Code of Conduct
It’s always the right time to do business the right way
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Introduction

As our organisation grows and we continue to expand our operations globally, we must establish the
correct policies to help guide our business and ensure continued success. Our Code of Conduct sets
forth the values and beliefs of Ardagh Group, and includes our shared core values of Trust, Teamwork
and Excellence.
These core values not only provide the foundation of how we do business, but also guide how we
interact with each other.
This document is an expansion of these themes and it is essential that employees, suppliers,
customers and other stakeholders are clear about what we stand for.

Kind Regards
Paul Coulson
Chairman & CEO
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Our Policy

Ardagh is committed to conducting its activities with the highest standards of integrity and business
practice in all dealings with employees, customers, suppliers, public authorities, shareholders,
bondholders, banks and the general public.
This Code of Conduct and its accompanying policies apply to all Ardagh directors, officers and
employees worldwide (collectively “employees”) and third parties working on our behalf. It is a
standing guide for conducting our business in an honest and professional manner and should be
used in determining key business decisions and actions.

Ardagh has designed this Code to deter wrongdoing and to promote:
- our Corporate Social Responsibility;
- our Personal Ethics, including honest and ethical business conduct, the
handling of conflicts of interest and dealing with material non-public
information;
- our Commercial Integrity, including compliance with applicable rules and
regulations such as, inter alia, competition and anti-bribery laws;
- our Financial Reporting which ensures full, fair, accurate, timely and clear
disclosure of reports and documents;
- our Employment Practices which are built on our core values and provide
equitable employment opportunities for all employees and applicants;
- the proper use of our Corporate Assets and Information.

These principles are not intended to be all-inclusive, but they do provide the necessary guidance on
our established way of doing business. Local or department guidelines may be issued in various sites
to supplement or implement them.
Ardagh and all of our subsidiaries and employees must act in compliance with the laws and
regulations of all countries in which they operate. National laws may sometimes require us to modify
the practices that we have outlined here. Any waiver of these practices requires the prior approval
of Group Legal & Compliance. In the case of any waiver for directors or officers of Ardagh Group
SA, the prior approval of the board is required.
Please keep in mind that failure to conduct business in compliance with this Code may result in
disciplinary action, up to and including termination of employment, and reporting to the relevant
authorities.
The Code of Conduct should be the basis of your daily working practice. If you need further
guidance in applying it to your specific situation, your direct manager should be able to help you. In
some cases, you may need to contact Human Resources or Group Legal & Compliance for more
specific guidelines or advice.
When in doubt, ask!
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Our Core Values

Our business environment is constantly changing. We can expect changes in our products,
our employees, our customers and our suppliers. What will not change is our belief in our core
values which form the foundation of our business. They are building blocks that demonstrate our
commitment to our customers and our business as well as our respect for each other.

Trust
Trust is earned by displaying personal attributes that show we are respectful, reliable,
consistent and honest in our approach to others. It is built on mutual respect, personal
integrity and transparency.

Teamwork
The need for individuals to interact with fellow employees, in a mutually beneficial way, is
important to building a strong business. Individual teams need to recognize the impact of their
decisions on various sub teams, and ultimately the business. Teamwork is built on collaboration,
shared responsibility and open communication.

Excellence
Excellence is constantly striving to improve ourselves and the business. It focuses on
continuous improvement, innovation and sustainability.
These values define who we are as a company - to each other, to our customers, to our
suppliers and to our stakeholders.
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Corporate Social Responsibility

Many of the areas covered in this Code of Conduct fall under the broad heading of Corporate Social
Responsibility (CSR) which describes how we interact with our stakeholders. Ardagh has adopted an
overall Corporate Social Responsibility Policy which can be found in Appendix 1 - Corporate Social
Responsibility Policy.
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Personal Ethics

Honest and Ethical Conduct
Ardagh expects all employees to act with the highest standards of honesty and ethical conduct while
working on our premises, at offsite locations where Ardagh business is being conducted, at Ardagh
sponsored business and social events, or at any other place where the employees are representing
Ardagh. No employee, director or officer should take any unfair advantage of anyone whether
through manipulation, concealment, abuse of confidential information, misrepresentation or any
other unfair practice.
Ardagh does not tolerate any incidence of fraud committed by any employee or third party and
is committed to taking immediate and appropriate legal and disciplinary action when fraud is
committed or attempted. For further guidance, please see Appendix 2 - Fraud Policy.
In all cases, if you are ever unsure about whether your proposed course of action is appropriate
please seek assistance in interpreting the requirements of these practices by contacting your direct
manager, your local HR manager, your country HR manager or, if not then resolved, Group Legal &
Compliance.

Conflict of Interest
All employees are required to act in the best interests of Ardagh. All employees should avoid any
activity or situation that is or has the appearance of being hostile, adverse or competitive with the
company, or that interferes with the proper performance of duties, responsibilities or loyalty to the
company, which could create conflicts of interest, especially where these could undermine trust or
cause damage to Ardagh. For further guidance, please see Appendix 3 - Conflict of Interest Policy.

Material-Non Public Information
Employees may from time to time have access to information relating to Ardagh’s business that is
not known to the general public. This is known as “material non-public information”. Transactions
in securities of Ardagh Group S.A. and its subsidiaries (“Ardagh”) by Ardagh’s directors, officers,
employees and advisers, as well as other persons who may have access to material non-public
information about Ardagh, are subject to applicable insider trading laws, in particular those of the
United States and the European Union. The United States federal securities laws and regulations
and the EU Market Abuse Regulation impose restrictions on dealings in Ardagh’s bonds and equity
securities. In addition, Ardagh is required to identify material non-public information and regulate
the disclosure of such information. It is our policy that material non-public information may not be
used at any time for improper purposes and that all dealings in Ardagh´s bonds and equity
securities comply with all applicable insider trading laws. For further guidance, please see
Appendix 4 - Insider Trading Policy.
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Commercial Integrity

Compliance with Applicable Laws and Statutory Regulations
All employees must comply with all applicable laws and regulations. Employees are expected to
be familiar with the legal and regulatory requirements applicable to their business responsibilities
and to fulfil their duties in accordance with these laws and regulations. Questions concerning the
applicability of any legal or regulatory provision should be directed to Group Legal &
Compliance.

Competition Laws
Ardagh complies with competition laws in all the jurisdictions in which we do business. Ardagh takes
compliance with competition laws very seriously and will not tolerate any breach thereof.
The purpose of these laws is to encourage competition, which benefits consumers by prohibiting
unreasonable restraints on trade. Any agreement, understanding or arrangement expressed or
implied, formal or informal, in restraint of trade or commerce is prohibited by competition laws.
All employees must avoid even the appearance of engaging in the restraint of trade. In no
circumstances should any Ardagh employee communicate to any competitor commercial
information that affects pricing, including costs, credit terms, allocation of markets, geographies,
customers or lines of business. Any concerns and questions should be referred to Group Legal &
Compliance.

Anti-Corruption Laws
Ardagh is committed to acting professionally, fairly and with integrity in all its business dealings. As
part of this commitment to ethical business practices, Ardagh does not tolerate any form of bribery
or corruption. Our procedures to support this commitment are set out in Appendix 5 - Anti-Bribery
Policy.
The exchange or provision of modest gifts and hospitality may foster goodwill in business
relationships. However, they must be strictly limited in value and frequency and be kept within the
limits of customary business practices and all applicable laws. In any case, employees must not
offer, request or accept gifts or hospitality designed to obligate, induce, support or reward improper
conduct in connection with any business. For further guidance, please see Appendix 6 - Gifts and
Hospitality Policy.
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Financial Reporting

All employees have the responsibility to record all transactions accurately, completely and in a timely
manner. Employees should never make false or artificial entries in any company records and should
never understate or overstate reports of revenues or expenses, or alter any documents used to
support reports.
Our financial statements must fairly and accurately present the financial condition of the business.
Reporting the proper financial condition of Ardagh is a fundamental aspect of each employee’s
responsibilities. Reporting false information is strictly prohibited.
You may not influence, coerce, manipulate or otherwise mislead an independent accountant who is
engaged in the performance of an audit or review of the financial statements or affairs of Ardagh.
The same applies to accountants employed by Ardagh. For further guidance, please see Appendix
7 - Financial Reporting Policy.
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Employment Practices

Ardagh respects, values and welcomes diversity in our workforce, as well as diversity in our
customers, suppliers and in the global marketplace. Our policy is to provide equal employment
opportunity for all applicants and employees without taking into account factors such as race,
colour, religion, gender, national origin, ancestry, age, disability, marital status or sexual orientation.
Ardagh has a policy of zero tolerance for violence. Violence includes physically harming, harassing,
intimidating or coercing another human being or brandishing weapons and threatening or talking
of engaging the aforementioned activities. Ardagh is committed to providing a workplace free of
all types of harassment. Ardagh strongly disapproves of, and will not tolerate, harassment of
employees by managers or co-workers.
Ardagh promotes performance, teamwork and results through open communications. We
encourage communication meetings at all sites where employees have the opportunity to share
any concerns with senior management. Ardagh also supports an “open door” management policy.
Employees are encouraged to raise work-related concerns with their direct manager. If they are not
the most appropriate person, employees are encouraged to bring their concerns to the attention
of the functional manager, Human Resources or any senior manager, up to and including the Group
Chief Executive Officer. Our employment practices are set forth in more detail in Appendix 8 Employment Policy.
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Environmental, Health & Safety

Ardagh is committed to achieving a safe, healthy and environmentally friendly workplace,
and is dedicated to principles and practices of “continuous improvement” in striving to
provide high quality Environmental, Health and Safety (EHS) standards and practices for team
members, customers, visitors, suppliers and the communities in which we live and work.
Ardagh shall continue to demonstrate environmental responsibility through environmental
management systems, compliance with all relevant environmental regulations and the
involvement of our stakeholders.
Ardagh shall strive to prevent accidents, occupational injuries and workplace illnesses by
providing the appropriate training and support for employees, suppliers, contractors and
visitors. For more details, please see Appendix 9 - Environmental Policy and Appendix 10 Health and Safety Policy.
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Company Assets and Information

Every Ardagh employee is responsible for protecting our assets, which include physical assets
such as our buildings, equipment, machinery, vehicles and products.
Our assets also include our intellectual property, trade secrets, our know-how and confidential
information. Confidential information generated by or used in any of our business activities is
considered an information asset and should not be disclosed, except when disclosure is
authorized or legally required. This includes (but is not limited to) information originating from
direct access to computer systems, information carried over networks, information preserved
on portable electronic media and information appearing in hard-copy format. For more details,
please see Appendix 11 - IT Services Policy.
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Violations of
of the
the Code
Code

The responsibility for the implementation of this Code of Conduct rests with all levels of
Phone
management in our organisation
and each employee. ThisEmail
Code and its accompanying policies shall
be published throughout the Group. All levels of Ardagh management are responsible for ensuring
that all employees are made aware of this Code and their obligations.

