppliers 

En cure contracts are awarded ~air'

'Lie must ensure that our comm orc'sl ;lL'it'; 

is compliant with the legislation ano 

demonstrates our commitment to best 

practice. 

Maintaining our reputation for ethical business 

integrity is absolutely vital and we must also 

ensure that we partner with suitable suppliers 

who will align with our ways of working. 

If you work with suppliers, you must: 

■ Complete the Procurement online Training 

module. 

CODE OF BUSINESS STANDARDS 

Connrrd't'wfthtine e+ .. e.. terror.... ..

a. . a .....n'.  rrr that es are 
followed. 

■ F. .r r i.rr'r i yourself with ; Procurement 

aSS("t' ti nt( F'F t, ; ; 9 t ' P""

cr n rnrii i , 00.000 1r"1"1 n r';th Sr p1 ens 

until they 
ore 

on bcrocdr..rl . o" e. ., ;lhlch 
i`rt :rd 0 r c, tr nor hr... ,pl.erC o:dr, of 
florid....croci ;tr or.  1rid once ,rs  i>nrr,rts. 

(0"' cc a Sl or, -r.Ir r r. ac ";er l roe Ir .,tr.d >> }r', .Ti 

contract is ,a race, you most: 

Enc..re th- P_irc ra. nc, r~' 7cess is 

followed t._ cocoa  ,a,- orders are raised 

and "nova .ed sr rho t we are only paying 

for t—efoods or rer ,'icos that we have 

received 

■ Ensure that contract; c'e - )a= a(ed 

effectively in line wed our o'iJc.' rod 

controls. 

■ Notify your Line Olaoaper and the 

Procurement team 0 they know of or 
suspect that thin; party suppliers are not 

meeting requ -er,..errts or if they are 

p0W,r cone, Cr, 'rL ary to rOhc agreed 

contractual terme 
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Avoiding Conflicts of Interest 

When do Conflicts of Interest Occur 

Conflicts of interest can arise when our personal 
relationships or financial interests overlap with our job 
responsibilities. If we don't navigate potential conflicts 
of interest carefully, these situations can impact the 
decisions we make, erode trust within teams, and 
harm the Company's reputation. 

In business, the line between personal and 
professional interests can become easily blurred. 
Separating the two can be challenging, especially 
when personal relationships, outside employment or 
investments are involved. We are all expected to act 
in the best interest of the company. This means we 
must never allow our personal interests to influence 
our actions on behalf of the company. Every decision 
we make while on the job must be objective and with 
the company's business interests in mind. 

You must: 

CONSIDER THIS 

When someone says....... 

in a good word for 
me?" 

"L'c. !< i—you can do 
the , r  11 irs you- fu'c rue" 

"My Nephew has a company" 

Be Aware these can be warning 
signs of possible conflict. 

• Act in the best interests of Post Office. You must not do anything which conflicts with your duty 
as an employee of the company or use your official position for private advantage. 

• Avoid situations where a personal relationship or financial interest in another company might 
influence decisions you make in your job. 

• Understand that a conflict can exist even it you are convinced that your decisions will not be 
affected by an outside relationship. 

• When a conflict of interest arises, ensure these are disclosed, :cnci u ..<<ic and approval is gained. 
• Before taking on outside work, ensure that the work docr - nt = nm n dom' Office's business 

interests. 
• Not exploit your personal or family relationship with any colleague for any gain including to 

yourself or others. 
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Family Member and Close Working 

Relationships 

Relationships with family members and close 
personal friends can influence our decisions. It 
is important to be careful about company 
business decisions that involve close personal 
relationships. 

To prevent conflicts of interest employees 
should: 

Avoid taking part in the hiring or 

accepting memberships on any board, it is 
important to understand one's legal 
responsibilities and avoid affiliations that carry 
potential for distraction and conflict of interest. 

Political Activity 

We respect the right of employees to engage 
in political activity to support political groups. 
Employees can only offer support and 
contributions to political activities in a personal 
capacity. 

promotion of family members Post Office is a politically neutral company and 

Avoid holding a position with access to or our reputation must not be compromised by 

influence over performance appraisals, your interest, affiliation or activities to a 

salary information or other confidential political party's pressure groups or other 

information related to a family member. causes. 

These situations should also be avoided in 
connection with another employee of a 
prospective employee with whom one has a 
close personal relationship outside the 
Company. 

Outside Board Members 

Serving on outsides boards can present 
conflicts of interest and should be disclosed 
and discussed with your manager. Before 

THINK IT THROUGH 

Employee's must: 

Ensure any contributions towards and 
support for, political parties are clearly 
personal and give no impressions of being 
connected to Post Office. 

■ Ensure any personal political support or 
contributions do not affect your 
performance or objectivity at work. 
Not improperly use company resources or 
time for personal party-political purposes 

■ Will this activity or relationship influence, or appear to influence, my ability to make sound 
and unbiased business decisions or otherwise interfere with my ability to do my job? 
Will I personally gain something or will a family member benefit from my involvement in this 
activity based on my status as an employee of Post office? 

• Will I be usinc, Lornooar y assets for personal gain? 
• Will my participation cause me to put my interests ahead of what's best for the Company? 
• Will public disclosure of the activity damage the reputation of Post Office? 

If you answered "yes" to any of the above questions or if you feel that you might have a potential 
conflict of interest, inform your line manaqer and seek their advice if you are unsure. 

Learn More: 
Conflicts of Interest Policy 
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The Last Letter 

Thank you for your commitment to Post Office and our Code of Business 
Standards. 

Be inspired and work each day in a way that inspires others. 

Follow not only our Code, our policies and the laws and regulations that apply to your work, but also 
your conscience. When something does not feel right or puts our Company, our people or those we 
serve at risk, report your concerns. When you do, you preserve our good name and reputation. 
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the Iasi ifs',
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standarc.  v rer~ts. 
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