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“Together we will 
continue to protect 
our values and 
build an ethical and 
reliable business, the 
Synthomer Way.” 
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ForewordForeword

Dear Colleagues, 

Synthomer is built on its reputation and the trust and confidence of each 
of its stakeholders – not only our shareholders and employees, but also our 
suppliers, customers and the wider community and environment in which 
we operate. At Synthomer we hold the highest ethical standards and work 
together to create a business that is founded upon integrity and respect  
– this is the Synthomer Way. 

Our Code of Conduct, together with our Core Values, reflects how we work 
together and with our stakeholders. It exemplifies our beliefs and values of 
a diverse and open culture, and working in a responsible and sustainable 
manner. It further provides us with the tools to guide us in making decisions 
based on integrity, honesty and mutual respect. 

I recognise that it is not always easy to make the right decision when faced 
with difficult issues. An integral part of our commitment to working with 
integrity and honesty is our open culture. We are committed to ensuring 
that everyone feels safe and able to speak up. With this in mind, in addition 
to our internal communication channels, Synthomer has put in place an 
externally hosted ethics helpline. I strongly encourage you to speak up about 
any concerns you may have about unlawful or unethical behaviour within 
Synthomer or by anyone who deals with Synthomer. 

Together we will continue to protect our values and build an ethical and 
reliable business, the Synthomer Way. 

Calum MacLean
Chief Executive Officer
13 March 2018
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ForewordForeword

Why have a Code of Conduct? 
Our Code has been put in place as a practical 
guide to help us make the right decisions 
and choices as we perform our daily work at 
Synthomer. By following the Synthomer Way of 
doing business we will play our part in protecting 
Synthomer’s reputation and upholding its values. 
The Code also explains what is expected from 
each of us and protects all of our interests as well. 

Who does the Code of Conduct 
apply to? 
The Code applies to each of us no matter which 
Synthomer company we work for (including 
our joint venture companies). Failure to follow 
the Code could have serious consequences for 
both Synthomer and the individual concerned, 
including dismissal. We also expect those doing 
business for us, such as agents, distributors and 
consultants, to follow the practices set out in the 
Code. 

What do I need to do? 
Please read the Code and ensure you are familiar 
with its contents. Some parts of the Code will  
have greater relevance to your role than other 
parts. Please do raise any questions or seek 
further guidance if you are unsure about anything. 

What if the Code conflicts with local 
laws or custom? 
It is possible that, because Synthomer operates 
across the world, a conflict can arise between the 
Code and local laws, customs and practices. We 
will always comply with the highest applicable 
standard and in case of doubt please contact 
Group Legal. 

How do I apply the Code in practice? 
Often it will be obvious that a course of action is 
in breach of the Code but there will be occasions 
when you might be unsure. If in doubt take time  
to go through the Code and review the policies 
and procedures contained in it. Consider how  
your intended course of action would look if  
it were to appear in the press or social media.  
Think about the reaction of family and friends  
if you were to explain your intentions to them. 
Reflect on whether your actions could be 
misinterpreted. Finally always seek help if you 
remain unsure. See guidance (see page 5).

Understanding and 
applying our  
Code of Conduct

Where to go for guidance 
It is not always easy or straightforward to make 
the right decision and it is not possible for our 
Code of Conduct to cover every situation. Please 
therefore do seek help and guidance at the 
earliest opportunity if you are in any doubt about 
the course of action to take. Help can be found in 
the following places:

•  Policies – all of Synthomer’s policies can be 
found on the Syntranet or by following the links 
throughout the Code

•  Managers – if you are comfortable doing so, 
speak to your manager first for guidance  
and support 

•  HR – speak to your local HR manager about  
any concerns you may have 

•  Group Legal – speak to a member of  
Group Legal directly or contact them at  
grouplegal@synthomer.com

You should bring any concerns first to your 
manager, or a member of Group Legal or HR. 