Reporting Violations of the Code
If any employee needs assistance in understanding the Code of Conduct or observes or suspects
any violation thereof, they should first tell their direct manager. If the employee is uncomfortable
speaking with their direct manager for any reason, they should contact Human Resources or Group
Legal & Compliance.
To better enable all employees to report violations to this Code of Conduct, Ardagh has implemented
the Ardagh Compliance Hotline as a confidential and anonymous reporting mechanism. It provides
an avenue for all employees to raise concerns in a confidential and effective manner without fear of
retaliation or discrimination. For further guidance on how to use the Ardagh Compliance Hotline,
please see Appendix 12 – Compliance Hotline Policy.

No Retaliation
Employees can raise their concerns of violations of the Code of Conduct, or other illegal or unethical
conduct without fear that they will be disciplined or considered for dismissal. Ardagh will not permit
retaliation of any kind against an employee for reporting information in good faith, which means
telling the truth as the employee believes it to be.

Sanctions
Ardagh will not tolerate any violation of this Code of Conduct and will take appropriate disciplinary
actions in accordance with applicable law, up to and including termination of employment. In
addition, Ardagh will bring any violation of criminal laws to the attention of the appropriate law
enforcement authorities.
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Corporate Social Responsibility (CSR) Policy

Application
Ardagh has established this Policy on the grounds of the ISO 26000:2011 framework. We implement
the corporate social responsibility aspects as indicated in the Ardagh Group Code of Conduct. It
applies group wide and includes - to the extent the Group can enforce or influence application – joint
ventures, partnerships, suppliers, companies and other business entities in which the Group has a
participating interest.

Organisational Governance
Our organisational structures, decision making processes, visions, policies, targets and programmes
reflect the commitment to social responsibility. We demonstrate leadership commitment to use
financial, natural and human resources efficiently. Our management and employees create a culture
in which the principles of social responsibility are practised, including among others, accountability,
transparency, ethical behaviour, respect for international norms of behaviour, and respect for human
rights.
Ardagh is also encouraging two-way communication processes across our business and effective
participation of all employees.

Human Rights
Ardagh respects the Universal Declaration of Human Rights and is committed to adhere to and
support the core principles of human rights which are:
-

inherent, in that they belong to every person by virtue of being human;
inalienable, in that people cannot consent to giving them up or be deprived of them by
governments or any other institution;
universal, in that they apply to everyone regardless of status; indivisible, in
that no human rights may be selectively ignored; and
interdependent, in that realisation of one right contributes to the realisation of other rights.

Ardagh expects every employee to actively support these principles.
In order to identify and address potential human rights issues, Ardagh makes assessments internally
and across the supply chain. The assessments focus, in particular, on human rights risk situations,
e.g. political instability, absence of civil rights, poverty, extreme environmental or health challenges,
involvement of extractive activities, operation in close proximity to communities, involvement of
children, culture of corruption, complex value chains, site security risks. It is our policy to:
-

-

ensure that employed or contracted security personnel are sufficiently qualified;
not provide goods or services to an entity that violates human rights;
not enter into a formal or informal partnership or contractual relationship with a partner that
commits human rights violations (e.g. modern slavery) in the context of the partnership or in
the performance of the contracted work;
be aware of the social and environmental conditions in which purchased goods and services
are produced;
consider making public statements, or take other action to demonstrate that we do not
condone human rights violations, such as acts of discrimination in the workplace; and
avoid relationships with entities engaged in anti-social activities.

Code of Conduct | Appendix 1
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Corporate Social Responsibility (CSR) Policy

Civil and political rights
Ardagh respects all individual civil and political rights (e.g. right to life, freedom of opinion and
expression, freedom of peaceful assembly, freedom to seek, receive and impart information, the right
to own property and the right to a fair hearing).

Economic, social and cultural rights
Ardagh respects the International Covenant on Economic, Social and Cultural Rights and avoids
engaging in activities that infringe, obstruct or impede the enjoyment of economic, social and
cultural rights such as the right to education, the right to work in just and favourable conditions,
freedom of association, the right to an adequate standard of health, the right to an adequate
standard of living in order to protect physical and mental health and well-being, the rights to
food, clothing, housing and medical care, the right to necessary social protection in the event of
unemployment, sickness, disability, death of a spouse, old age or in other circumstances beyond a
person’s control, the right to practise a religion, participate in a particular culture and the right to
have genuine opportunities to participate without discrimination in decision making. On a local
level Ardagh is willing to contribute to the fulfilment of such rights where possible.
Wealth and income creation
Successful business is crucial in creating wealth in any community. It is our policy to:
-

contribute positively to wealth and income creation through our businesses;
consider local suppliers of products and services; and
consider supporting appropriate initiatives to stimulate diversification of existing economic
activity in the community.

Social investment
Ardagh supports social investment such as education, training, culture, health care and income
generation with the aim of improving social aspects of community life. It is our policy to:
-

not take advantage of a community’s dependence on our business activities;
promote the community by participating in social development projects; and
consider partnering with other organisations to maximise synergy.

Responsible political involvement
Ardagh supports public political processes and encourages public policies that benefit society as a
whole. It is our policy to:
-

avoid any kind of behaviour that undermines the public political processes, such as
manipulation, intimidation and coercion;
be aware of responsible political involvement and contributions and to avoid any conflicts of
interest;
restrict the activities of people communicating or advocating on Ardagh’s behalf to those
who have been approved by job description or contract;
avoid any attempt to control or exert undue influence on politicians or policymakers; and
prohibit activities that involve misinformation, misrepresentation, threat or compulsion.
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Corporate Social Responsibility (CSR) Policy

Promoting social responsibility in the value chain
Ardagh encourages other companies to implement proper social responsibility standards through its
procurement decisions. It is our policy to support good practices on ethical, social, environmental,
health and safety and gender equality criteria in other companies.
Conflict Free Tin Sourcing
Ardagh ensures conflict free tin sourcing in order to comply with Section 1502 of the Dodd-Frank
Wall Street Reform and Consumer Protection Act on Conflict Minerals. This law defines conflict
minerals as certain minerals (such as Casseterite for tin production) originating from the Democratic
Republic of Congo or adjoining countries. Our suppliers of products containing tin need to
demonstrate traceability and accountability of the raw materials they deliver to us.
Respect for property rights
It is our policy to promote respect for property rights and not engage in activities that violate them
such as counterfeiting and product piracy.

Consumers
Ardagh is aware of its responsibilities to consumers with regards to our products. We therefore
constantly strive to increase the safety of our products. We keep up-to-date with health and safety
laws, regulations and other standards to address all health and safety considerations.
It is our policy to not engage in any practice that is deceptive, misleading or fraudulent, including
omission of critical information. We provide accurate and clear information.
Ardagh is committed to supporting sustainable consumption and we want to contribute by
providing accurate information to consumers with the aim of ensuring that ethical, social, economic
and environmental factors are taken into account. We offer consumers socially and environmentally
beneficial products and services considering the full life cycle of the product, to reduce adverse
impacts on society and the environment.
It is our aim to support initiatives that enable consumers to be well informed, conscious of their
rights and responsibilities and to be able to make knowledgeable purchasing decisions. Ardagh is
committed to supporting consumer education with regards to making responsible decisions on
sustainable packaging via trade associations.
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Corporate Social Responsibility (CSR) Policy

Community involvement and development
We aim to be actively involved in the development of local communities. We engage in a respectful
manner with the community and its institutions in order to reflect and reinforce democratic and civic
values. It is our policy to:
-

consult representative community groups in determining priorities for community
development activities;
participate in local associations where possible and where appropriate; and
maintain transparent relationships with local government officials and political
representatives.

Education, skills development, culture
It is our aim to:
promote education at all levels, and engage in actions to improve the quality of and access to
education, promote local knowledge;
encourage the enrolment of children in formal education;
promote cultural activities where appropriate;
consider facilitating human rights education and awareness raising; and
-

consider participating in local and national skills development programmes, including
apprenticeship programmes.

Technology development and access
Information/communication technologies are key for human resource development and technology
diffusion in communities. It is our aim to:
consider contributing to the development of innovative technologies that can help solve social
and environmental issues in local communities;
consider engaging in partnerships with organisations, such as universities or research
laboratories; and
enhance scientific and technological development with partners from the community.
For further information contact Group Sustainability

Code of Conduct | Appendix 1
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Fraud Policy

Policy Statement
At Ardagh, we are committed to the highest standards of personal and professional behaviour. We
do not tolerate any incidence of fraud committed by any of our employees or any third party. We
take immediate and appropriate legal and disciplinary action, which, where necessary, may include
termination of employment and the involvement of the appropriate law enforcement authorities.
Ardagh will in any event initiate legal action to recover damages.

Scope
This Policy applies to all Group companies worldwide. It refers to any and all fraud, fraud attempts
and suspected fraud, either internally or externally, involving, but not limited to:
-

All employees including directors and officers;
Shareholders; and
Third parties with whom the Group conducts business e.g. contractors, suppliers etc.

Investigations shall be conducted irrespective of the individuals’ position or tenure within the Group.
After verification of the reported incident as a fraud incident, disciplinary action will be taken
against employees directly involved in fraud and against employees whose negligence through lack
of supervision and control may have facilitated the event.

