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CODES & POLICIES
INTERPRETATION
The following words and phrases are used throughout this document and are listed for interpretation purposes only.

1.1 The “Association” or “ANZLA” means Australian & New Zealand Locksmiths Association (ANZLA) Ltd.

1.2 “Member” means a member of any category, rank or position, who is employed by or is a director of or sole trader of a company or business listed as a member of “Australian & New Zealand Locksmiths Association (ANZLA) Ltd.

1.3 “Law” means any Federal and/or State Law

1.4 “Trade” means the Locksmithing industry or any associated trade within the scope of Locksmithing

1.5 “Trade person” means any company, business or person trading in the Locksmithing industry

1.6 “Intellectual Property” means any codes and records generated with the manufacture of a masterkey system.

1.7 “NAC” means National Association Committee

1.8 “profile” means the Restricted Key Design.

1.9 All other words and phrases have the same meaning as the definitions contained in the Articles of Association of the Australia & New Zealand Locksmiths Association (ANZLA) Ltd.

CODE OF PRACTICE

Each member of this Association by his or her acceptance and continued membership of the Association shall comply with the following Code of Practice of the Association which has been adopted by the Association as a standard ruling under clause 13.3 Articles of Association of the Association:

CONFIDENTIAL INFORMATION
1.1 To maintain and keep secure all client confidential information including but not limited to client records, code books and technical systems, information, and all records of client systems produced and/or maintained by the member (“Confidential Information”)
1.2 To ensure that Confidential Information is accessible only by authorised personnel of the member. 

1.3 To ensure that all technical manuals and all other confidential information of whatsoever nature with respect to key codes or any other codes and/or the operation of the member’s business of locksmithing is kept secure and accessible only by authorised personnel. 

RESTRICTED KEY SYSTEMS

2.1 To ensure that proper procedures are established for the handling of and duplication of restricted keys in accordance with the rules and policies of manufacturers including those rules and policies as may from time to time be included in manufacturer’s licensing agreements. 
2.2 Refrain from any alteration or modification of any master key system without written permission from the client of that system. If after proper inquiry the client of a restricted system is unknown or cannot be located, a member may (unless prohibited by law) translate the system from any locks and keys available. If the system is of a restricted type and the client of the system after proper inquiry is unknown or cannot be located, a member may (unless prohibited by law) re-key the system.
2.3  Refrain from transferring any ANZLA restricted system other than in accordance with the Association’s transfer policy applicable at the time of the transfer. 
2.4 The installation of Restricted Key Systems and all matters whatsoever in relation to such systems (and without limitation the duplication of the restricted keys) is to be conducted strictly in accordance with the Law and, where applicable, specifically in accordance with the provisions of the NSW Security Industry Act 1997 and the regulations passed pursuant thereto.

3.GENERAL SECURITY  
3.1 Ensure that all key blanks are stored in a secure and appropriate location.

3.2  Ensure that where a member is requested open or supply keys to premises or to a   vehicle that proper steps are taken to identify the person making the request and the authority of the person makes the request. A member should request photographic identification of the person making the request, eg Driver’s Licence and should retain a copy and/or written details of the evidence provided. It is recommended that a member obtain a declaration from any person making such a request including details of the name, address and authority of the person before completion of the relevant work. 
3.3 Not to perform sensitive tasks such as opening a vehicle in public view. 

3.4 If the requested to open a secure container, after the relevant locking mechanism has been manipulated, the member should ensure that the container is opened by the client and not by the member and that the client is requested to sign a formal  receipt acknowledging that the container was opened in the presence of the client and that the client alone accessed the contents of the container.
CODE OF EHTICS 
1.
All members to comply with the Code of Ethics of ANZLA from time to time and with all Laws in relation to the Locksmithing Industry within Australia and New Zealand and (where applicable) to comply with the New South Wales Security Industry Code of Practice and all other rules, guidelines and policies for members published by their Association from time to time

2.
 Each member of this Association by his or her acceptance and continued membership of the Association shall comply with the following Code of Ethics of the Association which has been adopted by the Association as a direction and ruling under clause 13.3 of the Articles of Association of the Association

2.1
To purse his or her activities, conforming to professional and Lawful standards and maintaining high ideas of personal honesty and integrity.
2.2 To abide by the policies, rules, guidelines and Code of Conduct of the Association, as established from time to time. 