Seeking guidance 
and speaking up

Ethics Helpline
Synthomer’s commitment to open and honest 
communication is supported by an external ethics 
helpline. If you feel the above resources cannot 
assist you, Synthomer encourages you to speak 
up by using Ethics Point by telephone or online. 
Details of how to make a report can be found at: 
synthomer.ethicspoint.com

Ethics Point offers all of Synthomer’s employees 
and stakeholders a secure and anonymous 
platform, available 24/7, to report unlawful or 
unethical behaviour, workplace incidents or 
concerns, and to raise any queries regarding  
the application of the Code.

Synthomer’s commitment 
to open and honest 
communication is 
supported by an  
external ethics helpline.



The Synthomer Way is to always work 
safely and sustainably   
Synthomer manufactures speciality chemicals 
using large-scale, complex manufacturing 
processes, consuming hazardous raw materials. 
As a result, we adhere to the highest safety, health 
and environmental standards across the business. 

At Synthomer we: 

•  Always adhere to and follow Synthomer’s SHE 
Principles and 10 Golden Rules 

•  Personally commit to the highest health and 
safety standards and behave in a manner that is 
consistent with our desired performance

•  Work effectively with local regulators to ensure 
legal compliance and where technically and 
economically practicable, exceed legal and  
other requirements 

•  Actively engage with our employees to create 
shared ownership for performance

•  Minimise any environmental burden created by 
our activities and reduce the consumption of 
resources

•  Only commission animal testing where required 
by legislation or regulatory requirements and 
where no approved or accepted alternative 
testing procedure exists, and where no 
established information exists upon which an 
adequate hazard or risk assessment can be 
made.

SHE Principles and 10 Golden Rules   
For more information on Synthomer’s 
commitment to SHE, please see

Safety, Health  
and Environment 

Situation: You are on a site visit and notice a 
local employee working without his protective 
equipment. You are not sure whether to raise 
this with someone or if you should just leave him 
because he probably knows what he is doing. 

Solution: You should raise this with a nearby 
manager or the person responsible for health 
and safety on the site. All employees must 
follow Synthomer’s ‘10 Golden Rules’ and 
wear all general or any required protective 
equipment. Remember to always look after 
yourself and each other.   

Click: Watch our SHE Principles and Rules video here 
https://syntranet.isynthomer.com/SHEprinciples

SHE Principles and 
10 Golden Rules

Click: Download our Corporate Responsibility 
brochure here https://www.synthomer.com/ 
company/corporate-responsibility/sustainability/
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People PoliciesPeople Policies

The Synthomer Way is to value and 
promote a diverse workforce and 
eliminate discrimination   
Synthomer is fully committed to ensuring the 
fair, courteous and respectful treatment of 
its employees and to ensuring that there is 
no unlawful and unfair discrimination in the 
workplace. Synthomer recognises and values 
the strength and opportunities that a diverse 
workforce brings to its global business. 

At Synthomer we: 

•  Are committed to maintaining an inclusive 
workplace free of harassment and 
discrimination based on a person’s status 
such as race, age, gender, sexual orientation, 
disability, religion or any other factor  
protected by law 

•  Have a culture that values meritocracy, 
openness, fairness and transparency 

•  Ensure each employee’s presence is voluntary. 
This specifically prohibits all forms of prison 
labour, indentured labour, slave labour, or 
other forms of compulsory labour or human 
trafficking. Synthomer does not engage in 
or condone the unlawful employment or 
exploitation of children in the workplace

•  Recognise the freedom of employees to 
establish or join an organisation of their 
own choice, to refrain from joining such 
organisations and to bargain collectively

•  Work towards meeting the expectations placed 
on business to respect the United Nations 
Guiding Principles on Business and Human 
Rights and to report to our shareholders 
accordingly. https://www.business-
humanrights.org/en/un-guiding-principles

For more information on Synthomer’s 
commitment to diversity, human rights and  
equal opportunity, please visit: 

Modern Slavery Act Statement:  
https://www.synthomer.com/company/ 
corporate-responsibility/group-policies/ 

Board Policy Statement on Diversity:  
https://www.synthomer.com/fileadmin/files/ir/
policies/English/Board_policy_statement_on_
Diversity0313.pdf

Diversity, Human Rights 
and Equal Opportunity

Situation: You are looking to hire a new employee 
in the production team on site. You believe that 
only men would be suitable for this role and you 
exclude any female applications as you do not 
feel like they are a good fit.

