
 

 

 

SINO GAS & ENERGY LIMITED  
CODE OF CONDUCT 

 

The Board of Directors of Sino Gas & Energy Limited (“SGE” or “Company”) have adopted a Code of 

Conduct (“Code”) to address matters relevant to the Company’s legal and ethical obligations to its 

stakeholders.  This Code may be amended from time to time by the Board and will be made available to 

all staff. 

This Code applies equally to all employees, directors and officers of the Company (collectively called the 
“Employees”) and each Employee is responsible for ensuring their individual compliance with the Code.  

The Chief Executive Officer and other managers, as appropriate, are responsible for ensuring that the 

conduct of Employees in their charge complies with the Code. The Chief Legal & Compliance Officer will 

have general oversight of the Code and responsibility for its updates. 

General principles 

Good ethics means good business.  

We expect the highest professional standards from our Employees. We have built our reputation on 
unquestionable ethical behavior and consider this a key contributor to our success. The trust and respect 

of all people – fellow workers, customers, suppliers, competitors and the general public – are valuable 

assets that cannot be purchased, but must be earned. Once earned, trust and respect become the 
cornerstone of continuing relationships and will preserve our reputation for integrity. Compliance with this 

Code and SGE’s other policies will contribute positively to the good corporate governance of the Company 

as a whole and is the cornerstone of the ethical conduct that the Company expects of its Employees. 

The principles of this Code apply to not only your dealings within the Company, but to all dealings 

externally. 

(a) Anti-corruption 

The Company has a strict prohibition on all forms of bribery and corruption, as well as money 
laundering, terrorism funding and similar offences. Further details on this prohibition can be 

found in the Company’s Anti-Corruption Policy. 

(b) Discharge of duties 

Employees must discharge their duties with honesty and integrity, and having regard to the 

Company’s goals and objectives. Employees should not engage in conduct likely to bring discredit 

upon the Company. 

Employees also have a duty to use due care and diligence in fulfilling the functions of their 

position and exercising the powers attached to their employment. 

Employees must recognise that their primary responsibility is to the Company’s shareholders as a 

whole. 

(c) Compliance with laws 

Employees must observe the rule and spirit of all laws and regulations under which the Company 
operates and with the principles of this Code.  In addition, they must comply with the ethical and 

technical requirements of any relevant regulatory or professional body. Even well-intentioned 

actions that violate the law or our standards of conduct may result in appropriate disciplinary 

action, including termination. 
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(d) Conflicts of interest 

There may be times when an Employee's personal interests or the interests of any associated 

person (for example, those of your spouse, child, parent or other familial relative) conflict with 
those of SGE or its stakeholders.  In these circumstances, appropriate action should be taken to 

remove or manage the conflict. You should also avoid situations that create a perceived conflict 

of interest.  

Examples of conflicts of interest that would violate this Code include:  

• Participation by an Employee or a family member of the Employee in a business 

transaction involving SGE or an individual with whom the Employee (or his or her family) 

has a financial relationship;  

• The use for personal gain by employees (or their family members) of any confidential or 

proprietary information obtained as a result of their relationship with SGE (for example, 

trade secrets or other confidential business information);  

• Personal investments (excluding mutual funds and other investments that are not 

personally managed) in a SGE customer, supplier, developer or competitor can be a real 

or perceived conflict of interest relative to your responsibilities and loyalties to SGE—

consequently, it is your responsibility to be sure that no such conflict exists;  

• Having an outside business, employment or other interest that would impair the 

Employee’s ability to perform his or her duties; or 

• Receipt by an employee or family member of improper personal benefits as a result of 

the Employee’s position at the Company. 

(e) Confidentiality 

During the course of performing their duties, Employees may learn information about SGE, its 

subsidiaries or its stakeholders. This information is confidential and remains the property of the 

Company. Confidential information includes all non-public information that might be of use to 
competitors, or harmful to us or our customers if disclosed. For example, this includes, names 

and lists of customers, data, models, test results, financial projects, budgets and other 

information that is not public.  

Unless Employees have specific permission, the confidential information must not be improperly 

used or given out to Employees or other officers of the Company or third parties and improper 

advantage must not take of an employee's position.  

(f) Use of the Company’s resources 

SGE’s assets are critical to its business competitiveness and future success.  Assets include all 

office equipment, computer systems and data, motor vehicles and other operating plant of the 

Company. 

