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Tradebe
Tradebe is a multi-national business
and one of the largest specialist waste
management treatment companies in
the US.
We specialize in offering quality,
innovative environmental services that
contribute to sustainable development
and provide value to our customers,
shareholders, and employees.
Underpinning our philosophy are;
• Commitment to minimizing the
environmental impact of hazardous
waste with our treatment and recovery
process.
• Proactively seeking innovative and
proven solutions to maximize resource
recovery and protect our environment.
• High service ethos based on the
understanding of our customer
needs and expectations.

The Code of
Conduct ensures
the success of
Tradebe
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Objective

Our Code of Conduct aims to ensure
the sustained long-term success of
The Tradebe and its subsidiaries (the
Company) through the appropriate
conduct of our employees.
It provides a framework for how
employees are to behave within the
Company on a day-to-day basis.

Our values

Our values are the basis of our
management and the reference axis
(or reference point) for the entire
organization
• Customer oriented: solve our
customers needs by offering quality and
innovative services.
• Results oriented: We quickly make
decisions aimed at achieving results.
• Commitment to people: contribute to
personal and professional development
of our employees..

Our values a
 re
the reference
axis for the
organization
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• Environmentally friendly: conduct
our activities by applying sustainability
criteria.

Our guiding
principle is that we
conduct ourselves
as loyal,
motivated, honest
individuals
who accept
responsibility
for our own actions.
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Our Core competencies
We expect all our employees to exhibit the following competencies:
• Team Work: cooperate with others in groups, to work in
collaboration as a team for a common goal.
• Decision-Making: choose the right option at the right moment.
• Goal Orientation: direct work to the goal accomplishment.
• Customer Service: understand the client (external or internal) and
offer a service that satisfies or exceeds expectations.
• Flexibility / Attitude Towards Change: implement changes to
work, flexibility to assume changes in the working tasks as well as in the
technological field.

Additionally, we expect our Management team to exhibit the following competencies:
• Leadership Skills: lead and motivate others into action.
• Negotiation - Influence: convince and persuade others.
• Leading and developing teams: efficiently lead a team, promoting
the acquisition of knowledge and skills in the members of the team, furthering their
professional career.
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Team Work:
cooperate with others
in groups, to work in
collaboration as a team
for a common goal.
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Our core skills
Each employee within the Company is expected to have skills that we expect the job
holder to display. However the relevant skills per role will be outlined on the individual’s
job description, we have to The 9 skills are outlined below that are important for the
professional development of our employees.
• Interpersonal skills: efficiently manage relationships in different
fields in order to obtain results.
• Communication: clearly transfer ideas and concepts in order to move into action.
• Analysis and synthesis: identify and understand the problems,
their causes and their solutions, in combination with the skill to summarise and
obtain brief conclusions out of the analysis.
• Planning: organise and distribute in an efficient way, all the tasks in
a period of time, using the urgency and the importanceas the decision factor.
• Negotiation - Influence: convince or persuade others.
• Initiative: be proactive in all areas, and move to action.
• Innovation: give fresh ideas that help improvements or solve problems.
• Strategic Vision: go beyond, to anticipate future needs to improve
the organization.
• Reliability: walk the talk, to deliver what has been said and promised.
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Initiative:
proactive in all areas,
and move to action.
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Conduct

Conductas
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in our work
Our employees are the livelihood
of the Company. We share relevant
information and work together with our
colleagues across the US and the Group
as a whole. We believe in treating each
other with respect and fairness at all
times and we value the differences of
diverse individuals from around the
World.
As a company, we align our strategy
and its implementation with the
interests of our customers, employees
and shareholders.

“

However, increasing the value of
the Company in a sustainable way
also means taking the interests of
government authorities, the community
and the environment into account.
As a minimum, all employees must
comply with the laws, rules and
regulations, applicable in the countries
in which we operate as well as rules and
regulations released by the Company.

If we fully commit with our work, we
can get all of our potential

”
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in our work

Customers are always comparing us
with our competitors, which means
that the search for new, sustainable
ways to distinguish ourselves from the
competition must be a spontaneous,
day-today reflex for all of us. We are
never satisfied with existing solutions.
As a company, we are always asking
ourselves how we can create new and
better value for our customers.
As individuals, we ask ourselves how we
can, for example, structure our workflow
more efficiently.
For it is only when all of us continuously
search for ways to make improvements
in our work, no matter how small they
are, that we will be successful in our
goals.

At the Company we foster a performance
and target-oriented culture.
Only when we commit ourselves fully to
the purpose of our work, can we achieve
our true potential.
As an employee of the Company you are
provided with access to certain company
property such as computers, mobile
phones, voicemail, email, printers, copy
machines, faxes, etc.

