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Letter from the CEO
In business as in life, a core of solid values and ethics is the best guarantee
of success. After all, a reputable company is one people want to do business
with, invest in and work for. This is even more important in the digital industry,
where Yellow Pages operates. We are champions of small business in the
new neighbourhood economy. Amidst unrelenting technological change, our
values and ethics are a still point of stability. They are what unite us all in
serving our customers and neighbourhoods, in building our business and
supporting each other.
The Yellow Pages Code of Ethics, revised and approved by our Board of
Directors, applies to everyone who works at Yellow Pages, including and
especially those in leadership. In fact, every manager will receive mandatory
training in the Code. We also require each employee to read, understand and
sign off on the Code annually.
The Code covers a lot of ground, but has several themes worth noting: we
abide by all applicable laws and regulations; we take pride in a safe and
secure workplace where harassment, discrimination and violence will never
be tolerated; we protect confidential information; and we disclose and avoid
conflicts of interest.
Ultimately though, ethics and values are best understood in action, best
learned through example. This is where leadership comes in. Each of us can
show leadership through the choices we make every day. We’re a company
that has always taken pride in the integrity of its people and business practices,
and will continue to do so as a Canadian industry leader with a trusted brand
that distinguishes and makes us successful.

David A. Eckert
CEO
Yellow Pages

Our code
in a nutshell
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THE CODE IN A NUTSHELL

Respect laws and regulations
As you’ll see on the following pages, our Code of Ethics sums up how
we do business. At Yellow Pages, we comply with all applicable laws
and regulations. The Code is our primary guide in every interaction
between colleagues, or with partners, suppliers, customers,
regulators and the general public. In addition to complying with the
Code, members of professional bodies who work at Yellow Pages,
such as accountants, lawyers and engineers, are also expected to
comply with their order’s regulations and codes of conduct. If the
professional order’s regulations and codes conflict with or diverge
from the Yellow Pages Code of Conduct, the professional order’s
rules take precedence.

•

The Code’s purpose is to serve as a guide to our daily
decision-making. It has three sections.

•

Section 1 lays out our Purpose, Mission and Values —
the foundation of our ethical conduct and character.

•

Section 2 focuses on the workplace and our conduct
with each other.

•

Section 3 addresses our business relationships with
customers, suppliers, regulators, partners and others
outside our company.

Respect our Values
The Code complements our four (4) values — Creativity, Passion,
Collaboration and Respect. It’s our guide to ensuring we have a
safe and stimulating workplace — one that is free of harassment
and discrimination, threats and violence, and that treats our clients,
partners, suppliers and co-workers with dignity, respect and fairness.
Respect the Code at all times
As an employee, you have a responsibility to respect the Code and
to encourage your colleagues to respect it as well. This comes with
an added duty to report, in good faith, any activity that violates or
appears to violate the Code to your immediate supervisor.
All employees must acknowledge on an annual basis that they
have reviewed, understood and will abide by the Code. This annual
acknowledgement helps to ensure that our company retains the
public’s and industry’s highest regard, and will continue to be one of
Canada’s best places to work.
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To whom
the Code applies
Every Yellow Pages employee and consultant is expected to respect
and abide by the Code. This includes the CEO, members of the
Board of Directors, executives, senior management and employees
of all affiliated Yellow Pages companies.
When you join Yellow Pages, you accept to work in compliance with
the Code and all of Yellow Pages’ corporate policies.

Applying the Code
in daily practice
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APPLYING THE CODE IN DAILY PRACTICE

This Code of Ethics is a guide to making decisions about your business conduct, especially where it touches on applicable laws
and regulations. Of course, no code can ever be exhaustive. It cannot possibly anticipate every potential situation, issue and
conflict that might arise in your workday. After all, life is full of grey areas.
Common sense and your own ethical compass are your best guides. Keep in mind, too, that strict legal compliance is often not
enough. Even when an event fully complies with the letter of the law, it can still appear to be unfair or unethical. It could therefore
reflect badly on Yellow Pages, damaging our hard-won reputation and business.

So make it a habit to ask yourself:
1. Is the decision I’m about to make legal?
2. Does it respect Yellow Pages’ policies and Code of Ethics?
3. How will it impact our company, colleagues, customers,
suppliers, competitors, regulators and communities?
4. If my colleagues and superiors learned about this decision, or it
became public knowledge in the media, would it make me feel
uncomfortable or embarrassed?

