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Introduction and purpose
To achieve OfficeMax’s vision of empowering successful, sustainable workplaces, we recognise the 
importance of supporting responsible procurement practices at all stages of our value chain.

Being responsible is about seeking to make a positive impact on people, the environment, society and the 
economy.

This supports OfficeMax’s Sustainability Policy and 2025 sustainability strategy, which has three key 
aspirations supported by six goals:

FOSTER A SAFE, HEALTHY AND 
INCLUSIVE SOCIETY

•	 Support health, safety and 
resilience

•	 Promote inclusivity and equal 
opportunity

PROVIDE SOLUTIONS FOR A 
RAPIDLY CHANGING WORLD

•	 Provide flexible product and 
service solutions

•	 Empower the future of work

DRIVE A LOW CARBON 
CIRCULAR ECONOMY

•	 Improve the environment 
through our value chain

•	 Support local solutions

These aspirations and goals guide our Responsible Supplier Code (RSC), recognising it is our collective effort 
that will help us to achieve these outcomes meaningfully. 

We understand everyone is at different stages on their sustainability journey, which is why we have 
developed criteria to take into account the diversity of our suppliers and their sustainability maturity. 
All suppliers are required to meet our Standard requirements and OfficeMax’s own brand suppliers are 
expected to also meet Standard PLUS. 

We may contract specific performance measures with like-minded suppliers to work on projects that are 
directly aligned with our core sustainability goals. Suppliers will comply with any additional requirements 
specific to the products or services being provided to OfficeMax as required in contract documents.

The purpose of this RSC is to provide clear guidance to all our Suppliers seeking to meet the Standard, as well 
as the Standard PLUS and / or Advanced standards for doing business with OfficeMax. 

Standard: These are our minimum expectations that must be met at all times when doing 
business with OfficeMax. These requirements uphold the applicable national or 
international laws or regulations.

Standard 
PLUS:

These are our expectations for suppliers of our own brand products and other 
suppliers who wish to demonstrate compliance against this standard. Standard PLUS 
aims to support the Standard criteria by having robust frameworks, data and goals in 
place to achieve these compliance requirements.

Advanced: These requirements support good sustainable practices and OfficeMax’s own 
sustainability goals. We encourage all suppliers to aspire towards the Advanced 
requirements as they advance on their sustainability journey.

Responsible 
Supplier Code



Title: Responsible Supplier Code
Version 2 April 2025
OfficeMax New Zealand Limited
officemax.co.nz

Page 2 of 8 Initials:  ....................

Scope
The RSC applies to all OfficeMax Suppliers. This includes any company or organisation that provides goods 
and/or services to OfficeMax New Zealand Limited (OfficeMax), and any sub-contractors. For the purpose of 
this document, the term Supplier applies to suppliers, service providers and other subcontracting parties.

Implementation
Suppliers must effectively communicate the content of this RSC to their employees and subcontractors, 
parent and subsidiary companies and affiliates providing products or services to OfficeMax and undertake 
actions necessary and appropriate to ensure its adherence.

OfficeMax will conduct regular internal assessments to ensure compliance with this RSC and may request 
documentation which demonstrates compliance. 

All Suppliers are expected to adhere to this RSC and report any non-compliance to OfficeMax’s Hotline via the 
local number (0800 946 201) or on the web at officemax.co.nz/hotline. All reports are kept confidential and 
callers may choose to remain anonymous in their reporting.

If the supplier fails to comply with the RSC, OfficeMax will work with the supplier to understand the non-
compliance and develop a plan for this to then be addressed. If the supplier is then uncooperative, OfficeMax 
may take action against the supplier, including suspending or terminating the supplier agreement.

1. Foster a safe, healthy and inclusive society

Standard

1.1.1	 Health and safety obligations, including all applicable laws, regulations and standards in New Zealand 
and other countries where the Supplier is doing business, are complied with. 

1.1.2	 Workers are protected from severe occupational health and safety hazards arising from their work. 

1.1.3	 Equipment is safe and used under safe conditions.

1.1.4	 Where applicable, workers use personal protective equipment and protective clothing, which is clean, 
free of charge, in working order and appropriate for the risks identified. 

1.1.5	 Accidents and near-miss events related to occupational health and safety are reported, analysed, 
followed up and acted upon. Records of accidents and near-miss events are retained. 