Solution: You are not allowed to reject 
applications on the basis of gender. Instead, 
your search must be focused on the skills, 
qualifications and experience of the candidate 
and how they meet the essential functions of 
the position.

We have a culture that 
values meritocracy, 
openness, fairness 
and transparency.  
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Synthomer ensures a 
safe and trusting work 
environment that is free 
from any bullying or 
harassment for every 
employee.

Respect in the 
Workplace

Situation: Your manager is known for being 
aggressive and hostile in meetings. You and your 
team feel intimidated by him/her and dislike 
going into any meetings with him/her for fear of 
being reprimanded. You sometimes call in sick if 
you are not able to handle your manager that day.

Solution: If you feel intimidated by another 
colleague because of aggressive or hostile 
behaviour, you should speak to your local HR 
manager right away and advise them that your 
manager is acting in a way that is inconsistent 
with Synthomer’s Code of Conduct. 

The Synthomer Way is to not let our 
personal interests effect our work 
decisions or doing what is best for 
Synthomer 
Just as important as avoiding actual conflicts 
of interest is making sure we also avoid the 
appearance or perception of a conflict of interest. 

At Synthomer each employee will: 

•  Declare any potential or actual conflicts of 
interest to their manager and discuss how they 
are to be managed

•  Avoid involvement in any decision which has 
the potential for or is an actual conflict  
of interest.  

Conflicts of Interest

Common examples of situations that could lead  
to a conflict of interest are: 

•  Hiring or managing close family members or 
personal friends

•  Working with customers or suppliers where you 
may come into contact for business purposes 
with close family members or personal friends

•  Having close family members or personal 
friends who work at a competitor

•  Ownership of, investment in, holding a position 
at or having any other relationship with a 
business that deals with or is a competitor of 
Synthomer 

•  Using on a personal basis the services of a 
contractor or supplier who provides services to 
Synthomer

•  Any other secondary employment or role or 
position with another company

•  Conducting work or business unrelated to 
Synthomer during work hours. 

Situation: You are responsible for site service 
contracts and you are running a tender for the 
supply of food and beverages to the site. Your 
sister runs a catering company with a good local 
reputation and competitive pricing and would be 
very interested in being awarded the contract. 

Solution: It would not be in the best interests 
of Synthomer to rule out use of your sister’s 
catering company but it would create a conflict 
of interest if you are involved in the decision 
making process for awarding the contract. 
You should therefore explain the position to 
your manager who will ensure that you are not 
involved in running the tender process. 

The Synthomer Way is to respect  
each other 
At Synthomer we: 

•  Will not tolerate sexual harassment, 
intimidation, hostile or offensive behaviour  
in the workplace.

•  Respect and protect the dignity and privacy of 
every employee, including their personal data

•  Support an environment where all ideas,  
beliefs and opinions are respected and valued

•  Do not tolerate any harassment or any form  
of bullying or unwelcoming behaviour

•  Avoid conduct or statements that are 
degrading, offensive or humiliating to others

•  Prevent hostile or intimidating behaviour and 
report any instances of abuse in the workplace. 
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The Synthomer Way is to take a 
zero tolerance approach to bribery, 
corruption and tax evasion   
Synthomer is subject to the anti-bribery and 
corruption laws of many different countries  
around the world, including the UK Bribery Act, 
and the US Foreign Corrupt Practices Act. 