These assets are provided to Employees to conduct SGE business and any other use must be 

authorised prior to such use. 

 

(g) Equal opportunity 
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SGE is an equal opportunity employer and any discrimination or harassment of any kind will not 

be tolerated. 

(h) Competition 

SGE competes fairly in the markets in which it operates.  SGE relies on the continuing support of 

its stakeholders and these stakeholders must not be deliberately misled in any circumstances.  

The jurisdictions in which we operate, such as China, have laws that promote and enforce free 

and fair competition and trade practices that govern how companies deal with their competitors, 

customers and suppliers. Employees must comply with such laws at all times, and must not 
engage in any form of unfair competition such as giving or accepting bribes, agreeing or 

exchanging information with competitors on pricing, dividing up markets, boycotting or 
defrauding customers or suppliers, unfair bidding practices or describing a competitor’s products 

or services inaccurately to promote those of the Company. 

(i) Environment and health and safety 

The environment in which SGE operates and the health and safety of its Employees is a key 

concern for SGE. 

The impact of environmental and health and safety issues are taken into account when making 

business decisions.  These decisions must not compromise the Company's responsibility to its 

Employees or the environment and must at all times comply with local laws. 

The Company observes the principles of independence, accuracy and integrity in dealings with 

the Board, the Audit and Risk Committee, any other Board committees, internal and external 
auditors and other senior managers within the organisation and other relevant bodies external to 

the organisation. 

(j) Smoking 

The Company acknowledges that smoking is harmful to your health and to the health of those 

who are around people who smoke.  It is therefore a strict policy of the Company that all 
Company workplaces and facilities will be smoke free environments and no smoking will be 

allowed at any time.  Should you need to smoke you should leave the Company premises or 

facilities. 

(k) Internet 

You will inevitably have access to the internet through your work for the Company and to 

Company email. This access and email is provided to you to enable you to work more efficiently 

and effectively.  

Employees are required to use the Internet responsibly and productively. Personal use of the 

Company’s internet is permitted but use must be limited to a level that is appropriate and which 
does not interfere with an Employee performing his or her work efficiently and effectively. The 

use of the Company provided internet for illegal or fraudulent activities is strictly forbidden.  

Employees are expected to only open documents or attachments from trusted sources. If you 
become aware that you have, or believe you may have, opened a virus or similar malware, you 

are required to immediately notify the Company’s IT representatives.  

(l) Messenger Services / Social Media  



 

 

 

Code of Conduct – last updated on 6 July 2020       Page 4 of 10  

Personal use of social media (e.g., WeChat, WhatsApp, QQ, and other instant messaging 
applications) is permitted during working hours and/or when using SGE provided computers and 

personal devices. However, personal use of social media during working hours and/or when using 
SGE provided computers and personal devices must be limited to a level that is appropriate and 

which does not interfere with an Employee performing his or her work efficiently and effectively.  

Social media may be used to conduct Company business where there is a legitimate reason for 

doing so.  A legitimate reason includes using WeChat to pay for business expenses that are 

legitimately incurred in accordance with this Code of Conduct, the Anti-Corruption Policy and 
other relevant Company policies and procedures, and for which Employees can then submit a 

reimbursement claim, including appropriate supporting documentation. 

For the avoidance of doubt, using social media to conduct Company business in any of the 

following circumstances is strictly prohibited even if you reasonably believe there is a legitimate 

reason for doing so: 

•  disclosure of confidential or proprietary information about the Company (this must only 

be shared via Company email); 

• conducting substantive business communications including, without limitation, making or 

communicating any intent, covenant, promise, offer, acceptance, arrangement, 
agreement, statement, representation or warrant, which might impose any liabilities or 

obligations on the Company; 

• sending any business documents, official documents or legally binding documents; 

• for illegal or fraudulent activity; 

• making payments, other than for business expenses that are legitimately incurred in 
accordance with this Code of Conduct, the Anti-Corruption Policy and other relevant 

Company policies and procedures. 

Employees must forward any attachments received via social media to their Company email, and 
upload/send archived social media communication used for business purposes to the Company 

servers/email on a monthly basis. Employees should contact the Legal & Compliance Department 
for clarification if they have any questions regarding what a legitimate reason for using social 

media for business purposes is, and whether communications fall within the parameters of 

prohibited circumstances set out in this section.  