1.1.6	 Safety hazards are continuously reported, analysed, followed up and acted upon. 

1.1.7	 Accident insurance is provided to all workers as per the local government regulations. Insurance 
covers medical treatment for work-related injuries and illnesses and provides compensation for work-
related injuries and illnesses resulting in permanent disability or death. 

1.1.8	 Where applicable, a working and housing environment is provided that is sanitary, safe, healthy and 
compliant with applicable laws and regulations relating to working and living conditions. 

1.1 Health, safety and wellbeing
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Standard PLUS

1.1.9	 An operational risk management framework is in place to ensure that workers, the public and 
environment are not harmed through business operations. 

Advanced

1.1.10	Occupational health, safety and wellness risks, including those related to mental health and 
ergonomics, are assessed and actions are taken to mitigate them. 

1.1.11	Workers build their capability to manage risk, through participation in an employee safety and 
wellbeing management programme. 

Standard

1.2.1	 There is no form of forced labour, including prison, indentured, bonded, military, slavery, or any other 
form of forced labour. 

1.2.2	 There is no participation in the recruitment, transportation, transfer, harbouring or receipt of any 
persons by means of threat, use of force, or any other forms of coercion, abduction, fraud, deception, 
abuse of power or position of vulnerability, or the giving or receiving of payments or benefits to 
achieve the consent of a person having control over another person for the purpose of exploitation. 

1.2.3	 There is no requirement for workers to remain in employment against their will. 

1.2.4	 There is no child labour. Workers must not be younger than the minimum employment age 
established by the respective country or local jurisdiction. 

1.2.5	 Employee working hours, including voluntary overtime work, and the granting of leave of any form, are 
in accordance with applicable local and/or national laws. Workers shall not work more hours in one 
week than permissible under local laws. Overtime is to be voluntary, compensated at a legal rate and 
must be provided under safe and healthy work conditions. 

1.2.6	 Suppliers respect the rights of workers to freely associate, organise and bargain collectively in 
accordance with the employment laws of their local country. OfficeMax encourages communication 
and direct involvement of Suppliers’ management and workers regarding working conditions without 
fear of intimidation, harassment or reprisal. 

1.2.7	 All workers of Suppliers receive at least the legal minimum wage and benefits. A written account of 
wages is given to the worker during each pay period clearly indicating the worker’s compensation and 
any deductions. Suppliers do not deduct penalties from worker wages for disciplinary infractions.

1.2 Labour standards, Human Rights and Modern Slavery

Advanced

1.2.8	 The Supplier is a Living Wage employer, meaning it provides a proper and competitive wage, which 
meets the basic needs of employees, provides them with discretionary income, and is equal to or 
above local living wage standards. 
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Standard

1.3.1	 All workers are treated with respect and dignity. 

1.3.2	 Suppliers make hiring decisions on the basis of the worker’s qualifications to perform the specific 
job. Suppliers avoid making any decisions relating to hiring, salary, benefits, advancement, discipline, 
termination or advancement on the basis of the employee or potential employee’s race, colour, 
gender, nationality, religion, age, maternity, sexual orientation or marital status. 

1.3.3	 Workers shall not be subject to verbal, physical, sexual or psychological abuse, or any other form of 
mental or physical coercion. No physical violence or punishment is used as a form of discipline.

1.3 Diversity, inclusion and equal opportunity

Advanced

1.3.4	 The Supplier maintains a workforce that broadly reflects the communities in which the Supplier 
operates. 

1.3.5	 Action is taken to address gender pay gaps and gender balance. 

1.3.6	 The Supplier demonstrates support for New Zealand businesses and New Zealand made products 
whenever possible. 

1.3.7	 OfficeMax supports increasing the diversity of our supplier base to achieve broader economic and 
social outcomes. Suppliers support opportunities for New Zealand Business including Māori, Pasifika, 
and regional businesses, as well as social enterprises. 

Standard

1.4.1 	 All applicable laws and regulations pertaining to the local fire code standards are adhered to and 
emergency equipment (i.e. alarms, extinguishers) is properly maintained. 

1.4.2 	 A full fire system is installed on the premises and serviced on a regular basis to meet all fire code 
regulations. 

1.4.3 	 A suitable number of workers must be trained in first aid and as fire wardens to cover all operating 
hours. Fire extinguishers are available during operating hours with sufficient capacity to cover fire 
suppression to mitigate risk. 

