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What is a Policy?

When we talk about policy, one of the first questions that is usually asked is “What is a Policy?”

Policy can mean many different things, but at Waste Management, policies are the business rules and
guidelines of the company that ensure consistency and give effect to the company’s strategic direction
and ethics. It is a statement of intent used to guide decisions and is implemented through processes.

Policy: The business rules and guidelines of a company
that ensure consistency and give effect to the
company’s strategic direction and ethics. It is a
statement of intent used to guide decisions and is
implemented through processes.

Process: A collection of agreed, structured, step-by-
step activities which define a clear route to achieving an
objective.

Procedure: The specific instructions necessary to
perform a task or part of a process. This can take the
form of a work instruction, quick reference guide or a
standard operating procedure.

Although Waste Management has a range of policies, this booklet contains the essential policies that are
the most important to our business. As an employee, you are required to understand and follow these
policies, and they will help you figure out what you must do when undertaking certain actions, such as
operating a company vehicle or booking business travel. This booklet also contains our commitments
and visions that guide our conduct.

We encourage you to become familiar with our policies, which you can read under the policies page of
our intranet, along with information about how policies are made, and how they relate to processes and
procedures. If you have any questions regarding a policy, please talk to your manager or the Policy Writer
directly.
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Corporate Code of Conduct

WM-HR-G-Policy Guidelines September 2023 Version 18 Page 2



WM-HR-G-Policy Guidelines September 2023 Version 18 Page 3



WM-HR-G-Policy Guidelines September 2023 Version 18 Page 4



Health and Safety Policy
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Drug and Alcohol Policy
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Epidemic, Pandemic Policy
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Immunisation Policy
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Acceptable Workplace Behaviour and Equal Opportunity Policy
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Speak Up Policy
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Competition and Consumer Law Policy
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Safe Driving Policy
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Acceptable Use of ICT Policy (Under Review)
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ICT Security Policy
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Environmental Policy
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Dress Code Policy

1.0 Purpose

At Waste Management NZ Ltd (“WM*) the way we present ourselves is important to maintain our
professionalism and commitment to service. By looking presentable, we zend a positive message to our
customers, colleagues and the public. This Policy provides clear guidelines to our employees about how they
are expected to present themselves. As WM employees work in a diverse ranges of environments, the Policy
outlines the various levels of aftire needed.

2.0 Operational Employees

al Operational employess are employees undertaking fieldwork activities for WM, who may be
interacting with plant, machinery or equipment. All operational employees are required to wear PPE
and equipment as directed by the WM HSE PPE Guide.

b) Employess may wear WM branded caps and beanies while working.

c) Jewellery must not be wom in an operational environment where it isn't safely contained under the
PPE clothing. This is fo prevent an increased risk of accident or injury fo the employee or cthers.
WM will ensure that every attempt i= made to support and enable the employes o work without
discimination or prejudice in their working environment.

3.0 Corporate and Office Bound Employees

a) WM expects all employees to promote a clean and professional image to fellow staff, customers and
the community. All corporate and office bound employees are expected to wear corporate clothing
which reflects their role within WM i.2. minimum short slesve, not strapless tops or singlets.

b) WM allows employees to wear smart casual clothing (not street casual) on Fridays, provided that the
employee complies with 4b) and does not have to attend any official meetings or represent the
organization to the public, clients or important external stakeholders.

4.0 Standards of Presentation

al All employess are expected to be well groomed and maintain a good standard of personal hygiene
and appearance.

b) For employess who aren’t required to wear branded clothing in their role, must not wear unsuitable
attire for the workplace. This includes beach or swim shoris, strest casual t-shirts with offensive
slogans, hoody sweatshirts and street wear sweatpants, night club street wear, ripped clothing and
ripped jeans.

c) Appropriate footwear, refer to Section 7 — Footwear.