These laws define “bribes” very widely – it’s not 
just offering cash stuffed into brown envelopes, 
but may include lavish gifts and entertainment, 
facilitation payments (to perform or speed up 
routine actions e.g. issuing permits, immigration 
control) and bribes concealed as above-market 
commission payments, rewards and charitable 
donations. 

In addition, offences under the UK Criminal 
Finances Act apply to any Synthomer organisation 
(wherever in the world) that fails to prevent 
its employees, representatives, including its 
contractors and agents, from criminally  
facilitating tax evasion or loss.  

At Synthomer we: 

•  Do not offer or give bribes

•  Do not accept bribes

•  Do not use third parties to offer or give bribes  
on our behalf

•  Do not facilitate or engage in tax evasion

•  Comply with applicable laws and give regular 
training to employees on what can and can’t be 
done, to ensure compliance with the law

•  Select third parties that we work with (including 
agents and distributors) very carefully to ensure 
that they share in our commitment to do 
business legally and ethically

•  Are always open and transparent, and seek 
appropriate advice from our manager and/or 
Group Legal if faced with a scenario that we are 
unsure of or feel uncomfortable about.

Bribery, corruption 
and tax evasion

Situation: You are project-managing the 
installation of a new reactor at one of our sites, for 
which you are required to apply for, and obtain, 
various authorisations and permissions from the 
local government planning department. An officer 
from the department visits you and explains that 
there are a few problems with the application that 
could cause some significant delay. However, if 
you were to make a small payment to him then he 
will be able to speed things up. 

Solution: Unofficial payments demanded 
(usually by public officials) for the performance 
of a routine action, or to speed up such 
performance are ‘facilitation payments’ 
prohibited under applicable anti-bribery and 
corruption laws. 

If you have any doubts about a payment and 
suspect it might be considered a ‘facilitation 
payment’, only make the payment if there is 
transparency in the “fee” and if the official 
or third party can provide a formal receipt or 
written confirmation of its legality. 

If the demand is accompanied by a threat of 
physical harm, then always put your safety first 
– make the payment and report immediately to 
senior management/Group Legal.

Situation: A supplier based in multiple countries 
asks you to accept an invoice from a different 
country to where you would receive an invoice 
in the normal course of business, offering to 
supply the goods at lower cost on this basis.  You 
suspect this is to help the supplier evade tax.

Solution: Changes in normal invoicing practice 
could be legitimate but also could be designed 
to enable tax evasion.

If you have any doubts about accepting such 
an invoice or making a payment against such 
an invoice you should report it immediately to 
senior management/Group Legal.

For more information, please refer to the 
“Bribery, Corruption & Tax Evasion” section of 
the Group Legal Syntranet page (Departments  
> Legal > Bribery, Corruption & Tax Evasion)  
or speak to a member of Group Legal. 
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The Synthomer Way is to never 
offer or accept gifts and hospitality 
that could impact impartial decision 
making
Giving and receiving gifts and/or hospitality is 
part of doing business and building relationships 
all over the world. But there are limits to what is 
acceptable, and beyond these limits such gifts 
and/or hospitality may be deemed bribes under 
applicable anti-bribery and corruption laws.  

At Synthomer we: 

•  Do not accept gifts of money

•  Do not ask for gifts or hospitality

•  Do not give gifts or hospitality to government 
or public officials, without first seeking approval 
from Group Legal

•  Always carefully consider any local procedures 
regarding approval of gifts and/or hospitality

•  Are always open and transparent, and seek 
appropriate advice from our manager and/or 
Group Legal if faced with a scenario that we are 
unsure or uncomfortable about. Any offer of 
gifts or favours of unusual size or questionable 
purpose should be reported immediately to 
your manager and/or Group Legal.

