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Dear Colleagues,

In 2022, our annual Business Conduct Training focuses on 
Responsible Behavior: Doing the Right Thing. Acting 
responsibly means that others can trust us to do the right 
thing, whether it’s our customer or the colleague next to us. 
When we make ethical decisions, we contribute to our 
company’s success.

We work in a dynamic environment, and making responsible 
choices gives us a stable and common structure to respond 
to everyday situations by understanding what we do and 
how we do it.
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Thank you for your active participation in our annual Business Conduct Training and for 
your work on a daily basis to cultivate a culture of integrity. Your engaged participation in 
this training session demonstrates your dedication to meeting the high standards of 
business conduct our customers, communities, and colleagues expect and deserve.

Tom Arseneault
President & CEO, BAE Systems, Inc.

During this session you will focus on three outcomes:

Enhancing skills: Understanding how to apply ethics guidance to specific facts and 
circumstances. 

Improving recognition: Understanding how your conduct enhances the business 
success of BAE Systems.

Increasing knowledge: Knowing how and when to speak up, and understanding it is 
safe to speak up and challenge the way things are done. 

I encourage you to engage with each other, to have meaningful conversations with 
your teams about how each of us can live our values and act responsibly. Don’t be 
afraid to ask critical questions or share personal stories of when you wish you had 
spoken up or done something differently. By being bold, we can all learn from each 
other and improve.

Chief Executive Officer Message
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Preparation

• Familiarize yourself with this 

Facilitator Guide, the scenarios, 

and the learning points for each 

scenario.

• Consider how to make this 

session engaging/valuable to the 

participants. Have you delivered 

training before? Should you 

discuss some of the scenarios 

with a colleague who has 

delivered this training before?

• Workshops should be conducted 

in accordance with site safety 

protocols.  Ideally, trainings 

would be conducted face-to-

face, but you may need to use 

other online platforms, like 

Zoom/Webex/ Telepresence or a 

conference call. 

• Be sure to test these methods 

first and consider how you will 

divide participants into groups 

and consider how you can 

promote engagement in your 

chosen platform. Ensure you are 

using the right settings to allow 

video audio to be heard if you 

are sharing your screen.

Delivering Your 

Session

02

• If you will not be using the videos, 

scenario scripts are available. 

Either you or the participants can 

read the scenario scripts aloud.

Reserve your time and place

• Reserve location to hold your 

hour-long workshop or schedule 

the online platform.

• Remember to book a room with 

the right technology and arrive a 

little early to ensure that 

everything is working.
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Select scenarios

• There are six scenarios, each 

depicting a potential wrongdoing. 

Choose as many as you would like to 

use to meet the learning needs of 

your team.

• Decide whether to share the 

scenarios as videos or using the 

scripts.

• This Facilitator Guide provides 

insights and discussion questions for 

each scenario.

• The learning points for each scenario 

are intended to summarize the main 

themes of the scenario, once the 

primary discussions have taken 

place.

• Consider the issues in each scenario 

most applicable to your team.

Scenario scripts

• The scenario scripts are available in 

the Participant Guide.

Participant Handout

• Distribute the one-page participant 

handout as a tool for extending the 

learning of this workshop into daily 

work life.

Video locations

• See the Inc. or your sector ethics 

page on OneSpace.
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• Please contact your Local Ethics Officer for any 

questions about facilitating the workshop. If needed, 

provide electronic or printed copies of training materials.

• Confirm access to training videos using the online links.

• Contact your local IT helpdesk if you are experiencing 

difficulties playing the videos.

• If holding the session remotely, or if you have network 

connectivity problems, download a copy of the videos 

before the training, or use the scenario scripts.

Supporting resources
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A successful session requires great 

facilitation, active participation from 

all participants, and nuanced, 

meaningful discussions. Here are 

some tips for your session:

• Ask open-ended discussion 

prompts and actively listen to 

everyone’s contribution.

• Encourage balanced 

participation from everyone; 

don’t let the conversation be 

dominated by just one or two 

individuals.

What Makes a Successful Session?
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• Share your own experiences to demonstrate how the issues may relate 

to your work environment and encourage the participants to share any 

similar experiences they may have had.

• You don’t need to have all the answers! When a question or opposing 

view comes up that you can’t answer in the moment, explain that you’ll 

check with the Ethics team and address it later.
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Orientate your team to the session by explaining how it will work, 

how long it will take, and how they will participate.

Explain that they will work through a selection of scenarios,  then 

have an opportunity to contribute their ideas and opinions on 

what’s happened, and the potential ethical issues raised. 

Below is sample script for opening thr session:

Delivering the Training

Welcome to BAE Systems’ 2022 ethics training-

Responsible Behavior-Doing the Right Thing! During this 

session we will focus on three outcomes:

• Enhancing skills: Understanding how to apply ethics 

guidance to specific facts and circumstances. 

