






54  >  Code of Business ConduCt

Q
A former BHP Billiton employee who worked 
on my team recently contacted me to request 
that I provide copies of some materials we 
worked on during her time with the Company. 
During our conversation  I also learnt that she 
has copies of several binders of BHP Billiton 
data we used in our project. What should I do?

A
You should not provide copies because they are 
BHP Billiton proprietary information. The former 
employee may also have breached her obligations to  
the Company by taking BHP Billiton data or by sharing it 
with others. Despite no longer working for BHP Billiton, 
she remains obligated to never disclose BHP Billiton 
intellectual property or other confidential information.
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Working with integrity...

when using our  
business resources

In this section...
Protecting BHP Billiton assets

Accuracy of records and reports
Information systems

Insider trading
Communicating externally 

Intellectual property

5
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56  >  Code of Business Conduct

Protecting BHP Billiton assets

All BHP Billiton employees are responsible for safeguarding  
and appropriately using BHP Billiton assets under their control. 
BHP Billiton assets must not be used for personal benefit.

BHP Billiton assets may include property,  
time, proprietary information, corporate 
opportunities and funds, as well as equipment 
used by individuals, such as mobile phones 
and computers.

Appropriate precautions should be taken to 
prevent theft, damage, misuse or intentional 
damage of such assets. This includes not 
allowing BHP Billiton resources to be 
destroyed, disposed of, sold, loaned or 
donated without appropriate approvals,  
unless the items are of nominal value and 
can no longer be used by the Company. 

To reduce the opportunity for misuse of 
BHP Billiton resources, all employees must 
adhere to applicable approval framework 
requirements. To further reduce risk of 
erroneous or inappropriate actions, the 
Company also endeavours to ensure that 
particular tasks and the responsibility for  
the review and approval of such tasks are 
segregated between different members of 
staff. In principle, an individual should not 
be in a position to initiate, approve and 
review the same action or decision.

At all times BHP Billiton funds should be  
used properly, sensibly and effectively, and 
appropriate and accurate records kept.

While in the workplace, you are expected to be 
fully engaged in your work and not undertake 
personal activities beyond a very modest level. 
If you are required to record the hours you 
work, you must do so truthfully and accurately. 

You also have a duty of care to advance 
BHP Billiton’s business interests. You must 
never compete with BHP Billiton or use its 
property, information or your position for 
personal gain.

BHP Billiton also expects you to respect the 
assets of others, and never knowingly damage 
or misappropriate the assets of others, 
irrespective of whether the assets are physical 
or intangible (for example, intellectual 
property and confidential information). 

Q
I run a small home business selling art work. I do most of the work at the weekend 
and it in no way conflicts with my work at BHP Billiton. (I have checked this with  
my manager and she said it was not a conflict.) Often I finish lunch early and have 
some time where I can access my website on my work computer and process orders. 
The Code says limited personal use is OK and I’m not using BHP Billiton time nor  
am I interfering with the productivity of my colleagues. Is this limited use OK?
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●✓�Take care to prevent waste, loss, damage, misuse, theft or misappropriation of BHP Billiton assets

●✓�Record work time and financial transactions relating to BHP Billiton accurately

●✓�Comply with applicable BHP Billiton requirements and laws regarding the use and transfer 
of BHP Billiton assets

●✓�Ensure third parties follow established guidelines and procedures when dealing with 
BHP Billiton assets

●✓�Make sure you know what to do if an emergency occurs at your workplace and that visitors  
are familiar with emergency procedures

●✓�Prevent non-authorised personnel from accessing BHP Billiton facilities

●✓�Lock or appropriately protect unattended BHP Billiton buildings, storage areas, 
vehicles and equipment.

A
No. Regular use of a BHP Billiton information system for carrying out non-BHP Billiton business  
is not allowed. BHP Billiton information systems and communication resources are only to be used 
for Company business purposes. You must run a ‘home’ business at home using your personal 
property, including information systems.

Always...

●✗	�U se BHP Billiton equipment or facilities for personal activities, except as otherwise specifically 
allowed in this Code or in other very limited circumstances where you have obtained  
prior approval

●✗	�U se BHP Billiton equipment or facilities to access offensive material, such as 
(but not limited to) pornography

●✗	� Permit unauthorised entry to a BHP Billiton facility

●✗	�D uplicate keys to BHP Billiton property without appropriate authorisation

●✗	�I gnore security complaints or inadequate security procedures or practices that may present 
safety threats to either our people or BHP Billiton assets; immediately raise the matter with your 
supervisor or manager.

●!	�I nadequate security procedures or practices that may present safety threats to either 
BHP Billiton people or BHP Billiton assets

●!	� An individual at BHP Billiton facilities not wearing appropriate security or identification badges; 
discuss the matter with the individual or alert your supervisor or manager.

Never...