2.3 To analyse impartially and to the best of his or her ability, security problems receiving his or her attention and to advance the best possible solution for the protection of his or her clients.
2.4 To conduct himself or herself in a dignified manner and to refrain from using improper or unprofessional methods in furthering his or her business. 
2.5 To co-operate in advancing the best interests of the locksmithing industry and to  encourage and promote loyalty in the profession, always ready to apply his or her special knowledge, skill and training for the use, improvement and betterment of the profession. 
2.6 No member may act on behalf of or represent the Association without proper authority from the ANZLA NAC.
TRANSFER OF SYSTEMS POLICY
1.1
Introduction: 

This policy, developed by ANZLA has given consideration to the need to maintain the integrity of the restricted ANZLA products and Keys whilst ensuring the client’s needs are always paramount. 

This policy has been broken down to the following categories. 

  1.2       Selling a Business:
1. 


1.2.1
If a member sells his/her business to another financial ANZLA member

licensed to use profile, he/she must inform the National Secretary in writing, 

the name of the member who the ANZLA restricted product and keys are being
 transferred to prior to the transfer of any ANZLA restricted product and keys. At this time the member may also tender his/her resignation from ANZLA. 
Also, keeping in mind that the client’s needs are paramount, the member must inform his/her clients using ANZLA restricted product and keys. 

1.2.2 If a member sells his/her business to a non ANZLA member, he/she must inform the person/s buying the business that before any ANZLA restricted product and keys can be transferred to them, he/she must first join ANZLA as full members and sit and pass any required trade tests and sign a licensing agreement. The member must also inform the National Secretary in writing prior to the sale of his/her intention of transferring ANZLA restricted product and keys to the new business owner/s.

Also, keeping in mind the client’s needs are paramount, the member should inform his/her client’s using ANZLA restricted product and key that he/she is selling his/her business to new owners, thus allowing the clients the right either to stay with the new owners or to have their systems transferred to another financial ANZLA member licensed to use profile
Should the person/s buying the business not want to become ANZLA member/s, all remaining ANZLA restricted product and keys held in stock must be returned to the National Secretary along with Master Key designs, pinning charts and relevant client information for all the ANZLA restricted systems held by the said business prior to the business being sold. The National Secretary will through that State NAC, inform the clients of the circumstances and give them the names of financial ANZLA members licensed to use profile that will be able to service their needs thus ensuring the integrity of ANZLA.  

When the client has selected a member, the National Secretary will forward all relevant information for the restricted systems to the selected member. 

1.3 Client Initiated Transfer: 
1.3.1 It is a matter of individual negotiation between each member and his/her clients as to who owns the copyright of restricted systems designed by that member. 

Keeping in mind the clients needs are paramount, should a client wish to transfer his/her restricted system to a new member, the client should first approach the original member giving the member a valid reason as to why he/she wishes to change to a new member. 

1.3.2 The new member and the client should then meet with the original member to ensure that the ANZLA Code of Ethics and Company Licensing Agreement has not been breached and all parties are satisfied. 

1.3.3 If no agreement can be reached within seven (7) days after the client has request that the restricted system be transferred, the original member should request that the client write to the National Secretary [or that States NAC if there is a conflict of interest] outlining his/her valid reasons for wanting to transfer their system/s to a new member.  The National Secretary or his/her appointed person will then arrange a meeting between the original member, the client and the new member to negotiate in good faith the transfer of the system/s or some other arrangement regarding the system/s that may be acceptable to all parties. 
1.3.4 Right of Appeal:
If still no agreement can be reached, the National Secretary will forward all documentation to all State NACs where the matter will be discussed and an outcome determined. No final decision will be made until all parties concerned have been notified.
The parties concerned have the right to appeal the decision of the NAC by writing to the National Secretary within 7 days of the NAC outcome.  The National Secretary will then appoint a panel of 3 Directors who will be given all documentation regarding the appeal. The Directors will discuss all documentations and make a determination. The decision of the appeal committee will be deemed final and binding to all concerned parties. 
Breaches of Licensing Agreement:
1.Any member who uses ANZLA restricted product and keys has signed an agreement between themselves (the member) and Association Directors of Australian New Zealand Locksmiths Association Ltd.and therefore by signing this agreement the member has undertaken to follow all conditions pertained in the Licence Agreement. Should a member licensed to use ANZLA restricted product and keys breach any of the conditions contained in the licensing agreement whatsoever such may result in that member having his/her licence withdrawn. 
2. Any member, who is found to have breached the licensing agreement, must within 7 days write to the National Secretary explaining why the breach occurred and why he/she should not have his/her licence withdrawn. The National Secretary will discuss the member’s breach of the licence agreement with all State NAC’s who will then decide on what action needs to be taken.  