1.4.4 	 Evacuation drills are performed to test the evacuation procedures and identify any need for 
improvement.

1.4 Emergency management and business resilience

Standard PLUS

1.4.5 	 Risks of emergency situations are assessed, including (but not limited to) natural disasters, pandemic, 
fire, earthquake, and terrorism. Written emergency routines are implemented. 

Advanced

1.4.6 	 Risks relating to climate change, in particular those with a potential to disrupt supply, have been 
assessed, prioritised and adaptation plans developed.
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Standard

1.5.1 	 Security measures, all applicable laws, regulations and standards in New Zealand and other countries 
where the Supplier is doing business is complied with.

1.5.2 	 This includes having a sound plan in place to enhance procedures relating to but is not limited to 
information and physical security, intellectual property, access controls, procedural security, container 
and trailer security and personnel security.

1.5 Security

2. Provide solutions for a rapidly changing world

Standard

2.1.1 	 Workers receive training and capability development that allows them to fulfil their tasks. 

2.1.2 	 Workers receive compensation for on-the-job training. 

2.1 Worker development

Advanced

2.1.3 	 Workers have the opportunity to develop their capability in areas related and unrelated to their 
current area of work. 

Standard

2.2.1 	 All products and services supplied have been or shall be developed, produced, packaged, labelled, 
shipped and documented in compliance with all applicable laws of the respective country in which the 
goods and services are developed, produced, packaged and shipped, and all other applicable federal, 
state and local laws, regulations and administrative rules or orders, including, but not limited, to those 
involving or enforced by Customs and Border Protection. 

2.2.2 	 Suppliers comply with all laws, rules and regulations that are applicable to its relationship with 
OfficeMax, including, but not limited to, New Zealand laws regulating prohibition of bribery, anti-
terrorism, asset controls and corruption, as well as applicable import and export laws, regulations and 
administrative rules or orders. 

2.2.3 	 Suppliers shall notify OfficeMax in advance of any conflicts of interest, which may affect the Supplier’s 
ability to meet compliance requirements. This includes any relationships with foreign officials or a non-
New Zealand government agency. 

2.2.4 	 Suppliers shall notify OfficeMax immediately in the event of circumstances or changes that would or 
may affect the Supplier’s ability to remain compliant with OfficeMax’s compliance standards. 

2.2.5 	 Suppliers avoid actions that may result in conflicts of interest, which include offering or providing 
personal gifts, favours, personal travel expenses, lodging, or other housing services of any kind, 
excessive meals and entertainment, or any other thing of value to OfficeMax associates. 

2.2 Ethical business
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2.2.6 	 No form of corrupt practice occurs, including, without limitation, extortion, fraud, impersonation, 
false declarations or bribery. Bribes, implied or offered, with the intention of obtaining or retaining a 
business or other improper advantage are not to be offered or accepted. 

2.2.7 	 Suppliers comply with OfficeMax’s policies regarding gifts and hospitality to help alleviate any 
perception of impropriety: 

•	Suppliers shall not offer OfficeMax associates gifts of more than NZ$75 (retail value, including GST) 
and OfficeMax associates may not accept such gifts. There are no exceptions. 

•	Suppliers shall not offer OfficeMax associates items for purchase directly from the Supplier at a 
preferential price lower than the price offered to the public. 

•	Suppliers must immediately report to OfficeMax any inappropriate requests or solicitations made 
by OfficeMax associates. Suppliers may do so by reporting to at officemax.co.nz/hotline. 

•	Suppliers must keep a written account of all payments (including meals, entertainment, gifts or 
items of value) made on behalf of OfficeMax. 

Standard

2.3.1	 Subcontracted production or processing is disclosed to OfficeMax. 

2.3.2 	 Suppliers have adequate policies and procedures in place for properly managing subcontracting to 
ensure that subcontractors operate in accordance with applicable laws and regulations.

2.3 Subcontracting

Standard

2.4.1 	 Appropriate policies, due diligence frameworks and management systems consistent with the 
OECD Due Diligence Guidance for Responsible Supply Chains of Minerals from Conflict-Affected and 
High-Risk Areas can be provided upon the request of OfficeMax. Where these cannot be provided, 
OfficeMax may demand corrective action or terminate its business relationship with the Supplier. 