Be cautious of...
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58  >  Code of Business Conduct

Accuracy of records and reports

All data created and maintained by BHP Billiton employees must 
accurately reflect the underlying transactions and events. Falsifying, 
concealing, altering, destroying or otherwise tampering with 
information, or creating misleading information will not be  
tolerated by BHP Billiton, and may also be illegal.

Reference to ‘BHP Billiton data’ in this section 
includes any data or information concerning 
BHP Billiton or its business activities, whether 
financial or non-financial and in whatever 
medium it is held (for example, paper, 
computer or other electronic medium). 

We will comply with all applicable  
accounting and financial reporting rules,  
laws and regulations in each jurisdiction  
in which we operate.

All transactions must be properly authorised 
and accurately and completely recorded in the 
relevant accounts and records as required by 
law and applicable BHP Billiton requirements. 

Once created, data must be appropriately 
retained and disposed of according to 
BHP Billiton information management 
practices and applicable laws and regulations.

Senior financial officers and others responsible 
for the accuracy of financial reporting have  
an additional responsibility to ensure that 
adequate internal controls exist to achieve 
truthful, accurate, complete, consistent,  
timely and understandable financial and 
management reports. The applicable reporting 
standards as set by Group Accounting must 
be followed at all times.

Compliance with the above requirements is 
mandatory and is audited. If you have any 
concerns about the validity of any financial 
process or record-keeping activity or believe 
you are being asked to create false or 
misleading information, you must immediately 
report these to your supervisor or manager, 
someone more senior or contact the Business 
Conduct Advisory Service. 

There is never a justification for falsifying 
records or misrepresenting facts. Such conduct 
may constitute fraud, and can result in civil or 
criminal liability for you and for BHP Billiton. 

Q
Every week we test the air quality in our workshop. For as long as I can remember, 
these tests have always come out the same, so sometimes when work is very busy, 
we skip the tests and do them a day or two later, if we can. Then, when we do the 
missing tests, we just backdate the results. Since this helps manage our workflow, 
is there anything wrong with doing this?
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●✓�Keep accurate, complete and true Company books, records, accounts and documentation 
in accordance with generally accepted accounting principles

●✓�Protect BHP Billiton records from unauthorised access or interference

●✓�Ensure that no undisclosed or unrecorded account, fund or asset is established or maintained

●✓�Cooperate fully with our internal and external auditors

●✓�Immediately report any actual or suspected irregularities or weaknesses in relation to auditing, 
accounting or internal control matters

●✓�Demonstrate integrity in submitting and approving expense claims

●✓�Retain documents and records in accordance with the applicable laws and our information 
management procedures

●✓�Return or transfer the custody of all relevant records if you change your job within BHP Billiton 
or if you leave BHP Billiton.

Always...

●✗	� Commit BHP Billiton to contractual obligations that are beyond the scope of your authority

●✗	�D eliberately falsify any record or make a false or misleading entry (financial or non-financial) in 
a report, record or expense claim

●✗	� Circumvent review and approval procedures

●✗	�I nfluence or allow others to do anything that would compromise the integrity of BHP Billiton’s 
records or reports

●✗	� Conceal or tamper with Company records or documents.

Be cautious of...

●!	F inancial results that seem inconsistent with underlying performance

●!	�I nadequate routines and controls to preserve documents (including electronically stored information)

●!	�D isposing of documents and records without knowing what is being discarded or whether they 
must be kept for legal reasons.

This is wrong, against BHP Billiton practices, and may even constitute fraud. Test reports must  
be made when they are supposed to be made, and must also be completely accurate, including 
recording the actual test date. If your workload is making it difficult to conduct the test on time, 
discuss this with your supervisor or manager. No employee has the right to decide without proper 
approval that required record-keeping does not matter or to create a record that is not accurate.

A

Never...
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60  >  Code of Business Conduct

Information systems

Computer hardware and software and all data on BHP Billiton 
information systems, as well as any BHP Billiton data on your home 
or non-Company digital systems, are the property of BHP Billiton.  
BHP Billiton information systems should always be used in a 
responsible manner.

Employees have access to a wide range of 
BHP Billiton information technology (IT) and 
communications systems to assist them in 
performing their jobs. Such systems and the 
data created or stored on them are regarded 
as Company property. All hardware, software 
and data must be adequately safeguarded 
against damage, loss, theft, alteration and 
unauthorised access. 

Unauthorised use, duplication or sale of 
software or media files (including portions  
of audio, video, electronic images and off-the-
internet or off-the-air recordings) is prohibited. 

The use of BHP Billiton IT and communication 
systems is logged. It is also monitored and 
audited for the purposes of information 
security, operational management and cyber 
crime, and to ensure it is compliant with laws, 
regulations and BHP Billiton policies. 

To the extent permitted by law, BHP Billiton 
reserves the right to monitor or audit 
employee use of its IT and communication 
systems, and access, review and disclose  
data stored on BHP Billiton systems for 
maintenance, business needs or to meet 
a legal or policy requirement. 