•

If you’re not sure about the answer to any of these
questions, ask your immediate manager for their take
on the situation. Or reach out to your Human
Resources advisor.

•

If the matter is sensitive and therefore confidential, you
may instead choose to call the Yellow Pages Ethics
Confidential Line and discuss it with a representative.
Rest assured that the Ethics Confidential Line is an
independent, third party service that is mandated to
keep your call confidential. You do not have to disclose
your name unless you agree to do so.
The Yellow Pages Ethics Confidential Line can
be reached at 1-877-335-5633.
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Your duty
to report
If you experience or witness a situation that violates the Code
or company policies, it is your responsibility to report it, as it can
damage our shared reputation and business.
However, in the spirit of fairness, your report should include
direct first-person testimony and facts. Rumour is not enough.
Start by speaking to your immediate manager. Or contact your
HR advisor, or Yellow Pages Ethics Confidential Line at
1-877-335-5633.
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THE TAKEAWAY
•

•

Comply with our Code and policies wherever Yellow Pages
operates
Make decisions that are in harmony with our Code and polices

•

If you’re in a position of responsibility, lead by example and
actively promote our values and compliance with the Code

•

Exercise your duty to report any breach of the Code that you
witness or experience

•

Read, understand and sign the Yellow Pages Code of
Ethics annually

Q&A
Q. If I see something that doesn’t seem right but is not
specifically mentioned in the Code, should I report it?
A. If it’s not mentioned in the Code but your own moral
compass tells you something is not right, discuss it with your
immediate manager. The Code cannot cover every possible
situation, but it does require us to report events that do not
comply with the letter and spirit of applicable laws, regulations
and ethical conduct.

Q. Should I report what I believe to be an unethical event
even if it has nothing to do with my job?
A. Yes, we all have a duty to protect our workplace and our
shared reputation for integrity and ethical conduct.
Any
violation of the Code touches us all.

Q. I signed the Code last year. Do I need to sign it again?
A. Yes, every employee, manager, executive leader and Board
Member has a responsibility to review and sign the Code and
the Declaration of Conflict of Interest every year. This tells
everyone that you are familiar with both documents, and will
abide by them.
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Section I:
Who we are and what we
stand for: our purpose,
mission and values
We are champions of small business and we are experts in
local neighbourhoods.
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Our purpose
We exist to champion the new neighbourhood economy.

WHO WE ARE AND WHAT WE STAND FOR

OUR MISSION

We connect people and businesses like never before.

OUR VALUES

While our Purpose and Mission express why we exist and where
we want to go as a company, our values tell the world how we’ll
get there. At Yellow Pages, our values reflect who we are and how
we work. They’re our shared language and a view of the world that
makes us different. Taken together, our values guide how we conduct
ourselves, bringing the same high commitment to the customer and
to each other, no matter where we work or what job we do.
All four (4) values — Creativity, Passion, Collaboration, and Respect
— express exactly what we need to do to succeed.
Each value therefore plays a key role in our professional and personal
development. This is why, as part of your performance review, you’re
assessed on how closely your actions reflect these values. Our four
values and what they mean:

CREATIVITY
Our success lies in our thirst to bring new ideas to life and
explore different avenues. We meet challenges with courage
and adapt in an ever-evolving digital world. What this means:
•
I challenge the status quo
•
I express my ideas and propose new solutions
•
I’m open to suggestions and ideas from others
•
I take risks and learn from my mistakes
PASSION
We take great pride in our work. We are ambassadors of our
company and its brands. We are committed to the success of
our neighbourhoods and communities. What this means:
•
Even during challenging times, I approach things with a
winning attitude
•
I take ownership of my own development to stay current
in my field
•
I go above and beyond for our internal and external
customers
•
I’m flexible and embrace change
COLLABORATION
We work, learn and share successes together in an open and
trusting environment. We will win together and reach our
organizational goals. What this means:
•
I consult my colleagues to understand their needs, roles
and contributions
•
I share information, knowledge and expertise in a timely
manner
•
I listen with an open mind
•
I recognize the efforts and achievements of others
RESPECT
Our people are at the heart of our success. We celebrate
diversity of experience and expertise. We treat all our colleagues
with dignity and fairness. What this means:
•
I am empathetic to others
•
I value people’s time
•
I welcome feedback
•
I’m dedicated to delivering on my commitments
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WHO WE ARE AND WHAT WE STAND FOR

THE TAKEAWAY

Ask yourself these questions:

YOUR ANSWERS

•

Do I look for new ways to deliver exceptional value and service
to customers?