What is fraud?
There is no standard definition of fraud, however, for the purpose of this Policy, the term “fraud”
shall include the following:
-

Any action to intentionally mislead someone (actively or passively) to receive a benefit which
results or may result in an unjustified financial disadvantage for the Group;
Any theft;
Any false accounting and financial reporting;
Any unauthorized action in our systems; and
Any Cyber-attack.

The term “fraud” shall also include any attempted and suspected fraud. The term “fraud” shall not
include corruption cases, which are addressed by the Anti-Bribery Policy.
Refer to Fraud Guidance Notes on myArdagh for further information on fraud types and fraud
categories.

Fraud Prevention, Detection and Remediation
Ardagh identifies through a fraud risk assessment, potential areas in which the Group is exposed
to fraud. The fraud risk assessment is facilitated by the Internal Controls team. Such fraud risk
assessment shall be held annually, at a minimum and is attended by key individuals from across
the Group (Group Finance, Group Treasury, Group IT, Group Legal & Compliance, Group Human
Resources and
Internal Controls), the outcome of which is a fraud risk register. This group shall develop a mitigation
strategy and identify a risk owner for each risk area.

Code of Conduct | Appendix 2
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Fraud Policy

In response to identified risks, Ardagh has a number of policies and procedures to mitigate fraud
and shall implement new policies and procedures where new risks are identified.
Prevent
Ardagh’s fraud prevention strategy shall include:
-

An Audit Committee comprised of independent non-executive directors;
An independent internal audit function;
Guidance provided to employees through various policies and manuals accessible to all team
members via the Group’s intranet (myArdagh);
Appropriate processes for internal controls including authorisation controls, reporting and
investigation procedures; and
Appropriate terms and conditions in employment agreements.

Detect
A significant number of frauds are detected either accidentally or as a result of reporting via the
Compliance Hotline. This reinforces the importance of raising general fraud awareness within the
Group. Procedures are in place to react to identified frauds and ensure they do not occur in the
future. Tools for detecting fraud include the following:
-

The Compliance Hotline; and
Discussion with Line Manager and/or Human Resources.

Remediation
The following steps will be taken to remediate a reported fraud incident:
-

Appropriate disciplinary processes and procedure;
Issue of findings report and remediation actions;
Implementation of changes to prevent re-occurrence of fraud incident; and
Reporting the fraud incident to the Compliance Committee.

Roles and Responsibilities
Our employees have critical roles and responsibilities in ensuring fraud is prevented, detected
and dealt with in a prompt and appropriate manner. The following parties are accountable for the
following activities.
The Audit Committee:
-

Assess, monitor and influence the tone at the top by reinforcing a zero-tolerance policy on
fraud;
Provide insight and guidance on implementing and strengthening the anti-fraud measures;
Establish procedures for employees and others to report concerns about fraud and unethical
behaviour, through the Compliance Committee and the Compliance Hotline; and
Ensure all fraud related matters are appropriately reported.
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Fraud Policy

Management must:
-

Develop, implement and communicate this Policy to all employees and stakeholders including
their respective responsibilities in relation to same;
Ensure the fraud risk assessment is conducted on an annual basis, at least;
Set the appropriate ‘tone at the top’ for the Group; and
Ensure that adequate resources are available to enable the Group to prevent, detect and avoid
fraud.

Fraud Incident Owner must:
-

Determine the impact of the fraud incident and if internal or external assistance is required;
Issue of findings report and remediation actions; and
Implementation of changes to prevent re-occurrence of fraud incident.

Human Resources (HR) must:
-

Perform, in line with the Recruitment Policy, checks such as background checks, and
document verification of employees’ credentials and competence; and
Obtain confirmation of work history and education presented on a job application or CV.

Individual’s Line Manager must:
-

Escalate each fraud to the relevant Fraud Incident Owner; and
Assist Fraud Incident Owner in investigation and remedeation of fraud incident.

Refer to Fraud Guidance Notes on myArdagh for further information on Fraud Incident Owner.

Fraud Incident Escalation, Investigation and Reporting
Employees should not attempt to personally conduct investigations or interrogations related to
suspected fraud with the suspected individual.
Rather, employees should immediately report fraud:
-

To their line manager; or
Through the Compliance Hotline; or
To the Head of Internal Controls; or
To the Group Information Security Officer; or
To the Secretary of the Compliance Committee.

Investigation of the fraud is the responsibility of the Fraud Incident Owner and should include:
Determination what internal or external assistance is required;
-

Issuing of findings report and remediation actions; and
Implementation of changes to prevent re-occurrence.
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Fraud Policy

All frauds reported to the Compliance Committee are recorded in a central fraud incident register.
This register should be utilised for:
-

Circulation to Internal Controls for assessment of control(s) impact of the fraud incidents; and
Quarterly reporting to the Compliance Committee.

Refer to Fraud Guidance Notes on myArdagh for further information on escalation, investigation and
reporting.

For further information contact Internal Controls
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Conflict of Interest Policy

All employees are required to act in the best interests of Ardagh. All employees should avoid any
activity or situation that is or has the appearance of being hostile, adverse or competitive with the
company. All employees should also avoid any activity or situation that interferes with the proper
performance of duties, responsibilities or loyalty to the company, or which could create a conflict of
interest. Employees should not engage in activities or become involved in situations likely to result in
a breach of Ardagh’s trust or cause damage to Ardagh.
Employees should not participate in any transaction, negotiation or other business process in the
name of Ardagh if they have a particular financial or other personal interest in the outcome. This
includes situations where they, or persons closely related to them, could potentially benefit from
such transaction, separately from their remuneration as employees of Ardagh. Persons closely
related to an employee are a spouse or partner, a dependent child or a relative who shares the same
household or any company, trust or partnership managed or controlled by the employee or any of
the foregoing persons.
An employee’s best course of action is to review the specific situation with their direct manager
using the Conflict of Interest Approval Form. During the review, the employee and their line manager
assess whether there are any problems and, if so, how they can be resolved. If the employee’s
manager concludes that there is or may be a conflict of interest, they shall discuss it with their line
of hierarchy, if necessary, until a member of the Ardagh Global Leadership Team is involved. If not
resolved by then, Group Legal & Compliance shall be consulted to determine whether there is a real
or perceived conflict of interest.
Certain situations require an approval (see below). All perceived, potential or actual conflict of
interest should be notified by sending the signed Conflict of Interest Approval Form to Group Legal
& Compliance for filing.
The Conflict of Interest Approval Form can be found on myArdagh in the Policy Section or can be
obtained from your local HR department.

-Examples:
Employees must disclose to their direct manager if they are involved in a transaction,
negotiation or other business process in the name of Ardagh with an organization in which they
or a person closely related to them has a financial interest or employment relationship. Financial
interest includes investments, ownership of securities or loan agreements.
-

Employees must obtain approval by Group Legal & Compliance for any own financial interest
in a company that does business with Ardagh and, if known, any financial interest in such
company by a person closely related to them.

-

Employees must not directly or indirectly conduct outside business that interferes with the
proper performance of the employee’s work at Ardagh. Furthermore, an employee must not
directly or indirectly conduct outside business during their normal working hours, nor utilise
Ardagh’s confidential information, special skills and knowledge gained as an employee of the
company, or use company assets (such as computers, phones, cars, etc.) to conduct outside
business. This includes becoming a contractor, consultant or supplier to Ardagh while being
employed at Ardagh.

-

Employees must not take for himself personally opportunities that are discovered through the
use of corporate property, information or position.

Code of Conduct | Appendix 3
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Conflict of Interest Policy

It is not Ardagh’s policy to discourage the employment of family members or employees’ close
personal friends as customers, suppliers or competitors. Clearly, everyone is entitled to pursue a
career of their choice. It is our intention, however, to ensure that neither real nor apparent influence is
exerted in its business relationships as a result of such employment.
Ardagh will not conduct business with a former employee who becomes employed by a supplier
or who offers their services as an independent contractor for a period of 12 months from the
employee’s termination date, without prior written approval from the Group Chief Procurement
Officer.

For further information contact Group Legal & Compliance
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Insider Trading Policy

Introduction & Purpose
Transactions in securities of Ardagh Group S.A. and its subsidiaries (“Ardagh”) by Ardagh’s directors,
officers, employees and advisers, as well as other persons who may have access to material nonpublic information about Ardagh, are subject to applicable insider trading laws, in particular those of
the United States and the European Union.
The United States federal securities laws and regulations and the EU Market Abuse Regulation
impose restrictions on dealings in Ardagh’s bonds and equity securities (collectively, the “securities”)
that have been issued or may be issued in the future, whether or not listed, by persons who have
access to Ardagh material non-public information. In addition, the EU Market Abuse Regulation
requires Ardagh to identify material non-public information and regulate the disclosure of such
information.
The purpose of this Policy is to ensure compliance with applicable securities laws and to protect the
company and its directors, officers and employees from the legal and reputational consequences of
insider trading. Accordingly, Ardagh requires strict adherence to this Policy.
This Policy applies to dealings in securities issued by the parent companies of Ardagh Group S.A.
(including ARD Finance S.A.), although different clearance procedures will apply in that case. Please
contact Ardagh’s Company Secretary for further information in relation to dealings in any of these
securities.

Material Non-Public Information
Confidential information about Ardagh must not be disclosed to anyone outside Ardagh, except for
the purpose of conducting our business. Where there is a legitimate business purpose for disclosing
Ardagh’s confidential information to persons outside of Ardagh, it is important to ensure that the
recipient is aware of the confidential nature of the information and that the information remains
confidential.

What is Material Non-Public Information?
Material Non-Public Information is information not available to the general public that is of such
nature that a reasonable investor would think it important in deciding whether to buy, hold or sell the
security. In other words, if information would affect your decision whether to buy or sell if you were
contemplating a transaction, it would probably have the same effect on others. Some examples of
Material Non-Public Information are as following:
-

Unpublished financial results;
Non-public plans to acquire another company or to sell an asset or business;

-

Planned key product announcements;
Significant pending or threatened litigation;
The gain or loss of a significant customer or supplier; and
Changes in senior management.