Inappropriate material is not permitted to be 
accessed by using, or stored on, BHP Billiton 
systems in any form. In the event that 
inappropriate material or other behaviour 
that is inconsistent with Company policies, 
standards and procedures is identified, 
disciplinary action, including dismissal, may 
be taken and local management may notify 
civil and/or criminal authorities. Inappropriate 
material includes pornographic or sexually 
explicit or exploitative images or text; 
materials promoting violence, hatred, 
terrorism or the intolerance of others, and 
any material that is obscene and abusive.

Appropriate modest personal use of 
BHP Billiton IT and communication systems 
is permitted.

Q
I just noticed a colleague looking at 
pornographic material on his computer.  
What should I do?
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●✓�Advise your IT representative of inappropriate unsolicited material; for example, spam

●✓�Ensure hardware, software and data for which you are responsible are appropriately 
safeguarded

●✓�Treat emails and other electronic forms of communication as official BHP Billiton records.

Always...

Never...

●✗	�E ngage in unauthorised use, duplication or sale of software or media files

●✗	�E ngage in on-line fraud or commit a cyber crime

●✗	�D eliberately access, store, send, post or publish inappropriate material, or ignore others doing so

●✗	�I nstall software or connect hardware without licence and authorisation

●✗	�U pload or download or send material that is likely to cause annoyance, inconvenience 
or needless anxiety to your colleagues

●✗	�D isable BHP Billiton security measures.

Pornographic material is not allowed on BHP Billiton systems in any form and is a misuse of Company 
property. The sending and downloading of pornographic material is prohibited by the Company and 
also may violate harassment laws. You should report the incident to your supervisor, manager or 
Human Resources representative. You are entitled to anonymity in your report. Incidents of this 
nature will be carefully investigated, and if it is confirmed that there has been a breach, then those 
persons will be subject to disciplinary action that may in some circumstances include dismissal.

A
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62  >  Code of Business Conduct

Insider trading

In the course of your job you may learn of information about 
BHP Billiton or other companies – for example, a competitor, joint 
venture partner, customer or supplier – before it is made public. 
Using this inside information for your financial or other personal 
benefit or conveying this information to others may be illegal.

In general terms, inside information is material 
information about a company that is not 
generally available to the public. Whether 
information is material is judged by whether  
it would affect a reasonable investor’s decision 
about whether or not to invest in the company.

Examples of possible inside information include:

•	 �The financial performance of BHP Billiton 
against its budget or forecasts

•	 �Entry into or termination of a significant 
contract

•	 �Actual or proposed mergers, acquisitions 
or joint ventures

•	 �Actual or possible discoveries of, or 
adjustments to, orebodies or oil reserves.

It is not an offence to possess inside 
information but, in many countries, it is a 
criminal offence to use such inside information 
to buy, sell or otherwise deal in securities. 

It is also a criminal offence to encourage 
insider trading or to disclose inside 
information with a view to others profiting 
from it. So if you possess inside knowledge, 
you should not advise or encourage another 
person (for example, a family member, 
a friend or family company or trust) to  
undertake insider trading or pass the 
information to another person if you know, 
or ought to know, that he or she may use 
the information to deal in securities.

It may also be a breach of your obligations  
of confidentiality to disclose information, 
irrespective of whether the person to whom 
you disclose it uses it for gain.

A common misconception is that only directors 
and senior management can be guilty of 
insider trading. In fact, anybody – employees, 
contractors, family, friends and investment 
advisors – can commit such an act. 

Additionally, some employees need to take 
particular care:

•	 �Employees who are advised by Company 
Secretariat that they have been placed  
on an ‘insider list’ must gain approval  
from a designated clearance officer before 
engaging in any transactions involving 
BHP Billiton securities.

•	 �Irrespective of whether or not they 
have ‘inside’ information, employees 
participating in any executive or  
all-employee share plan must not buy,  
sell or otherwise deal in BHP Billiton 
securities during any closed period.

Trading in other publicly listed companies

Inside information may also be about another 
publicly traded company; for example, 
information that you have obtained 
confidentially about another company 
during your work. 

Where BHP Billiton has a business  
relationship with another company, you  
should exercise caution if you wish to trade 
in that company’s shares, since the same 
insider dealing rules apply as if you were 
trading in BHP Billiton securities. Investments 
of this kind may also give rise to an actual  
or perceived conflict of interest.
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●✓�Maintain the confidentiality of BHP Billiton information 

●✓�Seek advice from BHP Billiton Company Secretariat or Group Legal if you are considering  
a transaction in securities and have any doubt about its propriety.

Always...

Never...

●✗	� Buy or sell the securities of BHP Billiton or any other company either directly or through 
family members or other persons or entities while you are aware of inside information –  
even if you believe you are not relying on this information; this is known as ‘insider trading’

●✗	�D isclose inside information to anyone outside BHP Billiton, including family and friends, unless 
it is appropriately authorised, documented and is necessary for the Group’s business activities 

●✗	� Recommend or suggest that anyone else buy or sell the securities of any company, including 
BHP Billiton, while you have inside information about the Group

●✗	�S pread false information or engage in other activities to manipulate the price of publicly 
listed securities

●✗	�T rade in the shares of counterparties when you have access to inside information that, if 
it were made public, could reasonably be expected to affect the counterparty’s share price.