Remember to maintain a Gifts and Hospitality 
Register where you record: (i) all gifts and/or 
hospitality given or received above the value 
of £50/€65/ MYR250; and (ii) all gifts and/
or hospitality given or received where the 
cumulative value with any one customer, supplier 
or contractor over the course of a calendar year 
exceeds £50/€65/MYR250. You are not prevented 
from offering hospitality above the limit, you are 
just required to record it.

Always carefully consider the legality and 
appropriateness of gifts and/or hospitality  
by following these 7 Principles:

1.  Is it a genuine gesture (e.g. given at a 
customary time of year for gift-giving/
entertaining) i.e. the underlying purpose is not 
to influence decision-making?

2.  Does it place an obligation upon the recipient 
i.e. do they feel obliged in some way to do 
something in return?

3.  Is it appropriate and in line with general  
business practices and local customs?

4. Is it legal?

5.  Is it a one-off/infrequent? Is there anything 
noteworthy about the timing i.e. is it in the 
period running up to the award of a new 
contract?

6.  Is it of reasonable value i.e. not excessive/ 
lavish? Gifts/entertaining up to the value of 
£50/€65/MYR250 would normally be deemed  
as reasonable/acceptable.  

7.  Is it given openly and recorded in the Gifts  
and Hospitality Register? 

For more information, please refer to the “Bribery, 
corruption and tax evasion” section of the Group 
Legal Syntranet page (Deparments > Legal > 
Bribery, corruption and tax evasion) or speak to  
a member of Group Legal.

Gifts and hospitality
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Situation: There are some VIP tickets to the 
opening game of the Premier League.

Your manager instructs you to offer them to a 
particular customer, and says that all travel and 
accommodation will be paid as well.

Solution: Excessive gestures of hospitality may 
be a bribe.

Sporting events are often a good way of 
building business relationships socially, in a way 
that is not always possible within the formal 
surroundings of the workplace.

However, the value of this particular gesture 
is questionable. Whilst the face-value of the 
VIP tickets might be reasonable, the payment 
of all travel and accommodation expenses is 
almost certainly going to be excessive unless 
there is some strong business justification 
(e.g. the sporting event is linked to another 
business event that justifies the payment of 
such expenses).

Other important considerations are:

•  Is there an underlying reason for the 
gesture? Is it genuinely to build your business 
relationship or are you really looking to 
influence a particular decision?

•  Will the customer feel obliged to do 
something in return?

•  Is this a one-off or regular gesture and is 
there any significance attached to offering 
the gesture at this particular time – e.g. are 
you tendering to win a new contract from the 
customer?

In this instance, the VIP tickets are likely (of 
themselves) to be reasonable, provided that 
the gesture is a one-off and the rationale is 
genuinely to build your business relationship. 
The additional travel and accommodation 
expenses are not likely to be acceptable.

In any event, always ensure that you seek 
appropriate guidance/approval from your line 
manager/Group Legal. And ensure the gesture 
is recorded appropriately in the Gifts and 
Hospitality Register.



The Synthomer Way is to always 
compete vigorously but fairly  
Everyone at Synthomer works very hard to 
deliver products and services to our customers 
that are better and more competitive than our 
competitors. And whilst the Synthomer Way is 
to compete vigorously on this, it is also to do so 
fairly and within the law. 

At Synthomer we: 

•  Do not engage in anti-competitive practices 
such as price fixing, market allocation or abuse 
of a dominant position

•  Do not share commercially sensitive information 
(including information regarding pricing or sales 
terms, sales/marketing purchasing strategies, 
production information including capacities and 
inventories etc.), particularly with competitors

•  Comply with applicable competition laws and 
give regular training to employees on what can 
and can’t be done, to ensure compliance with 
the law

•  Respect the commercially sensitive nature of 
our competitors’ business information and 
never attempt to acquire such information by 
disreputable or illegal means

•  Always seek appropriate advice from Group 
Legal  before meeting or otherwise engaging in 
dialogue with a competitor

•  Always seek appropriate advice from Group 
Legal  before participating in industry or trade 
associations events

•  Always seek appropriate advice from Group 
Legal when entering into any agreements that 
have the potential to be anti-competitive – for 
example, distribution agreements, research/
IP collaboration agreements, production 
agreements etc 

•  Select third parties that we work with (including 
agents and distributors) very carefully to ensure 
that they share in our commitment to do 
business legally and ethically. 