Insider Lists
Ardagh is required to maintain lists of employees who are in possession of Material Non-Public
Information. In the normal course of employment with Ardagh your name will be added to an insider
list and the Company Secretary may ask you to acknowledge your obligations in respect of material
non-public information as set out in this Policy.

Code of Conduct | Appendix 4

25

Insider Trading Policy

In addition, whenever material non-public information is proposed to be communicated to persons
outside of Ardagh, the Company Secretary must be notified to ensure appropriate procedures are
followed, which may include obtaining a confidentiality undertaking from such outside person or
firm and adding them to Ardagh’s Insider List.

Disclosure of Material Non-Public Information
In accordance with the requirements of the EU Market Abuse Regulation, Ardagh has an obligation
to make public disclosure of Material Non-Public Information as soon as possible, unless there is a
legitimate reason to delay disclosure of such information until an appropriate time.
Members of the Global Leadership Team and direct reports to members of the Global Leadership
Team must promptly inform Ardagh’s Group Investor Relations Director if they become aware of any
event or development that may be considered to be Material Non-Public Information. The Group
Investor Relations Director will consult with Ardagh’s Group Chief Executive Officer and Group Chief
Financial Officer. Where they deem it appropriate, they will bring such matters to the attention of the
Board of Directors of Ardagh Group S.A. (the “Board”), which can consider whether the information
constitutes Material Non-Public Information and can assess Ardagh’s obligations to disclose the
Material Non-Public Information.

Transactions in Ardagh’s Securities
This Policy covers all transactions in Ardagh’s securities by persons who may have access to Material
Non-Public Information, including Ardagh directors, officers, employees and advisers (such persons
are referred to as “Insiders”). Such transactions include but are not limited to:
-

Purchases and sales;
Using Ardagh securities as security for a loan or other obligation; and
Entering into, amending or terminating any agreement in relation to Ardagh securities (for
example, a trading plan).

Restrictions for all Insiders
If an Insider has access to Material Non-Public Information, then he or she must not trade in Ardagh’s
securities until the Material Non-Public Information is released to the public. This applies as well to
the Insider’s spouse, partner and dependent family members, as well as any entities controlled by
any such persons.
In all situations, Insiders must not directly or indirectly disclose Material Non-Public Information to
anyone, except in accordance with this Policy where there is a legitimate business reason to do so.

Restrictions for Permanent Insiders
In addition to the restrictions set out above under “Restrictions for all Insiders”, persons who
have access to Material Non-Public Information on an ongoing basis (referred to as “Permanent
Insiders”) must also comply with the restrictions set out in this section. The following are
considered Permanent Insiders:
-

Members of the Board of Directors of Ardagh Group S.A.;
Members of the Global Leadership Team;
Direct reports to members of the Global Leadership Team; and
Any other Ardagh employee identified as Permanent Insider.
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Clearance to Trade
All Permanent Insiders must obtain clearance of the Board before trading in Ardagh’s securities.
Permanent Insiders must not submit an application for clearance to trade if they are in possession of
Material Non-Public Information. If the Permanent Insider becomes aware that he or she is or may be
in possession of Material Non-Public Information after submitting an application, they must inform
the Board via the Company Secretary as soon as possible and must refrain from trading in any
Ardagh securities (even if clearance has been given).
The Board may decide in its sole discretion whether or not to provide clearance for the proposed
transaction. Permanent Insiders must keep the decision confidential and not discuss it with any other
person. If the Board provides clearance, the trade must be executed as soon as possible and in any
event within the deadline set by the Board (which normally will be not later than five business days
after receiving clearance).
All applications for clearance must be made in writing by email and sent to the Company Secretary
with a copy to the Group Investor Relations Director.
To allow sufficient time to obtain clearance, please ensure your application is lodged with the
Company Secretary no later than 10 days prior to the proposed trade date.
Different clearance procedures apply to dealings in securities issued by the parent companies of
Ardagh Group S.A. (including ARD Finance S.A.). Please contact Ardagh’s Company Secretary for
further information.
Closed Period
Permanent Insiders are not permitted to trade in Ardagh’s securities during the 30-day period prior
to the publication of Ardagh’s annual or quarterly results and during the 24-hour period after such
publication. Permanent Insiders should also instruct their investment managers not to trade in
Ardagh’s securities on their behalf during closed periods.

Persons Discharging Managerial Responsibilities (PDMRs)
In addition to the restrictions set out above under “Restrictions for all Insiders” and “Restrictions for
Permanent Insiders”, persons discharging managerial responsibilities (“PDMRs”), must also comply
with the further restrictions set out in this section. The following are considered PDMRs:
-

Members of the Board of Directors of Ardagh Group S.A.; and

-

Members of the Global Leadership Team.

These restrictions also apply to persons closely associated with PDMRs, being a spouse or partner,
dependent child or relative who shares the same household or any company, trust or partnership
managed or controlled by a PDMR or any of the foregoing persons. PDMRs must provide the
Company Secretary with a list of persons closely associated with him or her and notify the Company
Secretary of any changes that need to be made to that list.
Notification of Transactions
In accordance with the requirements of the EU Market Abuse Regulation, PDMRs must immediately
notify Ardagh in writing of any transaction that changes their (or any of their closely associated
persons’) holding of Ardagh’s bonds. Ardagh is required to publish this information no later than
three business days after the transaction. PDMRs must also notify the relevant regulator of such
transactions within three business days of the transaction date.

Code of Conduct | Appendix 4

27

Insider Trading Policy

The Company Secretary can provide you with the appropriate forms and can assist you with
completing and submitting them to the relevant regulator. Once completed, you should submit
a copy of the notification to the Company Secretary with a copy to the Group Investor Relations
Director.

Other Restrictions
Certain information that is related to our business may not affect our securities, but may affect the
stock price of another company or the value of other investment opportunities. An Ardagh employee
must not use this information to gain personal financial benefit. This type of information would
include, for example, Ardagh’s plan to make a major investment in another company or to award a
large piece of business to a supplier. The “tip-off” restriction referred to above applies equally in
these circumstances.
In addition, it is against this Policy for Insiders to directly or indirectly participate in transactions
involving trading activities that by their nature are aggressive or speculative or may give rise to an
appearance of impropriety. The Company Secretary may provide you with further information on
such non permitted or restricted transactions, which include the following:
-

Short Sales: Insiders may not engage in short sales (sale of stock that the seller does not own or
a sale that is completed by delivery of borrowed stock) with respect to Ardagh securities;

-

Hedging Transactions: Insiders may not enter into any derivative or similar transactions, such
as puts and calls, options and forward contracts, with respect to Ardagh securities, without
obtaining prior clearance of the Board; and

-

Margin Accounts and Pledges: Insiders may not pledge Ardagh securities or hold them in a
margin account as collateral for a loan, without obtaining prior clearance of the Board.
Securities laws prohibit trading based on Material Non-Public Information. A violation of these
laws can result in civil and criminal liability. Failure to comply with this Policy may result in internal
disciplinary action, including dismissal for cause.

Board Review
The Board may delegate the responsibilities vested in it under this Policy to one or more committees
appointed by it. Any application for dealings in Ardagh securities should be directed to the Company
Secretary, who will ensure that the appropriate procedures are followed.

For further information contact the Company Secretary
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Ardagh is committed to acting professionally, fairly and with integrity in all its business dealings
including those with its customers, suppliers, competitors and employees. As part of this
commitment to ethical business practices, Ardagh does not tolerate any form of bribery or
corruption.
This policy outlines the behaviour and principles required to support this commitment. In particular,
it outlines Ardagh’s procedures intended to ensure compliance with the UK Bribery Act 2010 and the
US Foreign Corrupt Practices Act (as amended or supplemented from time to time), or any other
anti-corruption laws in countries where we operate.
Ardagh has a firm intention to implement this policy and requests that all of its employees be aware
of, participate and comply with all ethical obligations set forth herein. It will enable employees to
recognize when issues arise; avoid prohibited conduct where the issues are clear; and promptly seek
guidance where they are not. Group Legal & Compliance is available to answer questions and clarify
any doubts arising from this policy.

Relevant Laws
Ardagh respects all national anti-corruption laws, including the two following laws which have a
wider impact on our business:
The US Foreign Corrupt Practices Act (FCPA)

Among other things, the FCPA prohibits bribing any public official, directly or indirectly - regardless
of nationality or local custom - to secure any concession, contract, or obtain any kind of favourable
treatment.
The UK Bribery Act (UKBA)

The UKBA prohibits bribing and offering bribes to any person as well as requesting or accepting a
bribe, in both the public and private sectors. This means that it is not limited to the corruption of
government officials.
Under both, the FCPA and the UKBA Ardagh may be held criminally liable if anyone providing
services for or on behalf of the company including employees, agents, representatives,
intermediaries, subsidiaries and joint ventures pays a bribe on Ardagh´ behalf.

Prohibited Activities
Bribes

Ardagh employees must not offer or accept bribes. A bribe is defined as a payment in cash or in
kind, including goods, services, the use of another company’s property, given to someone with the
intent of obtaining favourable treatment from the recipient. Bribes may not be offered either directly
or through a third party i.e. an agent, representative or intermediary, in order to obligate the recipient
to return the favour. Both the giving and receiving of bribes is prohibited.
Bribes often involve monetary payments, but can include other benefits or advantages, such as:
-

extravagant gifts, entertainment or travel expenses, particularly where they are disproportionate,
frequent or provided in the context of on-going business negotiations;
loans, loan guarantees or other extensions of credit;
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-

providing a (sub-)contract to a person connected to someone involved in awarding a main
contract; and
political or charitable donations made to a third party linked to, or at the request of, someone
with whom Ardagh does business.

Facilitation Payments

Facilitation payments are small payments or fees requested by government officials without legal
basis to speed up or facilitate the performance of routine government action (such as the provision
of a visa or customs clearance). In some countries it may be considered normal practice to make
such payments, but they are often nonetheless illegal in these countries. Ardagh does not allow
facilitation payments.
Agents, representatives, intermediaries and other third parties
Ardagh could be held criminally liable for acts of agents, representatives and other intermediaries
who are involved in bribery when acting on its behalf. Before engaging a third-party a thorough due
diligence should be undertaken and it should be considered whether:
-

the use of such person is necessary;
the proposed person is appropriate for the role (including by reference to their expertise and
any possible conflict of interest); and
the proposed remuneration is appropriate.