“

For it is only
when all of us
continuously
search for
ways to make
improvements in
our work

”
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It is your duty as an employee to use
company property for company business
only and not for personal benefit or
gain. If you have questions about the
appropriate use of company property,
speak with your manager immediately.
The Company has a wide variety
of confidential information that is
not known or available outside the
Company and would be valuable to our
competitors. Some examples include
technical know-how, research and
development
data,
manufacturing
methods, cost figures, business plans
and strategies, employee information,
customer lists, financial information and
software source codes. These are
significant assets of the Company.

We must take proper steps to protect this
kind of information and may not disclose
it to people outside the Company, except
in approved business transactions. The
Company will vigorously pursue any
unauthorized disclosures of confidential
information.
Our obligation
to
protect
the
confidentiality of information continues
even after your employment with the
Company ends.
.

“

Our obligation
to protect the
confidentiality
of Tradebe
information

”
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In our offices

Respect

Clothing

The Company expects all employees to
behave the same way in the work center
as we would in front of customers;
after all, our colleagues are our internal
customers.

Employees are expected to attend work
wearing appropriate. Clothing such as
tracksuits, ripped jeans, ripped or tatty
tshirts are not acceptable appropriate
work wear.

We must speak to colleagues with
respect at all times either face to face
or via the telephone, and not refer to or
address any colleague in a derogatory
manner.

It is expected that during contact with
customers or potential customers or
Directors all employees will be smartly
dressed.

E-mail

“
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We must speak to
colleagues with
respect
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”

When using e-mail or sending any form
of written correspondence employees
must be careful what they write.
Employees must never forget that e-mail
and written correspondence are not the
same as conversation. They are a written
record and can be duplicated at will and
used in litigation if requested.

“
Employees must consider their audience.
Before sending an email they must ask
themselves whether all the recipients
they have selected are appropriate.
Before replying to an email they must
consider whether it needs to be a ‘reply
all’ or just ‘reply’. Does everyone in the
original
email need to see your response?

We must not send an
email that contains
information or
data that could be
considered to be
obscene, racist,
sexist, and otherwise
offensive

”

Some pointers to help with the correct
formulation of emails:
• Use normal capitalisation and
punctuation - typing a message all
in capital letters is the equivalent of
shouting at the reader.
• Check your grammar and spelling or
ensure your PC/laptop is set up to
automatically check.
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Towards our Customers

Customers only renew their business
with us if we exceed their expectations.
We want our customers to tell their
friends about the positive experience
they have had with the Company.
We can only keep our promises to our
customers if we keep our promises to
each other.
We don’t teach our customers, we
listen to them. The customer wants
something. It is up to us:

We continue to help each customer until
their issue is solved; the Company doesn’t
let its customers down. If we have passed
the issue on:
• We find out the current status after a
certain amount of time
• We escalate if there are problems
• We continue to monitor the situation
until we are convinced that everything is
resolved

• To understand precisely what the
customer wants
• To fulfil his/her needs as best as
possible
• To exceed his/her needs, for example
with an additional idea
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We have to
exceed the
expectations of
our costumers

What do we do if something goes
wrong despite our best efforts?

•
•
•

We are honest and say as early as possible that we cannot keep our promise.
We try to make a new promise based on the changed circumstances.
We do our utmost to ensure that everything goes right the second time around.
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Towards our
competitors

With the public

Our competitors have legitimate
business interests. So do we. May the
best company win.

We will not engage in actions that might
lead to a violation of laws, nor will we,
through inaction, allow such laws to be
broken.

Customers should benefit from this
rivalry, which is why the competition
should be fair.
We are open about our interests and
represent our standpoint confidently
and honestly vis-à-vis our customers.

Any exception is totally unacceptable,
even if based upon conduct or local
customs.
We will follow and cooperate with
requests of local or governmental
authorities and/or organizations.

We will not engage in
actions that might lead
to a violation of laws
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towards our suppliers
and business partners
Generally speaking, our business
partners have a commercial, long-term
interest in the business relationship
with Tradebe. We respect this and
work to create a mutually beneficial
relationship.

Occasionally when dealing with
business partners and suppliers we are
offered gifts and/or entertainmentrelated items. It is the policy of the
Company that we do not accept or give
items above a low nominal value.

However, we also expect “best practices”
from our business partners in terms of
product, price and service. We expect
our business partners and suppliers
to comply not only with laws and
internationally established business
rules, but also to take their social and
environmental responsibility seriously.

Items of nominal value such as a fruit
basket or notepad are acceptable.
Gifts should in no way construe an
acceptance of a vendor or business
relationship. If this is a question
about whether or not a gift should be
accepted or given, a manager should be
consulted.