For more information, please refer to the 
“Competition Law” section of the Group 
Legal Syntranet page (Departments > Legal > 
Competition Law) or speak to a member of   
Group Legal. 

Fair competition

Situation: You attend an annual industry trade  
fair in Paris. 

An ex-colleague who left to work with a 
competitor invites you for a beer after the second 
day of the fair. She brings along a few other 
acquaintances that she met over the course of  
the first couple of days, who work for various 
other competitors.

After a few beers the discussion turns to 
business and the current sales challenges. Your 
ex-colleague asks you specifically about your 
company’s plans for future price increases. 

Solution: You must be very careful attending 
industry or trade association events with other 
competitors.

Sharing commercially sensitive information, 
such as future price increases, with competitors 
is a criminal offence, potentially punishable by 
very heavy fines and/or imprisonment.

Being present at a discussion where 
commercially sensitive information is shared 
(even if you do not actively participate in the 
discussion) is often also sufficient to commit a 
breach of competition laws. Whilst attending 
a social event is permitted, you should leave 
immediately if any discussions take place that 
might break competition laws and inform 
Group Legal of the discussion and your own 
actions.

The Synthomer Way is 
to always compete 
vigorously but fairly 

Business PoliciesBusiness Policies
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The Synthomer Way is to invest  
safely and securely
Investment in Synthomer Shares is welcomed 
however it is necessary to have a code on share 
dealing (the Synthomer Securities Dealing Code) 
to ensure that no employee abuses or places 
themselves under suspicion of abusing  
confidential price sensitive information or  
“inside information”. You will be advised if the 
‘Securities Dealing Code’ applies to you. 

At Synthomer we: 

•  Always follow the Securities Dealing Code

•  Do not mis-use Synthomer’s confidential 
information to gain an unfair advantage for 
ourselves or anyone else in any dealings (buying, 
selling or other transactions) relating to shares in 
Synthomer or any other company 

If in doubt about any intended share dealings 
contact Group Legal. 

For further information, you can download a  
copy of the Securities Dealing Code here:

Insider Trading

Situation: You make a visit to one of Synthomer’s 
major customers and are informed during the 
meeting that the customer intends to stop buying 
Synthomer’s products with immediate effect and 
bring a substantial claim against Synthomer. You 
own 5,000 Synthomer shares and are worried that 
the share price will fall when the news becomes 
public because of the impact on Synthomer’s 
profits and damage to its reputation with other 
customers. Can you sell your shares before 
informing your manager and ahead of the news 
becoming public? 

Solution: No – as the information you have 
received is not publicly available and is likely to 
have an effect on the share price and would be 
used by others to make investment decisions 
you cannot sell your shares. 

We are always open and 
transparent, and seek 
appropriate advice from 
our manager and/or Group 
Legal if faced with a scenario 
that we are unsure or feel 
uncomfortable about.

Click: Download our Securities Dealings Code 
here https://syntranet.isynthomer.com/
securitiesdealingcode
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The Synthomer Way is to always 
comply with trade sanctions  
Synthomer is a global business with sales 
(directly and/or indirectly) into countries all  
over the world. This brings many challenges, 
including ensuring that Synthomer acts within 
the parameters set by the various sanctions 
regimes that operate around the world. 

At Synthomer we: 

•  Maintain a clear policy on dealing with 
sanctioned countries to ensure that our  
business dealings do not contravene applicable 
sanctions rules

•  Select third parties that we work with (including 
agents and distributors) very carefully to ensure 
that they share in our commitment to do 
business legally and ethically

•  Are always open and transparent, and seek 
appropriate advice from our manager and/or 
Group Legal if faced with a scenario that we are 
unsure or feel uncomfortable about. 