Agents, representatives and intermediaries engaged to represent Ardagh’s interests must comply
with the Ardagh Group Code of Conduct which includes this policy. All agency contracts should be
reviewed and approved by Group Legal & Compliance.

For further information contact Group Legal &
Compliance
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The exchange or provision of modest gifts and hospitality may foster goodwill in business
relationships. However, when giving or receiving such gifts and hospitality, we must ensure that
doing so cannot be perceived as a bribe or does not create a conflict of interest. This means that
any gift and hospitality must be strictly limited in value and frequency and kept within customary
business practices and all applicable laws. Ardagh´s gifts and hospitality policy is not to be
intentionally circumvented.

Scope of the gifts and hospitality policy
The phrase “gifts and hospitality” means anything of actual or perceived value (as presents,
discounts, cash, cash equivalents, such as vouchers or gift cards, travel, restaurants, hotels, etc.) from
or to Ardagh employees, or their family members, third parties, actual or potential customers or
suppliers, or government officials or employees.
Special care should be taken with respect to gifts and hospitality to government officials. What is
acceptable for a business person might be perceived as a bribe to a government worker.
Ardagh employees are reminded that a sample from a customer or supplier is Ardagh’s property and
is not for personal use or profit.

Rules with respect to gifts
Ardagh employees may offer, give or accept gifts with a value not exceeding 150 EUR subject to
the following conditions:
-

There is a justifiable business purpose;
There is no regular pattern of gift giving; and
The gifts are not illegal or unethical.

Ardagh employees must never offer, give or accept:
-

Gifts which may be perceived to be designed to obligate, induce, support or reward improper
conduct in connection with any business or future business; or
Cash gifts.

Ardagh employees must obtain guidance and prior approval of the local HR manager in respect of:
-

Any gift or promotional item with a value that is or seems greater than 150 EUR; and
Any gifts or favours to a government official or employee.

Rules with respect to hospitality and entertainment
Provided that there is a justifiable business purpose, Ardagh employees may offer or accept:
-

Working meals, if the work performed is proximate to a supplier or third party facility and
passes the common sense test for reasonable behaviour in a business environment; or
Tickets to sport or entertainment events, if they pass the common sense test for reasonable
behaviour in a business environment and the relevant Ardagh employee attends such event
with the business partner.

Ardagh employees must never offer or accept, in any circumstance:
-

Hospitality or entertainment which may be perceived to be designed to obligate, induce,
support or reward improper conduct in connection with any business or future business;
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-

-

Entertainment from or to present or potential suppliers and customers, unless it is a multicustomer/supplier event, taking place in a professional environment and does not, or does
not appear to influence purchasing decisions, create a conflict of interest or violate rules or
proprietary exchanges of information; or
Favours, services, travel or lodging of any kind from or to present or potential suppliers and
customers.

Ardagh employees must require guidance and prior approval of the local HR manager through the
Gifts and Hospitality Approval Form in respect of:
-

Any hospitality or entertainment of a nominal or perceived value above 150 EUR per person; and
Any hospitality or entertainment provided to a public official or employee.

The Gifts and Hospitality Approval Form can be found on myArdagh in the Policy Section or can
be obtained from your local HR department.

Reporting and authorization
Any accepted gift or promotional item with a value greater than 150 EUR should be politely returned
and reported to your direct manager or the local HR manager. If the item cannot be returned, it must
be turned over to Ardagh. The gift can then be given to a charitable organisation.
Ardagh employees who know that they will receive a gift with a value exceeding 150 EUR must
suggest that, instead of a gift, a donation be made to a charity. The employee should then notify
their direct manager or the local HR manager.
Ardagh employees who receive an unexpected gift or hospitality which appears to be
disproportionate, or who believes there is a hidden intent behind it, must declare the item to their
direct manager or to the local HR manager.
In some countries, local customs encourage the exchange of gifts under certain circumstances.
In these cases, the employee should submit a request to local HR asking for an exemption. Such
requests must specify the employee’s understanding of the country’s customs and the proposed
rules for gift giving and receiving, including the occasions on which such gifts may be exchanged
and the euro equivalent value of such gifts. The local HR manager will consult with Group Legal
& Compliance. If approved, the local HR manager may inform any other concerned employees of
such cultural customs and allow the exchange of gifts on an exceptional basis.
- Business
Some
sample discussions
situations held at lunch or dinner are acceptable.
- A free private meal for an employee and spouse is not acceptable.
- It is permissible to give away plaques, supplier awards and prizes that are part of official
programs with fair, openly-published rules for competing companies.

For further information contact Group Legal &
Compliance
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Full, Fair, Accurate, Timely and Clear Disclosure in Our Filings
The Group Chief Executive Officer and the senior financial and accounting officers have the direct
and primary responsibility to ensure full, fair, accurate, timely and clear disclosure in respect of
Ardagh’s filings and public communications. Senior financial and accounting officers include the
Group Chief Finance Officer, the controllers and each of the employees directly reporting to them,
who are responsible for the preparation of financial statements and the disclosure of financial
information and anyone performing similar functions in our subsidiaries. The information included in
filings with the stock markets regulators, and all other public communication must be complete,
accurate, sent in a timely manner and must not omit any material fact required so that the
information disclosed is not misleading.
Since accurate records play a vital role in assuring the maintenance of high ethical standards, all
employees have a responsibility to record all transactions accurately, completely and in a timely
manner. Never make false or artificial entries in any company records. Never understate or overstate
reports of sales or expenses, or alter any documents used to support those reports.
Our financial statements must fairly and accurately present the financial condition of the
business. Reporting Ardagh’s proper financial condition is a fundamental part of each employee’s
responsibilities. Reporting false information is strictly prohibited. Each employee is expected to
assist in the production of full, fair, accurate, timely and understandable disclosure in reports and
documents that Ardagh files with, or submits to, the Securities and Exchange Commission and other
regulators and in other public communications made by Ardagh.
Ardagh maintains a system of internal controls to assure appropriate authorization, recording
and accountability of our assets. Ardagh’s internal control system is never to be intentionally
circumvented.
All of our books and records are subject to review and audit. When employees are asked to respond
to requests by internal or external auditors, responses must be complete and truthful. Employees
must include all relevant information, even if the request is not specific as to what information is
required. If you know something that could be relevant, it must be disclosed within the scope of an
internal investigation.
All records shall be prepared accurately, reliably, honestly and in accordance with established
financial and accounting procedures. An employee must not enter false or misleading information
into records and must report to management any transaction they feel is questionable.

Interaction with Independent Accountants
It is prohibited to take any action to fraudulently influence, coerce, manipulate or mislead an
independent accountant who is engaged in the performance of an audit or review of Ardagh’s
financial statements for the purpose of rendering the financial statements misleading.
Types of conduct that would constitute improper influence, include, but are not limited to, directly or
indirectly:
-

Offering or paying bribes or other financial incentives, including offering future employment
or contracts for non-audit services;
Providing an auditor inaccurate or misleading legal analysis;
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-

Threatening to cancel or cancelling existing audit or non-audit engagements if the
independent accountant objects to the company’s accounting;
Seeking to have a partner removed from the audit engagement because the partner objects
to the company’s accounting;
Blackmailing; and
Making physical threats.

Records Retention
Business documents and records are important company assets. They contain data and information
critical to the continuity of our business, they preserve information necessary to protect our legal
rights and they support and document tax and other regulatory requirements. Employees are
prohibited from tampering with company records or removing or destroying them prior to the dates
specified in record retention appendixes.

Violations of Policy
Violations of this Policy may constitute violations of law, which may expose both an employee and
Ardagh to criminal or civil penalties. Employees should promptly report to the Audit Committee
of the Board any violation of this policy or any other matters that would compromise the integrity
of Ardagh’s financial statements. Alternatively, employees may report any violation of this policy to
Group Finance or through the Compliance Hotline.

For further information contact Group Finance
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Employment Culture and Fundamental Principles
Our employment environment is constantly changing. What will not change is our commitment to
our core values which form the foundation of our Employment Policy. They are building blocks that
demonstrate our commitment to our business and our respect for each other.

Fundamental Rights at Work
Ardagh respects the International Labour Organization (ILO) Declaration on Fundamental Principles
and Rights at Work, as well as the ILO’s Tripartite Declaration of Principles Concerning Multinational
Enterprises and Social Policy.
Within these principles, Ardagh supports, among others, freedom of association and effective
recognition of the right to collective bargaining, the elimination of all forms of forced or compulsory
labour, the effective abolition of child labour, and the elimination of discrimination regarding
employment and occupation.

General Conditions of Work and Social Protection
The conditions of work, wages and other forms of remuneration shall comply with national laws and
regulations and shall be consistent with applicable international labour standards.
Ardagh shall provide decent conditions of work with regard to wages, hours of work, weekly
rest, holidays, health and safety, maternity protection and ability to combine work with family
responsibilities in our facilities. Those conditions shall be comparable with those offered by
similar employers in the concerned locality.
Ardagh shall provide social protection for employees as obliged in the country of operation and
compensate employees for overtime in accordance with laws, regulations or collective agreements.
Ardagh shall consider the employees’ safety and well-being as well as any hazard inherent in the
work in general with an emphasis when requesting overtime work.

Social Dialogue
Ardagh recognizes that employers and employees have both competing and mutual interests. We
recognize therefore the importance of social dialogue institutions, including at the international level,
as well as applicable collective bargaining structures. In this respect, it is Ardagh’s policy to:
-

-

Respect and not obstruct the right of employees to form or join their own organizations to
advance their interests or to bargain collectively;
Provide reasonable notice to the appropriate government authorities and representatives of
the employees in order to mitigate any adverse impact to the greatest extent possible, where
changes in operations would have major employment impacts;
Provide duly designated worker representatives with access to information that will allow
them to have a true and fair picture of our finances and activities; and
Not to encourage governments to restrict the exercise of the internationally recognized rights
freedom of association and collective bargaining.
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Human Development in the Workplace
It is our aim to:
-

Provide all employees with appropriate access to skills development, training and
apprenticeships, and opportunities for career advancement, on an equal and nondiscriminatory basis;
Facilitate, for employees being made redundant, when necessary and appropriate, an access
to assistance for new employment, training or counselling; and
Promote health and well-being of joint labour.