We expect our business
partners and suppliers
to take their social
and environmental
responsibility seriously
21
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our employees and colleagues
Fairness is a must. Our salary structure
takes into account a position’s
function, labor market trends and
individuals skills, abilities, experience,
education and performance. The
total compensation is therefore not
only internally justifiable but also
competitive with other companies.
We give our employees the opportunity
to
continuously enhance
their
qualifications by providing them
with challenging tasks, feedback and
targeted further training.
We are aware that every individual is
ultimately responsible for maintaining
and further developing their own
qualifications.
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Employees must be loyal to the
Company.
Each employee must identify personal
interests that could come into conflict
with the interests of the Company at an
early stage and implement appropriate
measures. Examples of conflicts of
interest include working directly or
indirectly for a competitor, contracting
of relatives, serving as a member of a
board of Directors for a competitor or
partially owning or having a stake in
a company that competes directly or
indirectly with the Company.
If there are questions about whether a
relationship is in conflict, speak with a
manager immediately.

Each person is responsible for
maintaining and developing their
own skills
23
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The diversity of ethnicity, languages and
cultures is reflected in our Company.
We prevent bullying and sexual
harassment by observing relevant rules
and consistently addressing violations.
We are committed to providing a work
environment free from harassment.
Although “harassment” most frequently
refers to sexual harassment, workplace
harassment may also include harassment
based upon a person’s race, religion,
national origin, gender, sexual orientation,
gender identity, age, physical disability, or
any other inappropriate or illegal action.
The Company prohibits harassment in
any form, whether physical, verbal, or
non-verbal.

Any instance of alleged harassment
will be investigated and may result in
disciplinary or summary dismissal.
Employees are encouraged to report
instances of harassment to their manager
or, as appropriate, to the Human
Resources Manager or EHS Manager.
All reports will be kept confidential, and
no complainant or witness will suffer
retaliation because of a report made in
good faith.

“

Our policy is to
ensure a work
environment free
from any form of
harassment

”
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We prevent bullying and
sexual harassment.
Employees are
encouraged to report
instances of harassment
to their managers, to an
HR Manager or EHS
Manager.
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towards our managers
Tradebe can only operate effectively
when employees follow the instructions
given by its managers.
However should there be compelling
safety
reason
not
to
follow
these instructions, we seek open
communication with managers, ideally
with a constructive idea.
When we become aware of an
issue that could either damage
the
Company’s
reputation
or
impede its growth potential, such
as an unresolved customer complaint,
unused savings potential, noncompliance with laws, or unpursued
ideas for innovation, we inform our line
manager so that the situation can be
remedied or escalated further.
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This information is provided in a helpful
manner, ideally accompanied by a good
idea regarding a fix for the problem.

“

For the proper
functioning of the
company,
employees should
follow the
guidelines of their
manager

”

It’s essential that in
Tradebe exists the open
communication with our
managers
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general conduct

1

Employees are not permitted to take Company materials, equipment or tools off the
Company premises for personal use without prior permission from a Senior Manager.

2of theEmployees
may be required to wear uniforms provided by the Company. The nature
uniforms will vary according to need and will either take the form of badged
work wear or corporate clothing.

3

The Company reserves the right to maintain standards of appearance which it
considers appropriate and to suspend employees until such time as appearance returns
to an acceptable level.

4otherEmployees
must get permission from their line manager to operate radios or any
audio equipment. If permission is granted the volume level must be kept at an
acceptable level so as not to disturb other employees.

5
Employees are not permitted to gamble, bet or run sweepstakes unless prior
authorization is received, which is usually given for charity events or other acceptable
events.

6
Employees must not place signs, bills or notice or items for sale on Company notice
boards or hand out leaflets without prior manager permission.
7premises.
Meetings of a political or religious nature are not permitted on any Company
8

Where employees are asked to work at another site or for another Company for a
period of time, they must follow all rules established at that site.

9
Employees are required to notify the HR department of any changes to their
personal circumstances that may affect their employment as soon as possible and in
any event within a month.
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The Company reserves
the right to maintain
standards of appearance

Where employees are asked to work at
another site or for another Company for a
period of time, they must follow all rules as
laid out at that site
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Solving
problems

These are the steps to keep in
mind and questions to ask:
1. Gather the relevant facts.
2. What specifically am I being
asked to do?
3. Clarify your responsibility.
4. Is it a customer? The Company’s
interests? Other employees?
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solving difficult problems

With an understanding of the ethical
aspects and issues raised in our Code of
Conduct, it is easy to know right from
wrong.
If a question involves a matter of law,
our course is clear and unambiguous –
we follow the law.
Sometimes, questions cannot be answered in a straightforward manner. It
is impossible to prepare in advance for
all possible problems. The best course of
action is to understand the method of
approaching and solving difficult problems.

Talk about the problem with your line
manager. This is the basic guidance for
most situations.
In most cases, your line manager will
have a broader perspective, and will
appreciate being brought into the decision-making process before it is too late.
Further assistance is available.
In the rare case where it may not be appropriate to discuss an issue with your
manager, talk with the Human Resources Manager first and, if you are still not
satisfied, with the Managing Director of
your group company afterwards.
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