2.4 Conflict minerals – Apply to Product Supplier Only

3. Drive a low carbon circular economy

Standard

3.1.1 	 All applicable environmental laws, regulations and standards in New Zealand and other countries 
where the Supplier is doing business are complied with. 

3.1.2 	 Environmental risks and impacts are identified and monitored and sufficient controls are in place to 
minimise all environmental hazards, waste or pollutants unique to the Supplier. 

3.1 Environmental impacts and emissions
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Advanced

3.1.3 	 Energy sources – whether purchased or generated – have been identified and renewable energy 
options explored. 

3.1.4 	 Greenhouse gas emissions are being measured and reported. 

3.1.5 	 A greenhouse gas inventory verified to a recognised international standard such as the Greenhouse 
Gas Protocol or the current ISO 14064 is provided annually.

3.1.6 	 A greenhouse gas emissions science based reduction target has been set, aligned with limiting global 
warming to well below 2 degrees Celsius and aiming towards 1.5 degrees Celsius above pre-industrial 
temperatures. 

Standard

3.2.1 	 Any environmental certifications or evidence of an environmental claim relating to products or services 
must be disclosed to OfficeMax upon request.

3.2.2 	 Any certification or evidence of a product origin claim must be disclosed to OfficeMax upon request.

3.2 Environmental credentials of products and services

Standard

3.3.1 	 Compliance with all packaging laws, regulations and standards in New Zealand and other countries 
where the Supplier is doing business. 

3.3 Packaging

Advanced

3.2.3 	 The primary materials and components can be traced and disclosed to OfficeMax upon request. 

3.2.4 	 Timber or timber fibre based products will hold an appropriate sustainable forest management 
certification such as Forest Stewardship Council® (FSC®) or Programme for the Endorsement of Forest 
Certification (PEFC). 

3.2.5 	 Products are designed and manufactured to be durable, reusable, repairable or re-manufacturable 
with options to recycle at end of life. 

Advanced

3.3.3 	 Packaging materials include recycled content. 

3.3.4 	 Packaging materials are part of a return system, or are reusable/re-purposable in their current form 
within New Zealand. 

3.3.5 	 The quantity, volume, weight and type of packaging materials on products to be disclosed to OfficeMax 
upon request.

Standard PLUS

3.3.2 	 Packaging of products to align with OfficeMax’s Sustainable Product and Packaging Guidelines (SPPG).
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Standard

3.4.1 	 Waste is stored, handled, transported and disposed of in a way that protects the health and safety of 
workers and the environment. Hazardous and non-hazardous waste are kept separate. 

3.4.2 	 Opportunities to reduce, reuse and recycle waste are identified and implemented. 

3.4 Waste management and product stewardship

Standard

3.5.1 	 Where applicable, Suppliers will work with OfficeMax to determine the most efficient freight route 
when shipping products or services to OfficeMax. 

 3.5 Freighting products and services

Supplier Attestation
The Supplier agrees that their operations are compliant with the Standard criteria of the Responsible Supplier 
Code and attest that they will be able to provide evidence of compliance as required.

By way of signature below, the Supplier certifies that it has read, understood and agreed to the terms and 
conditions set forth in the Responsible Supplier Code and agrees to promptly report any confirmed or 
suspected non-compliance matters relating to these principles to OfficeMax. The Supplier further certifies 
that materials incorporated into the products it supplies to OfficeMax comply with the laws regarding slavery 
and human trafficking of the country or countries in which it is doing business.

OfficeMax will indicate below to the supplier when they are required to meet Standard Plus and/or Advanced 
conditions:

Standard Standard PLUS Advanced

Supplier Name:_____________________________________________________________________________________________________________________________

Signature:_______________________________________________________________________________________________________

Name:___________________________________________________________________________________________________________

Title:____________________________________________________________________________ Date:___________________________

(Authorized representative of the company)

(Full Legal Name of Company)

Advanced

3.4.3 	 The quantity/volume/weight and type of waste materials must be disclosed to OfficeMax upon 
request.

3.4.4 	 Opportunities for product stewardship have been assessed and developed where possible. 

OfficeMax reserves the right to revise or cancel the Responsible Supplier Code at any time without prior 
notice.

Notification of any changes to the Responsible Supplier Code will be advised to you online at  
officemax.co.nz and any substantial changes will be advised in writing to key stakeholders.