Employees and the Workplace Environment
Safety
Ardagh shall strive to prevent accidents, occupational injuries and workplace illnesses by:
-

Providing the appropriate physical conditions;
Implementing robust procedures; and
Fostering the right people behaviours.

Physical Security
Ardagh aims at providing a secure business environment for the reasonable protection of our
employees, products, valuable materials, equipment and proprietary systems and information.
Materials, equipment and systems incorporated into the design of facilities and grounds will ensure
adequate security in these areas. Security is the responsibility of all employees. Any breach of
security should be reported immediately to your direct manager.

Non-discrimination and Diversity
We respect, value and welcome diversity in our workforce, as well as in our customers, our suppliers
and the global marketplace. Our policy is to comply with all applicable laws and to provide equal
employment opportunity for all applicants and employees without regard to non-job related factors
such as race, colour, religion, sex, national origin, ancestry, age, disability, veteran status, marital
status or sexual orientation. This policy applies to all areas of employment, including recruitment,
hiring, training, promotion, compensation, benefits, transfer, and social and recreational programs.

Workplace Violence
Ardagh has a policy of zero tolerance for violence. Violence includes physically harming another,
shoving, pushing, harassing, intimidating, coercing, brandishing weapons, and threatening or talking
of engaging in those activities.
It is Ardagh’s intent to ensure that everyone associated with the business, including employees and
customers, never feels threatened by any employee’s actions or conduct. It is everyone’s business to
prevent violence in the workplace. Employees can help by reporting any workplace incident that could
indicate a co-worker is in trouble. Employees are encouraged to report any incident that may involve a
violation of any of the company’s policies that are designed to provide a comfortable workplace
environment. Concerns may be presented to your direct manager, Human Resources, or Group Legal &
Compliance. All reports will be investigated and information will be kept confidential.
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Harassment-Free Workplace
Ardagh is committed to providing a workplace free of all types of harassment. Ardagh strongly
disapproves of, and will not tolerate, harassment of employees by managers or colleagues. Ardagh
will also provide a work environment to protect employees from harassment by non-employees in
the workplace.
Harassment includes verbal, physical and visual conduct that creates an intimidating, offensive or
hostile working environment or that interferes with work performance, and which goes beyond
the regular business conduct. Some examples include racial slurs; ethnic or sexual jokes; offensive
statements, posters or cartoons; intimidation tactics; distribution of inappropriate jokes or
offensive language on electronic mail or any other Ardagh computer or networks; use of
pornographic screens or software; or other similar conduct. Sexual harassment includes
behaviours such as solicitation of sexual favours, unwelcome sexual advances or other verbal,
visual or physical conduct of a sexual nature.

Work Hours
At Ardagh, being at work on time and being available during normal business hours are part of our
company’s commitment to our customers and employees. Start times are generally consistent with
local business start times.
Ardagh supports flexible work hours / schedules when business requirements are met or exceeded
as a result of this change.

Employee Reviews
It is important for all employees to know how they are performing against the company’s
expectations. To help in that discussion and review, Ardagh uses various personal review systems.
These personal review systems are designed to encourage a two way dialogue which culminates
in the employee and manager agreeing smart objectives as well as clear development needs and
opportunities for career enhancement. The outcome of the agreement between employee and
manager is recorded in a template.
The smart objectives are driven by the company objectives and flow down from the Global
Leadership Team, but due consideration is given to how much an individual can impact on the
achievement of global targets.
The outcome of all personal reviews is used to drive the training and development programs and
Succession Plans for Plants, Countries, Divisions and Ardagh as a group.
Ardagh is committed to developing a sustainable workforce by providing development and
advancement opportunities to all employees to ensure that they have the opportunity to continually
improve themselves to their full potential. However the philosophy remains that development and
advancement is a two way process which requires the employee to take responsibility for their own
development.
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Employees’ Compensation and Benefits
Ardagh’s compensation and benefits philosophy, which distinguishes the company and contributes
to our success, is clearly linked to our core values and is an integral part of our culture and
management approach.
The total compensation approach is to balance between Ardagh’s need to be viable and profitable
and the needs and desires of our employees. The total compensation package may consist of
additional benefits or variable profit driven components in addition to the base payment. The total
compensation packages of our employees are reflecting the functional weight and job
responsibilities of our employees and are designed to be competitive with those of a comparable
group within a specific country. At the same time the total compensation is directed to support
the ambitions of our employees to be successful and committed to the goals and objectives of our
company.
To accomplish this, Ardagh will undergo negotiations with unions, works councils and other
employee representatives where applicable and use neutral market data. The total compensation
program is managed to achieve a commercially sustainable package in full accordance with the local
rules and legislation regarding social security contributions and tax withholding in the applicable
countries and is ratified in individual contracts for our employees.

Reimbursement/Advances
Ardagh’s intention is to fund management-approved reasonable business travel, education, relocation,
in/expatriate expenses, business entertainment and other expenses necessary to conduct our business.
The employee is responsible for the accuracy, completeness and timely filing of the required forms,
including appropriate backup documentation for receiving reimbursements, advances of funds or credit
card purchases. It is the responsibility of the approving manager to ensure that reimbursable expenses
or funds advanced are reasonable, ordinary and necessary to conduct our business. In addition, Human
Resources are responsible for collecting funds and credit cards from terminating employees.

Employees’ Communication
Open Communication
Ardagh promotes performance, teamwork and results through open communications. We encourage
communications meetings at all sites where employees have the opportunity to share any concerns
with senior management. Ardagh also supports an “open door” management policy. Employees are
encouraged to raise work-related concerns with their direct manager. If this is not the most
appropriate person, they are encouraged to bring their concerns to the attention of the functional
manager, Human Resources or any senior manager, up to and including the Group Chief Executive
Officer.

Internal Information Posting
Ardagh has a number of methods for posting information located within the facilities and on
information systems for the purpose of communicating. Posting in any of these places is limited
to company-related material, including statutory and legal notices, safety and disciplinary rules,
company policies, memos, announcements of general interest and other items relating to
Ardagh. All postings require prior approval by the office manager at each site who manages the
posting place in question.
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Employee Posting on the Internet
Ardagh employees may choose, or be required by their jobs, to participate in social networks, public
forums on the network, Internet mailing lists and so on. Employees may not represent Ardagh’s
corporate opinion in these forums unless they have been specifically asked to do so. To avoid
confusion, employees should indicate in their postings that the views they express are their own and
not those of Ardagh.
Employees should remember that, even with this disclaimer, they will be identified with Ardagh
and that their network behaviour reflects on the company in a broader way. In addition, employees
should never comment on confidential or internal company matters, and should never comment on
pending legal actions involving Ardagh, our customers or our partners.
All comments should be well informed and within the employee’s sphere of expertise. Further, if
the posting affects others at Ardagh those affected should be advised of it in advance. For further
details, please see our internal Social Media Policy.

For further information contact your HR Country Manager
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Ardagh recognizes its responsibility to the environment and is fully committed to the sustainable
growth of our organization through the implementation of this Policy. The environmental policy is
part of the group sustainability strategy and supports the achievement of the group sustainability
targets.
Environmental management is fundamental to our business performance in both our glass
and our metal operations. An established philosophy of continuous improvement supports the
implementation and maintenance of environmental management systems at all our manufacturing
plants (ISO 14001 as the basis). We are proactively improving our environmental performance in
areas such as emissions reduction, maximizing resource efficiency, minimizing material waste, and
optimizing logistics in order to achieve an environmentally friendly workplace.
Ardagh manages sustainable development by monitoring and reviewing key performance indicators
for relevant environmental impacts (environmental KPI’s) and checking against our environmental
targets.
Ardagh shall continue to demonstrate environmental responsibility through compliance with all
relevant environmental regulations; implementation and monitoring guidelines; and training of
relevant employees.
Ardagh shall ensure that environmental compliance and responsibility takes precedence over
expediency, and that our Environmental standards meet international and local requirements.

Waste Management
-

Use of certified companies for waste recycling, transport and disposal.
Avoiding waste to landfill.
Example: Conklin metal plant operates with zero waste to landfill.

Material Consumption
-

Optimizing the use of secondary packaging materials.
Maximizing recycled content and recycling rate, working closely alongside key material
suppliers.
Reducing virgin raw material use.
Example: some glass furnaces operate with over 85% recycled materials.

Water Consumption
-

Reducing the impact of industrial waste water discharges.
Reducing our total water consumption.
Example: Closed loop process water systems in our Holmegaard glass plant means we only
use 200 Liters of water per every ton of glass packed.

Energy Consumption
-

Improving our energy efficiency.
Example: Our most energy efficient furnaces are benchmarks for energy consumption in
Europe with melting energy values as low as 3,5GJ/t glass packed.
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Global Warming Potential
-

-

Reducing the direct emissions of our operations as part of the Ardagh Group integrated
strategic plan.
Executing research and development and other investment projects to reduce our CO2
footprint.
Example: Glass raw material pre-heater project (Ardagh invention).
Supporting our customers in the development and implementation of more environmentally
friendly packaging design.
Example: Optimizing weight in the design process.
Where feasible, sourcing electric power from renewable sources.
Example: Metal Central Europe sourcing renewable hydropower.

Process Emissions
-

Reducing process emissions through the adoption of appropriate best available techniques.
Example: Some of our glass plants have reduced dust emission by nearly 90% over the past
5 years.

Transport Emissions
-

Reducing logistical impacts, by minimizing transport distances and optimizing pallet and load
configurations.