Be cautious of...

●!	� Accidentally disclosing inside information; for example, avoid talking about confidential 
information in the elevator or leaving confidential information on a copy machine 

●!	� What you talk about with other BHP Billiton employees; consider carefully the information 
you disclose about what you are working on, where you are going on Company business or  
who visited the office or site.
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64  >  Code of Business Conduct

Communicating externally

BHP Billiton must provide timely, accurate, consistent, complete and 
fair disclosure of information to enable investors to make informed 
and orderly market decisions. Public disclosures must only be made 
by authorised spokespersons.

As a company listed on several stock 
exchanges, BHP Billiton is required to comply 
with continuous disclosure obligations of the 
stock exchanges. 

BHP Billiton will immediately make public any 
information or any major development related 
to its business which either a reasonable 
person would expect to have a material  
effect on the share price or a reasonable 
investor is likely to use as part of the basis 
for making investment decisions. This 
disclosure has to occur without delay and 
before such information is released to others. 
Public disclosures must only be made by 
authorised spokespersons.

Any public written or verbal communication that 
can be attributed to the BHP Billiton Group 
or to a BHP Billiton employee may amount 
to a public disclosure. Such communication 
includes not only regulatory filings, such as 
annual reports, but any other communication, 
including news releases, briefings on profit 
and business performance, interviews, 
speeches, articles, reports and the information 
contained on BHP Billiton websites.

Determining whether an event is material and, 
therefore, may have to be publicly announced 
is not always straightforward. At the same 
time, failure to inform the market of material 
events that may affect the share price could 
be a legal offence. Disclosing inappropriate 
or inconsistent information may also damage 
our reputation.

As a basic rule, all external communication 
material must be approved by the most senior 
manager responsible for your area. 

If you think that you possess or have released 
material information that has not been 
disclosed to the public and that may affect 
the price of BHP Billiton shares, you must 
immediately report it to Investor Relations, 
a Disclosure Officer or Company Secretariat. 
Disclosure Officers should also be alerted  
to information that may require future 
disclosure to the stock exchanges. A list  
of Disclosure Officers is available from  
the Company Secretariat.

Q
A reporter for a local newspaper has asked me to answer some questions  
about BHP Billiton. I think I know the answers to their questions.  
Should I speak with them?
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●✓Check the rules relating to who can make public statements on behalf of BHP Billiton

●✓�Ensure all public communication is complete, fair, accurate, timely and comprehensible

●✓�Obtain all relevant approvals prior to publicly releasing material

●✓�Report media and investment inquiries promptly to Investor Relations or Media and 
Communications, and take their advice before responding

●✓�Report the loss or theft of BHP Billiton information (for example, your computer or briefcase)  
to your line manager immediately.

Always...

●✗	�D isclose information to the public – including, but not limited to, the media and members 
of the investment community – unless you are specifically authorised to do so 

●✗	�D ivulge what may be confidential information – either internally or externally – unless you 
are specifically authorised to do so. If you are unsure about the degree of confidentiality 
assigned to information, contact the relevant manager 

●✗	� Conceal facts or omit information that may be relevant to a disclosure. 

●!	� Making statements at informal external events, such as trade meetings or professional 
networks. It is preferable to advise your manager of your attendance at such events, and in all 
cases, take care not to say anything that may disclose confidential information or cause harm 
to the reputation of the BHP Billiton Group.

Never...

Be cautious of...

This depends on whether you have been formally designated to speak publicly on this issue. If you 
are unsure, check with your senior Investor Relations or Media and Communications representative 
before responding. You must also have the approval of Media and Communications to speak 
publicly. In fielding the inquiry ensure you record the journalist’s name and media organisation, 
the precise subject matter on which they are seeking comment and any deadlines involved. If you 
are authorised to speak publicly, you should be careful not to disclose any confidential information.

A

BHPB 5537 Conduct Book.indb   65 6/10/08   3:50:00 PM



5
W

or
ki

ng
 w

ith
 in

te
gr

ity
…

w
he

n 
us

in
g 

ou
r b

us
in

es
s 

re
so

ur
ce

s

66  >  Code of Business Conduct

Intellectual property 

Intellectual property (IP) can be an invention, trademark, original 
design or the practical application or expression of a good idea  
that has commercial value. All employees must work to safeguard 
BHP Billiton’s intellectual property from use by outsiders. 

IP is BHP Billiton property in the same way  
as physical assets belong to the Group. It is 
often highly valuable and, as markets become 
increasingly competitive, protecting our 
intellectual property is essential. Because it 
has been developed by BHP Billiton, it may 
have a right to protection under law relating 
to copyright, patents, trademarks and the like.