If you answered yes to all six (6) questions, then you’re
probably making sound decisions informed by our values.

•

Do I recognize that even if I don’t serve our end customer
directly, I serve those who do?

•

Do I work with others to deliver a positive customer
experience?

•

Do I work with a sense of urgency and accountability, knowing
that others are depending on me?

•

Do I deliver on all my commitments?

•

Do I communicate clearly and concisely, without resorting to
jargon or “business-speak”?

•

Do I prepare for interactions with my customers carefully
(agenda, notes, follow-ups) and call or arrive on time so people
feel that their time is important to me?
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Section II
Our work environment
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Respect for colleagues
At Yellow Pages, we foster an environment where colleagues
respect each other and where individual differences and
diversity enrich our culture. This ensures that we’re engaged,
living our values and contributing to our company’s success.
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OUR WORK ENVIRONMENT

A HARASSMENT-FREE WORKPLACE

Yellow Pages is committed to providing an inclusive, safe
and secure work environment, without regard to race, colour,
religion, sex, gender identity or expression, sexual orientation,
national origin, disability or age. As such Yellow Pages does not
tolerate harassment, bullying, discrimination and workplace
violence. Harassment and bullying are any inappropriate conduct
or comment directed by one person to another, where the offender
knows or reasonably ought to have known it would cause
humiliation or intimidation. By its nature harassment and bullying
are offensive, and may target a person’s race, colour, sex,
pregnancy, sexual orientation, civil status, age (except as provided
by law), religion, political convictions, language, ethnic or national
origin, social condition or handicap. It can take verbal, physical or
suggestive forms, and inevitably affects the targeted person’s
dignity as well as their psychological or physical integrity. It can
even infect the entire workplace.

While harassment is a serious offence, bringing intentionally
false accusations against a colleague is equally serious. Both
actions are subject to disciplinary action.

Similarly, violence in any form will not be tolerated in our workplace.
This may take forms such as physical force, the attempt to exercise
physical force, or statements or behaviours that can reasonably be
interpreted by an employee as a threat to exercise physical force
against him or her.
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OUR WORK ENVIRONMENT

A HARASSMENT-FREE WORKPLACE (CONTINUED)

Yellow Pages views harassment and bullying as a serious offence, as it
restricts an individual’s right to equal treatment without discrimination.
If you feel that you’ve been the victim of harassment, bullying,
discrimination or violence in the workplace, here’s what to do:
•

Make the other person (which could include co-worker,
supplier or client), aware that they’ve crossed the line and you
won’t tolerate their words or actions

•

Inform your manager and/or Human Resources advisor of
the situation and ask for advice

•

You can file a formal written complaint with HR, which will
trigger an investigation

•

If the matter is sensitive, you may also communicate with the
Yellow Pages Ethics Confidential Line at 1-877-335-5633

•

At any time, you can also contact the Yellow Pages Employee
Assistance Program at 1-800-880-9142

THE TAKEAWAY
•

Treat everyone with respect

•

Take action if you witness or experience harassment,
bullying, discrimination or violence

Every complaint is kept confidential and information is shared only to
support the investigation and to discipline, if necessary.

FURTHER GUIDANCE

For more detail and guidance, please see the Yellow Pages
Harassment, Discrimination and Workplace Violence Prevention and
Management Policy and the Policy on Reporting of Concerns.
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OUR WORK ENVIRONMENT

A SAFE AND SECURE WORKPLACE

Each day, we ask our employees to give their very best at work. But
we also recognize that this is only possible in an environment that’s
safe and secure. This is why Yellow Pages expressly prohibits:
•

Any acts or behaviours that jeopardize peace in the workplace.
This includes the possession of weapons of any type on our
properties or during the course of doing business for us

•

The consumption or possession of alcohol or the
consumption, possession, sale or use of illegal drugs, or being
under the influence of alcohol or drugs in the workplace or
during working hours

THE TAKEAWAY
•

Alcohol and drugs are not welcome in our workplace

•

Report every breach of the Code that threatens the safety and
security of our co-workers
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OUR WORK ENVIRONMENT

CONFLICT OF INTEREST

A conflict of interest is any situation where your private interests,
or those of a relative (not limited to immediate family), friend
or business associate can be interpreted as interfering with the
interests of Yellow Pages. Rightly or wrongly, an observer might use
this situation to question your loyalty or judgment. Remember that
even the appearance of conflict of interest must be avoided. It can
damage Yellow Pages’ reputation for fair dealing and ethical business
practices.