For more information, please refer to the 
“Sanctions” section of the Group Legal Syntranet 
page (Departments > Legal > Sanctions) or  
speak to a member of Group Legal. 

Doing business with 
sanctioned countries

Situation: You have found a new customer in a 
sanctioned country and you are keen to begin 
sending shipments of product as soon  
as possible.

Solution: When selling into, and on-boarding 
any new customer located in, a sanctioned 
country, it is critical that you follow 
Synthomer’s Group Policy on Doing Business in 
Sanctioned Countries. 

In particular, this means:

•  Checking which sanctions regimes apply and 
ensuring that aspects of the transaction do 
not inadvertently bring the transaction within 
the scope of a sanctions regime that would 
not otherwise apply (e.g. accepting payment 
in US Dollars will bring a transaction within 
the US regime regardless of whether there is 
any other US connection); 

•  Checking that the new customer is not on a 
‘blacklist’ prohibiting Synthomer from doing 
business with them – ask them to complete 
our due diligence questionnaire and work 
with Group Legal to run the necessary checks; 

•  Checking that you have an approved route 
for payment – payment from sanctioned 
countries into certain of Synthomer’s accounts 
will be prohibited, so it is critical that you 
check this in accordance with the Policy.



Business PoliciesBusiness Policies

2322

Protection and use 
of company assets

The Synthomer Way is to always 
protect and properly use company 
property and information   
Synthomer’s physical assets, such as its premises, 
plant and equipment (including IT equipment, 
computers and mobile phones), all have a clear 
value to Synthomer’s business and must be 
protected and used properly.

In addition, Synthomer’s company information 
is a valuable asset (often giving Synthomer the 
edge over its competitors) that also needs to be 
protected and used properly. 

At Synthomer we: 

•  Protect company property and information from 
loss, damage and/or misuse

•  Protect the secrecy of company information that 
is confidential and/or commercially sensitive and 
only disclose it where authorised to do so and in 
an appropriate manner

•  Respect and protect third party confidential 
information and property in our possession or 
under our control

•  Only use company property and information for 
business purposes (or as otherwise permitted by 
Synthomer’s internal policies)

•  Only use instant messaging applications (e.g. 
WhatsApp) for business purposes, where such 
use has been approved by our line manager. 

If instant messaging applications are used for 
business negotiations, then be careful not to 
be too informal and ensure the final agreement 
reached is clearly set out in a formal e-mail

•  Observe and comply with all applicable laws 
and internal policies and procedures when 
collecting, handling, storing and/or transferring 
company information (e.g. including relevant 
data protection laws)

•  Never share confidential/commercially sensitive 
company information openly (including 
information regarding pricing or sales terms, 
sales/marketing strategies, production 
information including capacities and inventories 
etc.), particularly with competitors.

For more information, please refer to the “Data 
Protection” section of the Group Legal Syntranet 
page (Departments > Legal > Data Protection) 
or speak to a member of Group Legal. 

For further information on Synthomer’s 
commitment to IT security, please see the group 
policies here: https://syntranet.isynthomer.com/
ITkeypolicies

Situation: You are approached by an 
organisation recognised globally as being at the 
cutting edge of innovation within your sector.

The organisation has a very exciting business 
opportunity to put to you, that would involve 
collaborating to develop and launch a new 
innovative product.

The organisation invites you to a meeting where 
they expect you to share potential ideas on 
what you might be able to bring to the project. 

You attend the meeting, which generates a 
stimulating discussion where everyone excitedly 
shares their ideas.

Solution: Working with third parties on 
innovative projects is encouraged within 
Synthomer.

However, where you are required to share 
confidential and/or commercially sensitive 
company information, you must ensure that 
you do so in an appropriate way.