Roles and Responsibilities
Employee Responsibilities
-

To conduct all business in line with this Environmental Policy;
To work in accordance with the information and training provided by Ardagh;
Not to misuse or interfere with anything that has been provided as a means of environmental
protection;
To report any hazards, equipment defects, or failings in the existing arrangements, to a
responsible person at the first opportunity; and
Not to undertake any task for which suitable training has not been provided by Ardagh.

Operation Directors’ Responsibilities
-

-

To ensure compliance with this Environmental Policy;
To ensure there are sufficient financial provisions to manage the required improvement
programs;
To support the adoption of a proactive system at each location to monitor each site’s
performance, and to regularly review the development of the environmental KPI, incidents,
legal requirements, environmental issues and the status of initiatives and projects; and
To include territory and regional environmental issues on the agenda of management
meetings.
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Environmental Functions
-

To ensure impact assessments are conducted in a timely manner, and that risk removal,
reduction and control systems are implemented and reviewed regularly;
To ensure the results of impacts and assessments are communicated to site management;
To participate in external training courses in order to provide a professional, qualified and up
to date consultancy to plant management and employees;
To keep updated with relevant legal and technical requirements; and
To create a sensitive and supporting relationship to local authorities and trade associations in
consultation with the plant management.

Environmental Head Functions
-

-

To set and review policies and strategies on sustainability across the business in line with
overall corporate objectives and facilitate the integration of the sustainability strategy into the
divisional business strategies with the Operations Directors;
To communicate within Ardagh and to interested stakeholders;
To define and implement applicable KPI and propose business targets;
To conduct internal analyses, assessments and recommendations;
To drive implementation of best available techniques (BAT) in the operations in line with
environmental targets;
Direct strategic and tactical sustainability at trade associations, authorities, non-governmental
organizations, customers, consultants and other stakeholders;
To involve relevant functions (such as Supply Chain, Sales, Operations, Finance);
To maintain an environmental working group on sustainability with representation from all
divisions, regions and countries;
To establish processes for evaluating and improving product sustainability characteristics and
the applicability of Life Cycle Assessments;
To exchange with senior executives on issues dealing with sustainability performance; and
To identify sustainability risks, assess and evaluate them and implement mitigating actions.

Ardagh expects all regions to comply with this Environmental Policy.
Ardagh shall communicate and make available our Environmental Policy, objectives and programs
internally and to relevant suppliers, contractors and the public to encourage and promote the
positive participation in achieving our goals for environmental responsibility.
Ardagh shall establish and maintain appropriate controls, including regular compliance checks and
periodic management reviews, to ensure adherence to this Policy.

For further information contact Group Sustainability
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A core value for Ardagh Group is to maintain a safe and healthy workplace for all employees.
Ardagh is committed to comply with the laws that regulate safety and health, and also manage
and improve the workplace behaviours that can lead to injuries and illnesses. Ardagh accepts the
responsibility for leadership of safety and health programmes, and for aggressively maintaining the
necessary safeguards required to provide safe working conditions.
It is our belief that employee interest, involvement, responsibility, and teamwork all lead to injury and
illness prevention. To this end, Ardagh insists that all employees will be given the opportunity to be
involved in creating our collective safe workplace.
Ardagh expects every employee to comply with the Health & Safety Policy.

Safety Management Framework
Ardagh has established a safety management framework on which the Safety management
programme is structured. The Framework is rooted in our core values and corporate principle of
standardisation expressed as “One Brand, One Vision”. This framework has four interconnected
pillars of safety management as indicated below. Underpinning this framework is a clearly defined
process for driving continuous improvement and strengthening of safety culture. This Framework
and Process have been branded “BSafe!” Ardagh has established the BSafe! programme not just
because of an obligation to do so but because Ardagh cares for the safety and wellbeing of each of
its employees.

Incident Reporting and Lessons Learned Process
All Incidents have to be reported via an internal reporting system. This allows standardised rapid
and clear communication of incidents within a 24-hour period. Following on from the initial incident
notification a detailed 8 step problem solving process begins which identified root causes, solutions
which will either eliminate or significantly reduce the risk of a repeat. This 8-step process is
expressed visually on “Event Maps”. Following on from a plant’s close out on an incident a “Lessons
Learned” review is undertaken by Senior Operational Management and agreement made as to what
corrective actions need to be deployed throughout the entire organisation to prevent a repeat
anywhere in the business. These “Lessons Learned Deployment Actions” are tracked to completion
via our internal reporting system.

Risk Assessment
At the heart of any Safety Management system is a robust process of Risk Assessment. This is no
different in Ardagh where the process has been defined in Ardagh’s Best Practice System. The
process requires that risk be identified, quantified and monitored controls put in place to manage
risks. The lessons learned process also provides an input to the risk assessment process. Risks
typically managed relates to machines, job tasks, handling, use and exposure to chemicals, and
work place environment such as noise, lighting or heat. Each plant is required to both establish and
maintain a register of risks. Employees are encouraged to participate in the risk assessment
process.
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Training
The risk assessment and lessons learned process links directly to the safety training of employees
through formal classroom sessions. These include comprehension testing of developed Standard
Operating Procedures (SOPs) and/or Safe Systems of Work (SSOW) and on the job training to
ensure employees are fully aware of health and safety issues relevant to their plant and position as
well as a practice review by line management. Formal training records must be maintained.

Health Check-Ups
Where the risk assessment process has identified or as legally required health exposure risks
associated with our operations (e.g. noise, exposure to dust or solvents) Ardagh conducts regular
mandatory health monitoring checks and all records are kept.

Best Practices
Where lessons learned can be applied across a Division then they must be formalised into a “Best
Practice” statement. This is a minimum requirement which a plant needs to demonstrate compliance
in a specific aspect of their management of health and safety. In some cases, the lessons learned
require that the Best Practice itself is updated or clarified.

OHSAS 18001, Audits & Reviews
Compliance to all best practices shall be reviewed at least bi-annually via a process of internal
audits. Third party audits have to be regularly scheduled for those plants certified with OHSAS
18001. Plants with more than 100 full time equivalents (FTE’s) average over the year are required
to have the OHSAS 18001 certifications. Plants with less than 100 FTE’s have to follow the same
disciplines and processes but are audited internally.
Further, Ardagh requests regular compliance equipment audits by third parties for equipment such
as boilers, pressure vessels, lifting equipment etc.

Reporting and Communication
Monthly safety performance indicators from all plants are to be consolidated into Divisional and
Group Reports. Direct access to trends and incident analysis is provided via a Safety Dashboard on
the Ardagh intranet site.
Safety trends, issues and action plans shall be reviewed with both Senior Board members and Work
Council Representatives at both European and North American levels.
Ardagh employs a number of internal communications process to ensure that Safety messages
are received by employees: letters, LCD screen displays, tool box talks / shop floor safety
briefings and notice board displays to name some examples.
Externally, select key performance indicators are reported every two years in our Sustainability
Report as well as on various rating platforms.
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Ownership and Culture
Success in safety management can only be achieved when all employees own and drive these
processes. As such Ardagh has defined four pillars to strengthening safety culture. Each pillar is
underpinned by supporting guidance materials. The pillars are:
-

Leadership to establish;
Communications to focus;
Engagement to own; and
Empowerment to sustain.

These pillars are integrated and embedded into Ardagh’s internal audit review process with guided
question sets, are defined best practices with supporting examples of how Best Practice has been
implemented. Further Ardagh is committed to conduct regular “Safety Perception” surveys which
allow Ardagh to gauge the strength and health of the safety culture in plants.

Responsibility and Accountability
Ardagh has structures that clearly define accountability and responsibility in both line management
and support functions for not only the maintenance but progression of safety standards and culture
in all our facilities.
Dedicated structures for health and safety is in place to ensure responsibilities are clear and taken
on, which is essential for the successful implementation of the Health & Safety Policy. Ultimate
responsibility for health and safety is with the line management. Functional responsibility is with
the Group Head of Health & Safety and Loss Prevention, country head functions and plant Health &
Safety Managers.

Employee Structures
At plant level a formal Health & Safety Committee are to be maintained. These typically consist
of a dedicated Health & Safety manager and/or the Plant Manager and employee representatives.
The minimum requirement is that they meet at least three times a year and maintain and issue
formal meeting records. Employees also vote to nominate a regional representative to their
designated works council in Europe. These Regional Works Council Bodies have dedicated safety
representatives.

Employee Health and Well-Being
Ardagh is also committed to promote employee health and wellbeing. The scope ranges from
integrating stress related illness issues within the risk assessment process to promoting healthy
lifestyles.

For further information contact Group Sustainability
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This IT Services Policy aims to provide employees with guidelines on the appropriate use of
company equipment, network and Internet access and to help protect employees and the business
in their day-to-day access to information and technology services provided by Ardagh.
Due to distinct local legal and regulatory requirements, there may be regional variations to this
Policy which will be supervised and implemented by the country HR managers.

General
All guidelines in this Policy are intended to reduce the risk of external threats and the internal
misuse of Ardagh’s information technology services. They will also help Ardagh and its employees
to comply with the many laws and regulations relating to the use of information and technology
services.
Voicemail, email, and Internet usage granted to employees via business equipment (including but
not limited to desktops, laptops, telephones and mobile devices) are for the purpose of conducting
our business. All data and technology is owned by Ardagh. For security and audit purposes, Ardagh
may occasionally require access to an employee’s data, files or emails. This access will be obtained
in coordination with the HR Department and in accordance with local laws and regulations, as well
as the applicable collective labour law.
Data on the employees’ business equipment, including Word documents, Excel spreadsheets,
PowerPoint presentations and emails, designated as “personal”, should be stored in a folder entitled
“personal” and will not be accessed without prior employee approval. Personal emails should be
marked “personal” in the subject line or be stored in a folder entitled “personal”.
Data which has been generated in the course of business should never be designated as “personal”.
As part of daily operations, IT systems including emails and internet access may be monitored to
maintain system security, prevent errors and optimise performance, or in the event of a security
or policy breach. All information gathering and processing will be done within the rules of current
data-protection and telecommunication laws and local employment and collective agreements.
All company information and data is considered confidential and should not be exchanged,
transmitted or shared without prior authorisation and any breach of this requirement, may lead to
internal disciplinary action.
Any download, storage, transmission or sharing of data within the following categories is prohibited
and could be the basis of criminal, copyright or civil / public law action, and may lead to internal
disciplinary action:
-

Pornography;
Drugs;
Violence;
Terrorism;
Defamatory, racial or sexual remarks about any person or organisation; and
Any illegal activities.
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Access to Devices
-

-

Computer and telecoms hardware, including mobiles and desktop phones, are provided for
business use.
Mobile users should only use mobile data cards for business. Data cards and mobile phones are
subject to this Policy for internet access. Data cards should only be used where a more cost
effective solution is not provided.
Ardagh IT or its nominees might require access to Ardagh’s PCs and servers and their relevant
corporate data to perform standard IT administrative duties in addition to audits and/or
investigations due to misuse or security breaches.
Only software authorised by IT is allowed to be stored or installed.
Only IT approved screen savers and wallpaper are allowed.
Sharing software of any type unless specific authorisation has been given is not allowed.
Computer users must respect the rights of other computer users. Computer users must not
attempt to modify or remove computer equipment, software, or peripherals that are owned by
others without proper authorisation.
Removal of IT equipment from site without permission is prohibited and may lead to internal
disciplinary action.