Any conflict of interest or perceived conflict of interest should
be disclosed by completing a Declaration of Conflict of Interest
(the “Declaration”) and giving it to your manager immediately.
It’s your responsibility to tell your manager of any changes to
the Conflict of Interest and to update the Declaration. In
addition, you’ll be required to reconfirm annually the continued
existence of the Conflict of Interest you’ve disclosed.

To avoid conflict of interest situations, you should not:
•

Share or use confidential or personal information you’ve
acquired through your work at Yellow Pages in order for you or
another person to gain an advantage

•

Use confidential information, your work situation or authority
to benefit yourself or another person. This includes favouring
certain customers or suppliers

•

Own or have a meaningful interest in a business that supplies
products or services to Yellow Pages, or that competes with
Yellow Pages business

•

Conduct Yellow Pages business with anyone related to you
without first getting approval from Yellow Pages

•

Sit on the board of any outside organization without first
obtaining approval from Yellow Pages
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OUR WORK ENVIRONMENT

THE TAKEAWAY
•

Avoid any situation that could place you in a conflict of interest or in a perceived conflict of interest

•

If you do find yourself in such a situation, discuss it immediately with your manager

•

Fill out and sign the Declaration of Conflict of Interest (“Schedule A”) annually and continue to report it in the Annual Record
of Review (“Schedule B”)
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OUR WORK ENVIRONMENT

SUPPLEMENTARY EMPLOYMENT

Generally speaking, Yellow Pages discourages outside
employment, as it can conflict with or compete with an employee’s
ability to do their job. It can also be a distraction, affecting your
performance, attendance and punctuality. While not absolutely
prohibited, all supplementary employment, including board
memberships, should be discussed with your immediate manager
and should be disclosed when filling out the Declaration of Conflict
of Interest (“Schedule A”) and reported every year in the Annual
Record of Review (“Schedule B”).

THE TAKEAWAY
•

Avoid outside employment, including board
memberships, unless you’ve discussed it with your
immediate supervisor. Report and update any
employment or board memberships each year in the
Declaration of Conflict of Interest (“Schedule A”) and the
Annual Record of Review (“Schedule B”)
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OUR WORK ENVIRONMENT

EMPLOYMENT OF RELATIVES
As we’re always eager to deepen our talent pool, relatives of current
employees are welcome to apply to work at Yellow Pages. However,
to avoid a conflict of interest and to protect the confidentiality of
records, no employee at Yellow Pages can be:
•

Under the direct supervision of a relative

•

Audited or have their performance or salary review conducted
by a relative

•

Employed in the immediate work area, or report to the same
manager as a relative

THE TAKEAWAY
•

If you interact wi t h rel at i v es working at Yellow
Pages, ensure your judgment or decisions are not
affected

•

Avoid any situation where you’re working in the same
department, supervising or being supervised by a relative

•

If you and a colleague become immediate relatives,
report this to your manager

If two employees in the same department become immediate
relatives, the above restrictions will apply. Although Yellow
Pages may offer alternate work arrangements, ultimately it’s the
employee’s responsibility to respect this policy, even if it means
leaving the company.
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OUR WORK ENVIRONMENT

INTEGRITY OF RECORDS

Yellow Pages’ business depends on maintaining and filing accurate
and reliable records. They’re critical to meeting our financial, legal
and business obligations. If your job requires you to keep
records, these records must be consistent with applicable legal
requirements or general accounting
practices, and the Yellow
Pages Schedule of Authority and Record Management Guidelines.
Records need to be accurate, timely, factual and fair. This includes
all contracts, no matter how small, which must be reviewed by our
Legal department and signed by a person with the authority to do
so, usually a Vice President.