Types of IP:

•	 �Patents for new or improved products  
or processes

•	 �Trademarks and service marks for letters, 
words, phrases, sounds, smells, shapes, 
logos, pictures, aspects of packaging  
or a combination of these to distinguish 
the goods and services of one trader  
from those of another

•	 �Designs for the shape or appearance  
of manufactured goods

•	 �Copyright for original material in customer 
lists, reports, geological interpretations, 
methods of work, internal guides, 
multimedia and computer programs

•	 �Database extraction rights 

•	 �Confidential or ‘trade secrets’, including 
know-how and other confidential or 
proprietary information.

You must protect IP in the same careful way 
that other Group property is protected and 
never disclose BHP Billiton intellectual property 
and other confidential information. These 
obligations apply throughout your employment 
and continue after your employment ends. 

On occasion we may need to share our IP with 
persons outside of BHP Billiton – for example, 
to allow a third party to work effectively with 
us. Even when there seems to be a legitimate 
reason to do so, you should never disclose  
such information without management’s  
prior approval and then under a written 
confidentiality agreement approved by  
Group Legal.

When I leave BHP Billiton, can I take 
any of my work product with me?

Q
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●✓�Regard the information obtained by participating in the development of processes or products  
for BHP Billiton, or the results of such work, as the property of BHP Billiton both during and 
after your period of employment with BHP Billiton

●✓�Inform BHP Billiton of the results of all work done during or outside of working hours that relate 
to the business or operation of the Group. BHP Billiton is entitled to the exclusive benefits of 
any patents, copyright and the like relating to, or resulting from, this work. Employees may be 
required to enter into confidentiality agreements or to assist BHP Billiton in obtaining patents, 
copyrights or other protection in the name of BHP Billiton

●✓�Check that there are no third party IP rights that may prevent the deployment of new 
technologies or processes.

Always...

Never...

●✗	� Load any unlicensed software on any BHP Billiton computer

●✗	� Accept or use anyone else’s confidential information, except under an agreement approved  
by Group Legal

●✗	� Bring to BHP Billiton any confidential information, including computer records, from  
prior employers

●✗	�U se copyrighted materials or third-party trademarks (for example, portions of audio, video 
and off-the-internet or off-the-air recordings) in materials you are producing, including internet 
or intranet sites, without permission from the copyright owner. Consult Group Legal  
on whether ‘fair use’ may allow the use of brief excerpts 

●✗	�D eploy or use new technologies without first ensuring that you do not infringe a third party’s 
IP rights.

Generally, the answer will be no. Any work product created during or outside working hours  
that relates to the business or operations of BHP Billiton will be owned by BHP Billiton and cannot 
be used outside of the Group. However, there may be limited circumstances where BHP Billiton 
will permit you to use that work product, but only with prior written permission and after any 
Company information or confidential information has been removed. You should discuss the 
matter fully with your supervisor or manager prior to your departure.

A

Be cautious of...

●!	� Copying documents and materials not produced internally (including computer software)  
unless you have specific permission from the copyright owner to do so.
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Glossary

Agent A person who is authorised to act for or represent another person 
in dealing with a third party.

Alcohol dependency Also known as alcoholism. Consumption of, or preoccupation with, 
alcoholic beverages to the extent that this behaviour interferes with 
the person’s normal behaviour.

Approvals Framework A restatement of the authority the BHP Billiton Board has retained for 
itself. It records the delegations the Chief Executive Officer has made to 
executive management; the delegations are classified as Authorities. 

Asset Anything a person, company, or group owns or is owned, including 
money, investments and property.

Audit A systematic, independent and document process for obtaining audit 
evidence and evaluating it objectively to determine the extent to 
which the management systems audit criteria set by the 
organisations are fulfilled. 

Benchmarking Rating a company’s products, services and practices against those of 
other participants in the industry.

BHP Billiton The dual listed company structure comprising BHP Billiton Limited 
and BHP Billiton Plc and their subsidiaries.

BHP Billiton Business 
Conduct Advisory Service

An internal worldwide service for answering queries on the meaning 
of the BHP Billiton Code of Conduct or for raising concerns about 
compliance with it.

BHP Billiton Group The entire BHP Billiton organisation, comprising BHP Billiton Limited, 
BHP Billiton Plc and their subsidiaries.

Biodiversity The diversity or variety of plants, animals and other living things in 
a particular area or region. It encompasses habitat diversity, species 
diversity and genetic diversity.

Black Economic 
Empowerment Act 

Legislation introduced in South Africa to address historical 
inequalities, particularly the exclusion of black people from 
participating in the country’s economy.

Brand A design, mark, symbol or other device that distinguishes one line 
or type of goods from those of a competitor.

Breach Behaviour that results in any form of disciplinary action against 
a person or persons (see also Serious breach). Business conduct 
breaches include but are not limited to concerns over fraud, theft, 
dishonest business activities, misappropriation of Group resources, 
incorrect health and safety practices, conflicts of interest, corruption, 
harassment or bullying or any other behaviour in contravention  
of the Code.