5.0 Wearing Traditional Community Attire

a) We respect and celebrate the diversity of our workforce, including the wearing of traditional
community attire. If an employee's religious or cultural beliefs through wearing traditional items,
clothing and jewsllery, iz being discriminated against, they may consult with their Buziness Pariner -
People and Culture to ensure that they are supported in their work environment.

b) Pleasze ensure that in an operational environment, appropriate PPE must be wormn over any traditional
item to prevent an increased risk of accident or injury to the employee or others. WM will ensure that
every attemnpt is made to support and enable the employes to work without discrimination or prejudice
in their working environimesnt.
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6.0 Branded Clothing

a) General Managers have the discretion to determine who is required to wear branded clothing in their
region. Generally, this will be customer facing staff.

b) WM will pay for required and voluntarily wormn branded clothing.

c) Employess and Managers are mutually responsible for ensuring the branded clothing is wom
comecthy.

d) Employees not reguired to wear branded clothing have the option of receiving a portion of the
branded clothing kit, at the discretion of their manager, paid for by WM, and to be wom at their
discretion.

e) For operational or customer facing roles, replacement of branded clothing will occur 12 months after
issue, where old, branded clothing items will be traded in for new ones. If an itemn needs replacement
before this time, the employes will nofify their manager, who has the discretion to authorise an early
replacement.

i Managers are responzsible for tracking the branded clothing given to employess.

gl Branded clothing will have logos at the discretion of WM, and employsss may not cbscure, alter or
remove the logo from any branded clothing items.

h) The laundering and maintenance of branded clothing is the respongibility of the employee.

i) Branded clothing paid for by WM and any protective equipment provided by WM must be returned
at the termination of employment.

id Employess who are required to wear branded clothing will be provided with:
i. Amy combinabion of 3 shirtz — business shirt / poles (shirte come with company logo)

i A jersey or vest
i A jacket {for roles that leave the office environment)
iv. A hat, cap or beanie (optional)
k) Employees will not be provided with pants or skirts and may wear their own in compliance with this
Policy.
7.0 Footwear

a) For safety reasons, non-slip enclosed footwear will be desired to be worn at all fimes and ke suitable
for the work environment. Individual sites may have additional rules on what foobwear must be warm
on gite, which the employee must comply with at all times.

b) Good strong nonzlip enclosed shoes, including good casual walking shoes are acceptable in the
office environment.

c) Customer facing i.e. sales staff, are expected to wear clean and tidy corporate appropriate footwear.
d) Operational roles must wear appropriate PPE footwear related to their role.

e) Looze foctwear i.e. jandals, thongs, slip on Crocs and flip flops have safety issues and are not to be
WO on any site.

i All visitors to the operational sites will be nofified of the required footwear before they armive at site.

gl If any worker or visitor amives at site without the correct footwear, the branch manager / supervisor
must be informed immediately. The branch manager / supervisor will then either, provide the person
with a pair of comipliant shoes, ask the person to leave and retum with compliant shoes, or for visitors,
perzonally guide the person around the site as a managed risk.

8.0 Non-Compliance

a) This Policy will be given to new starters in their induction, so they are clear on what is expected of
them. Any changes to this Policy will be communicated throughout the business.
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b) Should any health ! medical issues or dizability result in the employes not being able to comply with
any portion of thiz Policy, WM will ensure that every attempt is made to support and enable the
employes to work without discrimination or prejudice in their working environment. They must
engage with their immediate manager and consult with their Business Partner - People and Culture
to ensure that they are supported in their work environment.

c) Where an employes iz wearng inappropriate attire to work, the manager will privately discuss this
with the employee, and the employes iz expected not to wear the same inappropriate attire again. If
the employes continues to wear inappropriate attire, the matter will become a perfformance issue and
may ke subject to disciplinary action.

dj Any questions related to the content of thizs Policy or itz interpretation should be directed to your
region’s Business Parner - People and Culture.

Thiz Policy will be reviewed as per the date of the footer

NS OGN
Approved- by Managing Director
Date- 10 March 2023
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