THE TAKEAWAY
•

Maintain and file records according to accepted legal,
business and accounting requirements, and consistent
with Yellow Pages’ policies and guidelines

•

Ensure the Legal department reviews all contracts

FURTHER GUIDANCE

To learn more and for further guidance, refer to the Yellow Pages
Schedule of Authority and the Record Management Guidelines.
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Brands
Yellow Pages owns a number of important trademarks, such as the
distinctive logos that make up our powerful and recognizable brand.
These are among our biggest assets. To ensure that we retain control
of our trademarks, we have a responsibility to protect and use them
according to our Corporate Brand Guidelines.

OUR WORK ENVIRONMENT

FURTHER GUIDANCE

To learn more about protecting our brands, reach out to the
Communications or Legal departments, and read the Corporate
Brand Guidelines.

THE TAKEAWAY
•

When using Yellow Pages trademarks, logos and slogans,
follow our Corporate Brand Guidelines

CODE OF ETHICS

26

OUR WORK ENVIRONMENT

Q&A

Q. I’ve witnessed a co-worker mocking a colleague for the way she speaks, on multiple occasions. What should I do?
A. Bullying and any type of harassment are not tolerated at Yellow Pages. Start by encouraging your co-worker to report the
matter herself. If she’s too intimidated to act, discuss it with your immediate manager or with HR. If you feel the matter should be
kept confidential, report it to the Yellow Pages Ethics Confidential Line at 1-877-335-5633.

Q. My cousin is planning to launch a digital marketing company that will be selling the same products and services as Yellow
Pages and wants to brainstorm some possible ideas over dinner. Is this a conflict?
A. Yes, it can quickly turn into a conflict of interest. Without meaning to, you might share confidential information about Yellow
Pages’ operations and customers, and have placed yourself into a situation that could be perceived as being a conflict of interest.

Q. Prior to taking a position at Yellow Pages, I was a consultant. Occasionally, I still get calls from old clients for small projects
I do on the weekends. Is there anything wrong with this?
A. When we agree to work at Yellow Pages, we’re dedicating ourselves to the success of our primary employer. If these consulting
contracts are in competition with Yellow Pages’ business, then you should stop working on them immediately. It’s your responsibility
to tell your immediate manager and list these projects in the Annual Declaration of Conflict of Interest (“Schedule A”) and Annual
Declaration of Review (“Schedule B”). Even if these contracts are not in competition with Yellow Pages’ business, they should still
be discussed with your immediate manager and disclosed.

Q. With a deadline looming for a new product launch, I’m feeling pressure to cut a few corners in our reporting. I could easily
do this without materially affecting results…
A. There is no compromise when it comes to meeting our legal and professional obligations for full and transparent reporting.
If the pressure to compromise is coming from colleagues, discuss it with your immediate manager. If the pressure is from your
immediate manager, then report it to Human Resources or to the Yellow Pages Ethics Confidential Line at 1-877-335-5633.
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Section III
Our business relationship
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OUR BUSINESS RELATIONSHIP

RELATIONS WITH OUR CUSTOMERS
It’s a business truism that reputations can take generations to build
but can also be lost in an instant. This is why it’s so important to
conduct ourselves professionally at all times, extending the same
courtesy and respect to each customer no matter how small their
contribution to our revenues. Professionalism means responding
quickly and accurately to every customer call, and always being
honest and forthright.

THE TAKEAWAY
•

Always respond to customers quickly, accurately
and professionally

•

Never share or use other people’s confidential
information outside work

Remember that our competitive advantage is the value and quality
of our products and services, along with the competence of our
people. We should never offer customers rewards or benefits that
are illegal, offensive or inappropriate. Nor should we make false
or misleading statements. Just as we’re vigilant about protecting
our own information, we should never share or use customer,
employee or supplier confidential information either.
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OUR BUSINESS RELATIONSHIP

RELATIONS WITH OUR SUPPLIERS

As professionals, we have a responsibility to deal honestly and fairly
with everyone. If you’re in a position to choose a supplier, quality,
price, reputation, relevance and value should be the key deciding
factors. As well, we expect all suppliers to protect our information,
just as we’re vigilant about protecting theirs.