(m) Hours of Work 

The Company has standard office hours from 08:30 to 17:00 incorporated into a 40 hour work 
week. The company adopts a flexible attitude to work hours and as such adhering to specific 

hours is not rigidly enforced provided 40 hours a week are worked. 

Specific work hours for individual Employees will be detailed in each Employee's letter of 

employment.  

Employees must ensure that all vacation time is appropriately taken and recorded in the 

Company’s records.  

(n) Quality Assurance 

The Company aspires to best practices of an international oil and gas standard. 
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(o) Non-discrimination 

The Company only hires, evaluates and promotes Employees on the basis of their ability, 

achievements, experience and performance. Accordingly, the Company will provide equal 
opportunity for all in recruitment, career development, promotion and compensation without 

regard to personal characteristics such as race, color, religion, gender, national origin, ancestry, 
age, disability, medical condition, pregnancy, gender expression, gender identity, sexual 

orientation or any other characteristic protected by law. Discrimination on these grounds is 

strictly prohibited.  

(p) Harassment 

To provide an environment that is conducive to productivity and personal growth, we prohibit 
illegal workplace harassment of any kind, whether the harasser or the victim is a co-worker, 

supervisor, agent, customer, guest or supplier. The Company also prohibits retaliation against 

anyone who has made a harassment complaint. 

Violence and threatening behavior will not be tolerated. 

(q) Drugs & Alcohol 

You must report to work in a condition to properly perform your duties, free from the influence of 

drugs or alcohol. Accordingly, drugs and alcohol are strictly prohibited at the Company’s 

worksites.  

Employees also have a duty to perform their duties in a manner to ensure a safe environment for 

all Employees.  

Breaches of these provisions and health and safety standards will not be tolerated. 

Directors 

The following additional comments apply to directors of the Company and aim to ensure directors have a 

clear understanding of the Company’s expectations of their conduct. 

(a) Fiduciary duties 

All directors have a fiduciary relationship with the shareholders of the Company.  A director 

occupies a unique position of trust with shareholders, which makes it unlawful for directors 

to improperly use their position to gain advantage for themselves. 

Each director is expected to exercise skills commensurate with their level of knowledge 

and experience to increase the value of the Company for the benefit of shareholders as a whole.  

(b) Duties of directors 

Each director must endeavor to ensure that the Company is properly managed so as to protect 

and enhance the interests of all shareholders.  To meet this obligation directors should: 

• at all times exercise due care in their duties; 

• be diligent, attend Board meetings and make themselves knowledgeable about the business 

of the Company and the physical and social environment in which it operates; 
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• ensure that shareholders and any relevant securities exchange or regulatory body are 

informed of all material matters which require disclosure; 

• avoid or fully disclose conflicts of interest; and 

• be impartial in their judgements and actions. 

(c) Conflict of interest 

A director must be able to act in the interests of the Company at all times.  Where the interests 
of associates, the personal interest of a director or a director’s family may conflict with those 

of the Company, then the director must immediately disclose such conflict and either: 

• eliminate the conflict, or 

• abstain from participation in any discussion or decision-making process in relation 

to the subject matter of the conflict, or 

• in exceptional circumstances they may need to consider resignation. 

Executive directors must always be alert to the potential for a conflict of interest between their 

roles as executive managers and their fiduciary duty as directors. 

 

Stakeholders 

The Board recognises that the primary stakeholders in the Company are its shareholders.  Other 

legitimate stakeholders in the Company include Employees, customers and the community.  The 

Company’s primary objective is to create shareholder wealth through the exploration, development and 

operation of resource projects.   

The Company is committed to conducting all its operations in a manner which: 

• protects the health and safety of all Employees, contractors and community members; 

• recognises, values and rewards the individual contribution of each Employee; 

• achieves a balance between economic development, maintenance of the environment and social 

responsibility; 

• maintains good relationships with suppliers and the local community; and 

• is honest, lawful and moral. 

All Employees are expected to act with the utmost integrity and objectivity, striving at all times to 

enhance the reputation and performance of the Company. 

Other SGE Policies 

SGE has a range of policies and procedures that govern the roles each Employee performs.  These 

policies and procedures can be found on the Company’s shared drive. 
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Political Contributions  

No Company funds or assets, including the work time of the Company’s directors, officers, employees or 

agents shall be contributed, loaned, or made available, directly or indirectly, to any political party or the 
campaign of any candidate for political office. The Company’s Policy does not prohibit the Company’s 

directors, officer, employees or agents from individually participating in political matters, in their own 

time and at their own expense.  