Email
All policy statements or advice covering email usage refer to usage within the company’s email
system, instant messaging system, or external email or instant messaging systems that the user may
access through Ardagh’s technical infra-structure.

Usage of Email
-

Email is provided for business use.
No other email system (server or client) is recognised or supported by Ardagh.
Any emails that discriminate against employees by virtue of any protected classification
including race, gender, nationality, religion etc., or emails that are considered inappropriate
will be dealt with in coordination with the Human Resources Department.

Email Transmission
-

Ardagh IT has the ability to prevent emails reaching their destination if it is decided that the
destination or the content is not appropriate.
Ardagh IT will restrict the sizes of any email or attachment.
Ardagh IT may restrict the data types of any attachment by removing or rejecting specific file
types including *.exe, *.vbs, *.zip, *.dll, media files, etc.
Ardagh IT will automatically attach Ardagh specific email footers to all outgoing email.

Internet Access
-

Internet Access is provided for business use.
Provided all other policies are followed and usage does not consume excessive amounts of
business resources, limited and reasonable private usage will not contravene this Policy.
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-

Use of Instant Messaging systems, other than those provided by Ardagh is not allowed.
Access to sites belonging to the categories mentioned above or which Ardagh otherwise
considers inappropriate or not business related will be blocked by the company’s internet
security systems.
Downloading of software, unless this has been specifically approved, is not allowed.
Excessive use of the internet by individuals for personal use may result in monitoring of those
individuals’ internet usage, performed in coordination with the Human Resources Department
and in accordance with regional agreements and regulations. Excessive use could lead to
internal disciplinary action or to internet access being restricted.

Software
-

All software used must be approved and licensed through the IT Department.
Users are not allowed to install non-approved software on any Ardagh hardware without prior
authorisation of the IT Department.
Shareware, Freeware & Public Domain software is bound by the same policies and procedures
as all software.

Passwords / Access
-

Access to systems is controlled through passwords.
Users must never document or divulge their password to another person.
Unauthorised access or hacking is prohibited. All unauthorised access to systems, software or
data should be reported to the IT Department immediately.

Remote Access
-

-

Remote access to Ardagh systems are provided through VPN and must be authorised by the
IT Department.
While accessing Ardagh systems remotely, users should ensure that it is done so using secure
equipment and that they log off in a proper manner when finished with the connection.
While accessing Ardagh systems remotely, users should ensure that they adhere to this IT
Services Policy.

For further information on the use of social media, please see our internal Social Media Policy.

For further information contact Group IT Security
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Policy Statement
Ardagh has designed the Ardagh Group Code of Conduct as a standing guide for conducting
business in an honest, ethical and professional manner. As outlined in the Code of Conduct,
responsibility for the implementation of this Code across our business rests with all levels of
management and each employee. To better enable our employees to report violations to this
Code of Conduct, Ardagh has implemented the Ardagh Compliance Hotline (the “Hotline”) as a
confidential and anonymous reporting mechanism. It provides an avenue for all employees to
raise concerns in a confidential and effective manner via several tools detailed below, and
reassurance that they will be protected from retaliation or discrimination.
This Policy outlines the procedures and guidelines for the use of the Hotline and provides a clear and
confidential process for investigating our employees’ concerns. It should be read in conjunction with
the Code of Conduct.

Scope
This Policy applies to all Ardagh employees worldwide and is intended to assist individuals who
believe they have discovered:
1.
2.
3.
4.
5.

a violation of the Code of Conduct and its implementing policies;
accounting or auditing malpractices;
fraud;
failure to comply with any applicable law; or
any other improper conduct or unethical behaviour;

and who do not feel comfortable using Ardagh’s existing reporting channels for fear of retaliation or
who have reported an incident through existing internal mechanisms but do not believe that their
concern has been resolved.

Anonymity and Confidentiality
Employees may report their concerns through the Hotline on an anonymous basis, where permitted
under national data protection laws in the country from which the alleged violation is being reported.
To support our investigation efforts and in the spirit of open communication, Ardagh encourages
employees to identify themselves. However, all anonymous reports will be considered seriously and
investigated.
Ardagh will treat all information disclosed through the Hotline in a confidential manner. The identity
of the individual submitting a hotline report (if provided) shall be kept confidential so long as it
does not hinder or frustrate any follow up investigation. However, Ardagh commits to respecting
the European and the national data protection laws of each country and complying with their
respective requirements. Therefore, and to respect such requirements, Ardagh may need to notify
the individuals mentioned or reported on in the relevant hotline report.

No Retaliation
Ardagh will ensure protection to all employees submitting a report in good faith through the Hotline
against any form of retaliation, discrimination or disciplinary action as a result of such disclosure.
Good faith means telling the truth as the employee has good reasons to believe it to be.
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Ardagh will not tolerate the harassment or victimization of anyone raising a genuine concern in good
faith. Any allegation of retaliation will be investigated promptly, which may result in disciplinary
action by Ardagh, up to and including termination of employment.

No Misuse
Ardagh will not tolerate the abuse or misuse of the Hotline for other means than the objectives set
forth in this Policy. Any such misuse can lead to disciplinary actions, up to and including termination
of employment. More specifically, Ardagh will not tolerate the use of the Hotline for personal
defamation, openly wrongful and malicious allegations, etc.

Grievance Process
Where an employee reasonably and in good faith believes that malpractice exists, he or she should
report this immediately through Ardagh’s internal mechanisms for reporting and resolving day-today operational issues and concerns. Employees are strongly encouraged to first contact their direct
line manager, plant manager or country HR manager to resolve their concerns.
Where an employee does not feel comfortable using Ardagh’s existing reporting channels for fear
of retaliation or believes that their concern has not been addressed properly, he or she may use the
Hotline. Employees will be able to raise their concerns via telephone or web-reporting, and always in
their native language. It is preferable that employees raise such concerns at the earliest opportunity
rather than wait to gather any evidence.
In each country where we operate, a toll-free telephone number is set up and operated by Navex,
an independent hotline service provider. Employees will find the relevant telephone numbers on
myArdagh.
The web-reporting tool, also operated by Navex, is accessible through ardaghgroup.ethicspoint.com.
In order to comply with the European and national data protection laws of each country, the
employee submitting a report through the Hotline will be informed, through an instant message,
of the reporting scope authorised in the country where he or she is reporting from and whether
anonymity is permitted.
When reporting via any of the tools, employees will be prompted to describe in detail their
allegations in order to provide as much information as possible for follow-up investigations.
When using the telephone tool, an interview specialist will guide the employee through a series of
questions depending on the type of issue that will be initially raised. Through the web-reporting
tool, the employee will be guided through several drop-down menus, triggering different series of
questions depending on the type of issue.
If reporting anonymously, employees will be asked to call back or log-in, if using the web-reporting
tool, at a specific date within two weeks in order to check the progress of investigation or answer
follow-up questions, without revealing their identity.
At the end of the grievance process, a final hotline report will be uploaded to the Incident
Management System.
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Investigation Process
The overall responsibility for the day-to-day operation of the Hotline lies within the Ardagh
Compliance Committee. The ultimate responsibility for overseeing the receipt, retention, and
investigation of hotline reports as well as the responses to hotline reports lies with the Audit
Committee. The Compliance Committee is composed of representatives of at least the following
group functions: Risk Management, Group Human Resources, Group Legal & Compliance and Group
Finance. The day-to-day administration of the Hotline is managed by the Secretary of the
Compliance Committee in coordination with the Hotline Provider.
The Hotline Provider will upload all hotline reports to the Incident Management System immediately
upon receipt by the Hotline Provider. The Incident Management System is a centralized database,
operated by the Hotline Provider, in order to manage and monitor all investigations from the initial
hotline report to the closing memo.
The Compliance Committee members will have access to the Incident Management System
and will review those hotline reports which are relevant to their respective group function. The
representatives of group functions will have the possibility to delegate the investigation
process to employees within their group function. The Compliance Committee may decide to
appoint an Investigation Team, if deemed appropriate.
The Compliance Committee will ensure that the investigations are carried out with the highest
degree of integrity and confidentiality, and in an appropriate and timely manner.
As a reminder, at all stages of the investigation process, Ardagh will ensure compliance with all
European and national data protection and employment laws of each country.

Closing
For each hotline report, the representatives of group functions will issue a closing memo which shall
include a summary of the facts, findings of the investigation, the corrective actions taken, if any, and
a list of recommendations.
The representatives of group functions shall submit summary reports on a quarterly basis to the
Compliance Committee. These summary reports shall include an overview of the hotline reports and
their corresponding closing memo.
The Compliance Committee will meet on a quarterly basis and issue regular reports to the Global
Leadership Team, as well as a quarterly summary report to the Audit Committee. The Compliance
Committee will provide additional information regarding any reports as may be requested by the
Audit Committee.
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It’s always the right time to do business the right way

For further information: communications@ardaghgroup.com
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