Bribery Giving or receiving an undue reward to influence the behaviour of 
someone in government or business to obtain commercial advantage.

Bribery laws Laws that prohibit the offer of money, goods or services to a person 
in order to persuade them to perform an action, in many cases illegal, 
in the interests of the person offering the bribe.

Bullying Repeated unreasonable behaviour directed towards an individual 
or group of individuals which creates a risk to health and safety.

Charter, BHP Billiton Sets out BHP Billiton’s purpose, its distinctive character, mission, 
values and goals.
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Child labour Children less than 15 years of age are made to do work that is 
physically or mentally harmful and interrupts their education and 
social development.

Close relative A close relative includes a spouse, partner, parent, step-parent, 
child, step-child, sibling, step-sibling, nephew, niece, aunt, uncle, 
grandparent, grandchild and partner of any of these.

Closed period The period of 60 days immediately preceding the preliminary 
announcement of both BHP Billiton’s half year and full year results 
or, if shorter, the period between the end of BHP Billiton’s half year 
or financial year and the preliminary announcement of the full year 
or half year results (as applicable). During this period, employees 
participating in any executive or all employee share plan must not 
buy, sell or otherwise deal in BHP Billiton securities.

Competition (antitrust) 
laws

Laws that discourage monopoly and restrictive practices and 
encourage greater competition.

Competitive intelligence The process by which an organisation gathers and uses information 
about customers, products and customers for their short-term and 
long-term planning.

Competitor Includes any organisation or person, either specifically or generally 
involved in the resources industry that offers, or is capable of 
offering, the same, similar or linked or substitutable products or 
services as BHP Billiton. This includes any other mining or resources 
company, agent, spot or futures trader or commodities broker.

Conflict of interest Situations in which financial or other personal considerations 
or interests directly and significantly affect, may directly and 
significantly affect, or have or could have the appearance of directly 
and significantly affecting, an employee’s or relevant contractor’s 
objectivity and independence in exercising their ability to discharge 
any duty or responsibility to BHP Billiton. 

Consultant An expert who charges a fee for providing advice or services in a 
particular field.

Contract An agreement that legally obliges a party to do, or not to do, a certain 
thing. Examples of contracts include sales and purchase contracts, 
employment contracts, joint venture agreements, service contracts, 
supply agreements, confidentiality undertakings and agreements.

Contractor An individual, company or other legal entity that carries out work or 
performs services for BHP Billiton pursuant to a contract for service. 
This includes sub-contractors. 

Controlled entity Entity in which BHP Billiton holds or controls, directly or indirectly, 
greater than 50 per cent of the voting, shareholding, participating 
interest or ownership interest; or has the capacity to determine 
the outcome of decisions about financial and operating policies, 
including (without limitation) by controlling the board.

Controlled operation An operation in which BHP Billiton holds an interest of more than 
50 per cent or has the right to control the operating entity.

Copyright An author or creator’s exclusive legal right to publish, reproduce or 
sell their work.

Corporate governance The system by which corporations are directed and controlled, 
including the conduct of the board of directors and the relationship 
between the board, management and shareholders.

Corruption The abuse of a position of employment or trust to gain an advantage 
in contravention of duty. It includes the offering, giving, soliciting or 
accepting of an inducement or reward for certain improper actions 
and any improper approach or solicitation, either directly or through 
a nominee, to act in any way which could be to the disadvantage 
of BHP Billiton.
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Cultural norms Expectations of how a person or persons will behave in a given 
situation based on local protocols, rules of conduct or accepted  
social practices. 

Data protection The safekeeping of information held about an individual, business  
or other entity.

Director A member of the board that controls the affairs of a company. 
A board may consist of executive directors, who manage the 
company, and non-executive directors, who contribute advice.

Discrimination Behaviour that, intentionally or unintentionally, treats people 
unequally because of race, colour, religion, gender, disability, 
marital status or national origin, or other factors, such as age.

Drug dependency Situation that occurs when a person becomes addicted to a 
particular drug or alcohol.

Equal opportunity The right of all persons to be accorded full and equal consideration 
on the basis of merit or other relevant, meaningful criteria, regardless 
of race, colour, gender, religion, personal associations, national 
origin, age, disability, marital status, sexual orientation and  
family responsibilities.

Equality Equal access to resources and opportunities.

External communication Communication outside of BHP Billiton.

Facilitation payment A small payment to public officials to expedite or to secure the 
performance of a routine governmental action (actions that are 
ordinarily and commonly performed).

Forced labour Work under threat of penalty and for which the worker has not 
offered her/himself voluntarily.

Frequent flyer program A service offered by many airlines to reward customer loyalty.

Fraud An intentional deception for improper gain.

Any unlawful act or omission by which a misrepresentation is made 
with the intention to defraud, which cause actual prejudice or which 
is potentially prejudicial to another, whether or not there is personal 
benefit to the perpetrator.