Before disclosing any such company 
information, you must ensure that you have  
a robust non-disclosure agreement (NDA)  
in place.

Further, you should remember that the NDA 
only covers your initial discussions and doesn’t 
deal with the (hopefully) positive outcomes of 
the collaboration – e.g. who owns the IP in the 
new invention?

Always work with Group Legal to ensure you 
have appropriate contractual documentation 
in place to protect Synthomer’s company 
information.

Synthomer’s valuable company 
information includes:

•  product and process IP, trade secrets, 
know-how and expertise 

•  research and development plans

•  sales/marketing and M&A strategies 
and business plans

•  product specifications and pricing 
strategies

•  production information, including 
production costs and capacities

•  contractual arrangements with  
third parties

•  personal data

Click: Download our IT Security Rules here 
https://syntranet.isynthomer.com/ITsecurityrules
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Corporate CitizenshipCorporate Citizenship

Community and 
Social Matters

Situation: You are approached by the elected 
mayor of the town next to your site to make a 
donation to his nominated charity of the year. 
You are told all businesses in the area are being 
contacted and that it will assist with promoting 
good relationships with the community. 

The Synthomer Way is to be  
safe online
Synthomer encourages employees to make 
reasonable and appropriate use of social media 
websites as part of their work. It is an important 
part of how we communicate with the outside 
world and with each other as colleagues. In order 
to avoid any problems or misunderstandings, 
we have a few guidelines to provide helpful 
and practical advice for you when operating 
on the internet as an identifiable employee of 
Synthomer. 

Social Media

At Synthomer we are:  

•  Polite. What is said online is visible to your 
employer, manager, colleagues and peers 
including competitors, customers and suppliers. 
Please keep it professional.

•  Safe. Don’t get too personal or belligerent and 
protect Synthomer’s confidential information 
and your own privacy. 

•  Appropriate. We do not bring the organisation 
into disrepute by using Social media to criticise 
or argue with people, make defamatory 
comments, make comments about competitor’s 
products, or post images or links that are 
inappropriate.

•  Respectful. We are always courteous and 
ensure that we seek consent before posting any 
images or material relating to other people.

For more information and guidelines on using 
social media, please see our Social Media policy.

Situation: You see a customer’s employee posting 
defamatory comments about Synthomer on 
Facebook. You are getting very angry about the 
untrue comments this person is posting and you 
want to respond. 

Solution: Before you post anything on a public 
domain such as Facebook or Linkedin, you 
should think about who can see this post 
and understand the potential consequences 
of posting something visible to everyone, 
including your manager. If you are truly 
concerned about what is being posted on social 
media by someone else, please speak to Group 
Legal to find an appropriate solution.  

The Synthomer Way is to be  
involved with our community  
Synthomer encourages engagement with the 
communities in which it operates. In particular 
we seek to promote learning and career 
development in chemistry and engineering. 
Fund raising for good causes is also facilitated 
through support for the activities of site 
based social committees and a scheme for 
matching employee raised charitable donations. 
Synthomer cannot however get involved in 
providing any financial or non-financial support 
for political activities. 

At Synthomer we: 

•  discuss ideas for community involvement with 
our local social committee or manager

•  do not involve Synthomer in any political 
activities we choose to pursue in a personal 
capacity

•  seek approval from the President responsible for 
your department or business unit for requests 
received from customers, suppliers or other 
external organisations for donations to good 
causes or charities

•  follow the guidelines available at https://
syntranet.isynthomer.com/employeeforms 
to make an application for matched funding of 
any activities we are undertaking to raise funds 
for local good causes or charities.

Click: Download our Social Media policy 
here https://syntranet.isynthomer.com/
socialmediapolicy

Solution: Gather information on the charity 
concerned and its purposes and check if other 
businesses have been contacted. Provide 
all information you have gathered to your 
manager who will seek approval from the 
President and the Group Legal.
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