THE TAKEAWAY

A professional supplier relationship means you should never ask for
or accept expensive gifts (for example, with a value of over $100)
or other favours that might be viewed as influencing your decision,
unless they’re clearly customary in your area of business. If a
supplier sends an inappropriate gift, immediately tell your manager
and return the gift. In fact, it’s always a good idea to discuss any
doubtful situations with your manager.

•

Choose suppliers based only on their value,
performance and reputation

•

Small gifts or customary hospitality of nominal value
are permitted

•

However, never accept or ask for gifts or favours to
influence your decision

•

If inappropriate gifts are offered or sent, inform your
manager and return the gift
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OUR BUSINESS RELATIONSHIP

RELATIONS WITH COMPETITORS

Like most Western countries, Canada has laws designed to maintain
and encourage fair competition. While Yellow Pages competes
vigorously in the marketplace, it does so in a fair and legitimate
manner that benefits the customer. This means we should never
participate in illegal competitive practices, such as misrepresenting
or denigrating our competitors or their products. Nor should we
discuss or cooperate with competitors in setting prices or other
conditions.

THE TAKEAWAY
•

Never disparage or spread falsehoods about a competitor

•

At Yellow Pages, we never discuss or agree with a
competitor to set prices or price-related terms or
conditions

Further guidance: To learn more about appropriate competitive
practices and for added guidance, please read the Yellow Pages
Competition Law Compliance Policy and Guidelines.
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OUR BUSINESS RELATIONSHIP

CONFIDENTIAL OR PERSONAL INFORMATION

When you work at or provide services to Yellow Pages, you may
have access to personal, confidential and proprietary information
— information that must not be shared, transmitted, copied or sold,
even among family and friends. We have an obligation to use this
information only in the normal course of our jobs, on a need to
know basis to deliver the services for which the information was
provided. Under no circumstances should you make use of it for
any other purpose other than in normal business course.

THE TAKEAWAY
•

Protect confidential information including that of our
customers and platform users, and do not disclose it to
anyone outside Yellow Pages

Specifically, confidential information includes customer lists and
files, products, plans, designs, pricing, budgets, acquisitions and
mergers, marketing and advertising strategies, contract terms,
research and development plans, technical information and data,
employment and personal information, compensation, stock
ownership, trademarks, logos and slogans.
Further guidance: To learn more about protecting confidential
information and for further guidance, please read the Yellow Pages
Privacy and Security Policy.
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OUR BUSINESS RELATIONSHIP

SPEAKING WITH EXTERNAL PARTIES, INCLUDING SHAREHOLDERS AND THE MEDIA
As a public company, we make available complete, accurate and
timely information. This is important both for our reputation for
transparency and to meet regulatory and legal obligations.
However, unless you have been expressly authorized to do so,
only our President, Corporate Communications or Investor
Relations colleagues can speak on our behalf to securities analysts,
shareholders or the media. If you’re approached by anyone who
asks for information about Yellow Pages, refer them to your
Corporate Communications or Investor Relations colleagues. At
events where you’re expected to make a presentation about Yellow
Pages, such as at a professional conference, make sure to first get
your manager’s approval of the presentation or speech.

THE TAKEAWAY
•

Only those authorized to do so can speak on behalf of
Yellow Pages

•

Refer any inquiries from the media or the investor
community to your Corporate Communications or
Investor Relations colleagues

Further guidance: To learn more about speaking with external
parties and for further guidance, please read the Yellow Pages
Disclosure Policy.
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OUR BUSINESS RELATIONSHIP

INSIDERS AND MATERIAL INFORMATION

During the normal course of work, you will have access to
confidential information about Yellow Pages. Under Canadian law,
we’re not permitted to use or share this information with another
person for the purposes of stock trading. Using “insider information”
or “tipping” is not just illegal; it is also unethical. What’s more,
employees, directors and officers cannot trade in the company’s
securities unless they have first made sure the transaction complies
with the corporate policy on insider trading.

THE TAKEAWAY
•

It is illegal to trade the securities of Yellow Pages when
you have material, non-public information

•

Read and understand the Yellow Pages understand the Insider Trading
Policy before trading in securities of Yellow Pages

Further guidance: To learn more about insider trading and for
further guidance, please read the Yellow Pages Policy on Insider
Trading.
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OUR BUSINESS RELATIONSHIP

POLITICAL CONTRIBUTIONS OR LOBBYING

Only select individuals within the Public Relations team are
authorized to lobby on behalf of Yellow Pages. Other employees
are not permitted to make political donations or lobby in the name
of Yellow Pages. Should you decide to engage in any political
activity on your own behalf, you may not do so using your Yellow
Pages’ email.