Global Ethics Panel  
(BHP Billiton)

A panel, comprising representatives from the BHP Billiton 
Group’s businesses and relevant functional areas and up to two 
external representatives, appointed by the Chief Executive Officer 
to advise him on matters affecting the ethics and values of the 
BHP Billiton Group. 

Gratuity See Tip.

Harassment An action, conduct or behaviour that any individual  
or group of individuals finds unwelcome, humiliating, intimidating 
or hostile.

HSEC Health, safety, environment and community.

HSEC Management 
Standards

A set of management standards, mandatory at all BHP Billiton 
operated sites and operations that form the basis for the 
development and application of HSEC management systems 
at all levels of the Company.

HSEC targets A set of goals and requirements specified for sites and operations 
to achieve and which cover management systems, health, safety, 
environment and community performance measures.

Human rights Basic standards of treatment to which all people are entitled, 
regardless of nationality, gender, race, economic status or religion.
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Illegal drugs Drugs determined to be illegal and/or prescription drugs held without 
a valid prescription. Includes marijuana, LSD, other hallucinogens, 
cocaine, heroin, other narcotics, amphetamines, barbiturates or 
tranquillisers not under a doctor’s orders.

Inappropriate material Inappropriate material includes pornographic or sexually explicit  
or exploitative images or text; materials promoting violence, hatred, 
terrorism or the intolerance of others, and any material that is 
obscene and abusive.

Information systems Systems that use information technology to capture, transmit, store, 
retrieve, manipulate, or display information.

Inside information Information that is not generally available and which would, if made 
generally available, be likely to have a significant effect on the price 
of a company’s securities (judged by whether it would affect a 
reasonable investor’s investment decision). Inside information may 
include matters of supposition, matters that are insufficiently definite 
to warrant being made known to the public and matters relating to 
a person’s likely intentions.

Insider trading The use of generally unavailable, price sensitive information about 
a company to profit from buying and selling stocks and securities 
of the company (or encouraging another to do so).

Intellectual property Any creation of the mind or intellect which has potential commercial 
value, and may have a right to protection under law relating to 
copyright, patents, trademarks, and the like.

Investment The use of money through various vehicles, or an individual’s time 
and effort, to generate income or increase capital or both.

Joint venture A contractual association formed between two or more parties to 
undertake specific business together.

Licence to operate Securing and maintaining the trust and confidence of a community 
and regulators in order to set up and conduct business.

Lifecycle A time period measure from the beginning to the conclusion of a life, 
resource, product, asset or business.

Local norms See Cultural norms.

Malicious Motivated by or resulting from a desire to cause harm or pain 
to another.

Manager Any BHP Billiton employee or contractor who has other persons 
reporting to him or her, or who has the authority to allocate resources.

Material investments The value of any shares, holdings or other financial interests in a 
company or other entity (whether held directly or indirectly) which 
when aggregated with any such shares, holdings or other financial 
interests beneficially owned (whether directly or indirectly) by a 
spouse or children totals no more than five per cent of the value  
of the company or other entity.

Mischievous Behaving in a troublesome way, although usually without malice.

Modest value As a general rule, a value that is reasonable and limited in size or scope, 
is not considered excessive or offensive in the circumstances, and 
could not reasonably be regarded as unduly influencing the recipient 
or creating a business obligation on the part of the recipient. 
Local values need to be considered as the definition is relative  
and a function of the average local income and standard of living.

Money laundering The process by which ‘dirty’ money generated by criminal activities is 
converted by legitimate businesses into assets that cannot be easily 
traced back to their illegal origins.
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Non-governmental 
organisation (NGO)

A non-profit group largely funded by private contributions that 
operates outside of institutionalised government or political structures.

Occupational illness Illness arising out of employment.

Offensive behaviour/ 
material

Any behaviour or material which may cause offence or upset to others.

Outside activity Includes positions in government advisory bodies, political parties, 
professional institutions, trade associations, charitable public,  
social or sporting organisations and similar groups. 

Outside organisation An organisation external to BHP Billiton.

Passive smoking The breathing in of air that contains other people’s smoke.

Patent A legal document issued by a national government that grants 
exclusive rights for the production, sale and profit from the invention 
of a product or process for a specific period of time. Patents also 
grant the right to prevent others from copying the invention.

Per diem (Literally: per day.) A fixed daily allowance for expenses, regardless 
of the cost of the expenses.

Personal information Personal information means information or data relating to  
an individual who can be identified by that information or data  
alone, or in combination with other information or data which is 
in BHP Billiton’s possession.

Political contribution A contribution made to a politician, a political campaign or  
a political party.

Political party A group of people with similar ideas or aims, some of whose 
members nominate as candidates at elections in the hope that they 
will be elected to government.

Pornography Verbal or visual material or acts that embody violence, coercion, 
discrimination, force or brutality on women, men, children or animals 
in sexual acts, and represent them in a degrading way.

Privacy The ability of an individual or group to keep their lives and personal 
affairs out of public view, or to control the flow of information  
about themselves.