3. If members licence is withdrawn, all ANZLA restricted product and keys must be returned to the National Secretary within 7days of licence withdrawal. (See section 8 part 2 of  licence agreement)

4. Right of Appeal:
The member who has had his/her licence withdrawn may appeal the NAC decision by writing to the National Secretary within 7 days of the NAC outcome. The National secretary will then appoint a panel of 3 Directors who will be given all documentation regarding the appeal. The Directors will discuss all documentation and make a determination. 
This decision will be deemed final and binding.   

COMPLAINTS AND DISCIPLINE POLICIES
1. COMPLAINTS POLICY
Introduction:
This policy is to outline the process for resolving complaints against ANZLA members from members of the public, other ANZLA members or any other person. 

1.1 All complaints must be sent in writing to the National Secretary before any action will take place

1.2 The National Secretary will, within 24 hours of receiving a written complaint, send a copy of the complaint to the member to the member that the complaint has been made against for a reply. Such reply shall be provided by the member within fourteen (14) days of the member receiving the complaint

1.3  The National Secretary or his Appointed Person shall act as mediator between the member and the complainant save and except where the National Secretary is the subject of the complaint whereupon the complaint shall then be sent to the NAC members to make a ruling
1.4  The complainant shall be sent a copy of the reply from the member that the complainant was made against.
1.5 Should the member or complainant through the mediator not be able to resolve the matter, the National Secretary will forward copies of the complaint and replies to all the other NAC members. The NAC members will then discuss the complaint and make a ruling making sure that the client’s [if involved] wishes are kept paramount No ruling will be made without first contacting all parties involved. 
1.6 If any NAC member is the subject of the complaint, that NAC member will not be involved in any discussion dealing with the complaint. 
1.7 All complaints are to be dealt with within thirty (30) days of receipt of the initial complaint. 
2. DISCIPLINE POLICY
Introduction
The discipline policy is provided to be used as a guide for the implementation of disciplinary actions to be taken against members [and/or their staff] or appointed officers of ANZLA where the complaints against the said member/s is found to be valid. 
The disciplinary policy will only be implemented after all procedures contained in the ANZLA complaints policy have been completed. 
Implementation of Discipline Policy
2.1 The National Secretary and his appointed persons numbering 6 will form a complaints disciplinary committee.
2.2  All findings of the Complaints committee established to investigate any Complaints will be forwarded to all NAC members for the implementation of any disciplinary action. 
2.3 Any complaint requiring disciplinary action must have been through the ANZLA Complaints Policy. 
2.4 If the disciplinary action is to be taken against the National Secretary, the NAC members shall form a complaints committee and the National Secretary will have no involvement with investigations. 
2.5 If the disciplinary action is to be taken against a NAC member, that member will have no involvement with investigations. 
2.6 Discipline measures be placed into one of the following categories:
(A) Criminal act

Should the member be found to have committed act of theft, dishonesty or any other s
erious crime, the member shall be expelled from the association.  

(B)Breach of ANZLA Code of practice or Code of Ethics:
1.    First Breach
The National Secretary shall forward a letter to the member outlining the breach that the member made, the discussions the NAC members had and also to seek an assurance that the member will not breach the ANZLA Code of Practice or Code of Ethics again. Also the member will be informed that any further breaches will result in expulsion from ANZLA. 
2.       Second Breach 

Upon a second breach found against the member, the NAC members may consider expelling the member from ANZLA, unless the member has a genuine valid reason as to why he/she should not be expelled. 
 3.   Subsequent Breach
Where a member is found to have committed a subsequent breach of the ANZLA Code of Practise or Code of Ethics, that member will be expelled from ANZLA