Unauthorised Public Comments 

SGE Employees must take great care in discussing the Company’s business with third parties.  In addition 
to the requirements of this Code concerning confidentiality and insider trading, Employees must not make 

comments which may be construed as representing the official views of SGE. Only the nominated 
disclosure officers are authorised to provide these comments.  Divisional managers may only comment on 

their particular business unit.  

Education and Training 

The Company has implemented and maintains a program to communicate its Code to Employees. 

Training on the Company’s Code and the Company’s Anti-Corruption Policy forms part of the Company’s 

induction process for all relevant Sino Gas Employees. 

Employees will also receive periodic training updates on how to comply with the Company’s Code and will 
confirm that they understand and will comply with the Code. Employees shall certify their compliance 

with this Code and the Company’s Anti-Corruption Policy by signing the certification contained at 

Appendix A of this Code, and thereafter by signing a semi-annual certification of compliance contained 

at Appendix B. 

Enforcement of this Code  

Violations of this Code will be treated seriously. If you violate this Code you will be subject to disciplinary 

action, up to and including termination.  

We will investigate alleged violations of this Code and provide any person who is alleged to have violated 
this Code a fair opportunity to be heard regarding the alleged conduct. All employees are expected to 

cooperate in internal investigations of misconduct.  

Disciplinary measures will depend on the circumstances of the violation and will be applied in consultation 

with your Human Resources representative. Consideration will be given to whether or not a violation was 
intentional, as well as whether an employee acted in good faith in reporting the violation and cooperated 

with any resulting investigation or corrective action.  

Reporting and Enforcement 

SGE views breaches of this Code as serious misconduct. If an employee becomes aware of a breach of 

this Code, the matter should be reported immediately to either:  

• the Chief Executive Officer, the Chief Financial Officer or the Chief Legal & Compliance; or  

• email: compliance@sinogaschina.com. 

Although we would encourage you to come forward so we can work with you to identify evidence of the 

alleged misconduct, you can also report your concerns anonymously. If you do not feel comfortable 
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reporting your concern to the Chief Executive Officer, the Chief Financial Officer or the Chief Legal & 

Compliance Officer, you can also report it to your supervisor or a director. 

The Chief Executive Officer, the Chief Financial Officer or the Chief Legal & Compliance Officer, any 
supervisor or director has the responsibility to report the breach to the Board and to advise the Employee 

of the outcome. 

The Chief Legal & Compliance Officer will review any breaches to the Code that have occurred and will 

annually report on the Company's compliance with the Code to the Board.  

No Retaliation  

Employees will not be retaliated against for reporting ethics violations. Since the duty to come forward is 

a requirement, this policy applies even where the good faith allegation proves ultimately groundless. Any 
employee who violates our non-retaliation policy will be subject to disciplinary action. Any employee who 

knowingly makes a false or misleading report also will be subject to disciplinary action.  

Except as required by law, we will take reasonable steps to safeguard the confidentiality of statements 
and other information that you report under this Code, unless it is not practicable to do so or the 

interests of SGE require disclosure. 
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APPENDIX A  
 

CERTIFICTION OF COMPLIANCE WITH SINO GAS CODE OF CONDUCT AND ANTI-

CORRUPTION POLICY 

 

I, ______________________________ acknowledge that I have received a copy of the Sino Gas Code of 

Conduct (Code) and Anti-Corruption Policy (Policy) and training outlining the contents of both 

documents. Accordingly, I understand the procedures as contained in the Code and Policy and agree to 
comply with both documents and all applicable anti-bribery laws and regulations as they pertain to the 

conduct of Sino Gas’ business.   

 

 

 

________________________________ 
Print Name of Individual 

 
 

________________________________ 
Signature of Individual 

 

Date:__________________ 
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APPENDIX B 
 

SEMI-ANNUAL CERTIFICATION OF COMPLIANCE WITH SINO GAS CODE OF CONDUCT AND 

ANTI-CORRUPTION POLICY 

 

I, ______________________________ acknowledge that I have complied and will continue to at all 

times comply with all applicable anti-bribery laws and regulations, the Sino Gas Code of Conduct and 

Anti-Corruption Policy as they pertain to the conduct of Sino Gas’ business.   

 

 

 

________________________________ 

Print Name of Individual 

 
 

________________________________ 

Signature of Individual 

 

Date:__________________ 

 