Public disclosure Material that is considered disclosed in a manner sufficient to insure 
its availability to the investing public.

Public official Any person who is elected or appointed to public office.

Retaliation Action by way of unfair, unlawful or otherwise inappropriate reprisal 
taken in return of an actual or perceived injury or offence.

Risk The chance of something happening that will have an impact on 
objectives. Note: A risk is often specified in terms of an event or 
circumstance and the consequences that may flow from it. Risk is 
measured in terms of a combination of the consequences of an event 
and their likelihood. Risk may have a positive or negative impact.

Rumour Purportedly true information that circulates without  
substantiating evidence.

Securities The common name for shares, stocks, bonds, mutual funds and other 
investment vehicles.

Serious breach Behaviour that has lead to a final warning or termination of an 
employee or third party, including contractors, suppliers or other 
agents representing BHP Billiton or has a major reputational impact 
on BHP Billiton.

BHPB 5537 Conduct Book.indb   72 6/10/08   3:50:01 PM



Code of Business Conduct  >  73

Sexual harassment Any unwelcome sexual advance, request for sexual favours, or other 
verbal or physical conduct of a sexual nature directed at an individual 
or individuals.

Sites The site of an individual operating asset of BHP Billiton. An asset may 
operate from a number of sites. 

Sponsored travel Where transport, accommodation or living expenses are paid for or 
provided other than by BHP Billiton or the BHP Billiton employee’s 
own resources.

Stakeholders Any person, group or interested party that may be affected by the 
financial or safety, health, environment and community performance 
of BHP Billiton or its operations.

Stewardship A lifecycle approach to identify, manage and reduce impacts  
relating to BHP Billiton resources, processes, materials and products, 
including the involvement and sharing of responsibility with suppliers 
and customers, where appropriate.

Stock exchange An organised marketplace where stocks are bought and sold, 
and which operates under strict rules, regulations and guidelines.

Supplier An individual or a business that provides materials, equipment 
or services.

Sustainable development Development that meets the needs of the present without 
compromising the ability of future generations to meet the same 
or similar needs. 

Think tank An organisation or group of experts researching and advising on 
issues of society, science or business.

Third party A person who is not a party to a contract but may become involved  
in an indirect way or be affected by it.

Tip Payment to service sector workers beyond the advertised bill or fee 
as recognition of efficient or well-performed service, and not as a 
condition of the service being performed. These payments and their 
size are a matter of social custom and vary from culture to culture 
and by service industry.

Trademark An identifiable mark on a product that may be a symbol, words, 
or both, that connects the product to the trader or producer of  
that product.

Value added The difference between the cost of bought-in materials and the 
eventual selling price of the finished product. 

Waste management A sustainable process for reducing the environment impact of  
the disposal of all types of materials used by businesses.

Working meals In certain instances a working meal (breakfast, lunch or dinner) may 
be the only time that people can assemble for purposes of discussing 
BHP Billiton business. In order to qualify, a working meal must be 
called specifically for the purpose of discussing BHP Billiton business. 
Attendance at such events is to be limited to those who can be 
expected to contribute to the objective of the meeting.

Zero Harm BHP Billiton’s aspirational goal that reflects our continual drive to 
minimise harm to people, our host communities and the environment 
from our activities.
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Working 
with integrity

Code of Business Conduct

The BHP Billiton Code of Business Conduct applies to all those who work for, 
act on behalf of or represent BHP Billiton.

Telephone
Australia/Asia
Australia 	 Free call 1800 678 950 
	 Direct +61 3 9609 4000
China 	 Free call 10800 610 0266
Indonesia 	 Free call 001 803 61 325
Japan 	 Free call 00531 61 0028
Singapore 	 Free call 8006161 702

Europe/North Africa/Middle East
UK 	 Free call 0800 328 0833 
	 Direct	+44 (0) 20 7802 7455

North America/South America
USA 	 Free call 1800 248 4109 
	 Direct +1 713 968 7808
Canada 	 Free call 1877 605 3509
Brazil 	 Free call 0800 891 8381
Chile 	 Free call 123 0020 3526
	 Direct + 56 2 3305086

Southern Africa
South Africa 	 Free call 0800 99 31 26 
	 Direct +27 11 376 3188

Email 
businessconduct@bhpbilliton.com

Facsimile 
+61 3 9609 3230

Mail
BHP Billiton Business Conduct
GPO Box 86A
Melbourne Victoria 3001 Australia

W
orking w

ith integrity – Code of Business Conduct

BHP Billiton Business Conduct Advisory Service

If you are unsure about the meaning of any part of the Code of Business Conduct or have concerns 
about how it is being applied, you should immediately raise this with your supervisor or manager.

Where it is not possible or inappropriate to do so, talk to your Human Resources, 
HSEC or Legal representative or senior management.

If the matter remains unresolved or relates to a potential or an actual instance of fraud, 
contact the Business Conduct Advisory Service.
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