THE TAKEAWAY
•

You may not engage in any political activity as a
representative of Yellow Pages
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OUR BUSINESS RELATIONSHIP

SOCIAL MEDIA

Social media have blurred the lines between public and private
spheres, between what’s personal and professional. It’s a good idea
to reflect on how social media affects your personal image and can
potentially impact Yellow Pages, especially if you identify yourself as
an employee. Remember, too, how easily digital content is shared
and copied, making it nearly impossible to delete. Your posts and
other content you create or share can remain public indefinitely.

THE TAKEAWAY
•

Think carefully before posting on social media, as content
is impossible to delete once it’s up

Further guidance: To learn more about the risks of social media
and for guidance, please read the Yellow Pages Social Media Policy.
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OUR WORK ENVIRONMENT

Q&A

Q. A customer offered to sign a contract if I did all my personal shopping at his store. Should I agree to this?
A. No, you should not. The value of our products and services should be the only inducement for a customer signing a contract
with Yellow Pages. You should respectfully not agree to any additional and inappropriate reward for signing.

Q. Speaking with a customer recently, I discovered that a competitor is trying to get our business by making claims that are
clearly unrealistic. What should I do?

A. Do not disparage the competitor by dwelling on their exaggerated claims. Instead, point out the value of our own offering and
show how it’s supported by evidence and Yellow Pages’ reputation for prudent and realistic projections. If the competitor’s claims
are exaggerated, chances are the customer will be disappointed and return to Yellow Pages.

Q. A reporter from a local paper has called to ask about how a new product is helping to energize their neighbourhood.
Should I answer her?
A. Even if the question appears to be of a general nature and innocuous, always refer any member of the media to our
Communications department. They’re the only ones authorized to speak on Yellow Pages’ behalf.
Q. A friend has decided to run for office. Can I volunteer for her campaign?
A. It’s your democratic right to do so. However, you cannot campaign while being identified as a Yellow Pages employee; give
a donation in any way identified as coming from Yellow Pages; or use your Yellow Pages email to participate in political activity.
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Conclusion:
It’s your code
At Yellow Pages, we’ve built one of the country’s finest reputations for competence, integrity and fairness. It’s a reputation that
serves each of us well, helping to protect our communities and our future.
As we’ve already noted, a code of ethics cannot possibly anticipate every situation or clarify countless grey areas. Nevertheless,
our Code does lay out clear rules on a range of issues. Among them, Yellow Pages’ compliance with all laws and regulations;
our zero tolerance of harassment; the protection of confidential information; and avoidance of conflict of interest. In these and
other areas, the Code will be enforced, which could mean anything from a simple reprimand to dismissal to legal prosecution. As
always, when in doubt, discuss any issue with your immediate manager or Human Resources advisor.
The Yellow Pages Code of Ethics has been approved by the Yellow Pages Board of Directors.

Schedule A
DECLARATION OF CONFLICT OF INTEREST
If you are aware of any situations that currently or could in the future pose a conflict of interest, as more fully discussed in the
Code of Ethics, briefly describe them in the space below.

If you have previously reported a conflict, or potential conflict, and would like to update it, briefly do so in the space below.

Employee Name (Please Print)

Employee Signature

Name of immediate manager (Please Print)

Signature of immediate manager

Date

Date

Schedule B
YELLOW PAGES CODE OF ETHICS • ANNUAL RECORD OF REVIEW
I have read, understand and accept to be bound by the Yellow Pages Code of Ethics. I have had the opportunity to discuss and
clarify any issues with my manager.

I have read, understand and agree to comply with the following Yellow Pages Policies:
[All must be active links to policies]
Canadian Anti-Spam Legislation (CASL) Policy

Yellow Pages Harassment, Discrimination
and Workplace Violence Prevention and
Management Policy

Summary of IT Security Policy

Have you previously reported a Conflict of Interest?
Yes (Provide a status update in the box below)

No (Move to electronic signature page)

Employee Name (Please Print)

Employee Signature

Name of immediate manager (Please Print)

Signature of immediate manager

Date

Date