• Improving recognition: Understanding how your 

conduct enhances the business success of BAE 

Systems.

• Increasing knowledge: Knowing how and when to 

speak up, and understanding it is safe to speak up and 

challenge the way things are done. 

I’ll cover the key points from the CEO message and play 

a short video.

After we view or read each scenario, we will discuss the 

different ethical dilemmas in the scene. To achieve this, 

we will break up into groups. This will give us an 

opportunity to look at the situation from different 

perspectives.
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Scenario Information Themes Character

s

Inside/Outside

A colleague decides to start a business 

with his two college roommates.

• Conflicts of Interest

• Use of Company

Assets

• Time Charging

• Speak-Up Culture

Jim -

Employee

Extra Income

A colleague on a production line works a 

second job loading in a warehouse.

• Conflicts of Interest

• Workplace Respect

• Speak-Up Culture

Xavier -

Employee

Relationship Problems

You think two colleagues have formed a 

personal relationship.

• Favoritism

• Speak-Up Culture

• Conflict of Interest

• Workplace Respect

Marla -

Employee

Tyler -

Employee

Social Media Savvy

A BAE Systems manager ridicules a 

social justice “trend” on social media and 

exchanges angry words about it with 

another user.

• Workplace Respect

• Speak-up Culture

Rick -

Manager

Melanie -

Employee

A Difficult Situation

A manager pressures their team to be 

more productive on a tight timeline.

• Retaliation

• Workplace respect

• Speak-up Culture

Patricia -

Manager

True Costs

A supervisor puts pressure on you to 

under report your hours to keep a project 

on budget.

• Time Charging

• Integrity

• Speak-up Culture

Chris -

Program 

Manager
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Below is a summary of each of the training scenarios, which can be presented using 

the videos or the scenario scripts.  Select the scenarios with the themes most relevant 

to your team, and use your experiences and those of your team, both inside and 

outside work, to relate the scenario to your work environment.

Scenario Selection Matrix
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Scenario overview:

A colleague decides to start a business 

with his two college roommates, one of 

whom is a foreign national. His side 

business is in competition with BAE 

Systems. BAE Systems has just won a 

new a contract, and the employee is 

providing analysis for the same client, in 

the same area, and using the same 

technology as he uses at BAE Systems. 

He sometimes interrupts his BAE 

Systems workday to answer client 

queries connected to his business.

Scenario One -

Inside/Outside
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• What are the relevant facts in this scenario?

• What obstacles would you face here if you decided to do 

the right thing in this situation?

• What could you do or not do to prevent these situations 

from happening?

• What might happen if this situation is not handled 

properly?

• Given this situation, in what ways do our company values 

apply or not apply?

• If you were in this situation, who could you turn to for help?  

Who couldn’t you turn to, and why not?

Discussion Prompts
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• Conflicts of interest are one of the most common ethical dilemmas 

that employees encounter.

• A conflict is any situation that may conflict or compromise an 

employee’s obligations or interest to the company. The most 

common situation is when an employee’s personal interests 

appear to influence their professional decisions and when an 

employee’s responsibilities compete with each other.

• Both Jim’s consulting business and BAE Systems share a 

common customer.  This may cause confusion with the customer 

as to whom they are actually doing business with.

• Jim’s use of the BAE Systems technology in support of his new 

consulting business may result in inappropriate use of intellectual 

property or disclosure of export-controlled information, particularly 

in light of having a non-U.S. person as a business partner,  which 

could harm BAE Systems.

• Jim is answering phone calls during the BAE Systems work day in 

support of his new consulting business.  This may lead to time 

charging concerns and/or inappropriate use of company assets 

(information, equipment or facilities). The time or effort Jim is 

spending on his consulting business may adversely affect his 

performance at BAE Systems.

• Many of the concerns highlighted could have been addressed 

proactively when Jim was in the initial planning stages of his 

consulting business.  He could have talked with his manager, HR 

or the Ethics Office to answer questions and resolve any potential 

conflicts of interest prior to starting his consulting business.

Learning points
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Scenario overview:

A colleague on a production line works 

a second job loading in a warehouse. 

In the warehouse, they notice they are 

loading parts for a BAE Systems 

supplier. They are offered additional 

hours at their second job which 

increases the length of their working 

week. Their performance and 

wellbeing deteriorate as a result. They 

refuse needed overtime to meet a 

BAE Systems project deadline 

because they have to leave for their 

second job.

Scenario Two -

Extra Income
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• What are the relevant facts in this scenario?

• What obstacles would you face here if you decided to do 

the right thing in this situation?

• What could you do or not do to prevent these situations 

from happening?

• What might happen if this situation is not handled 

properly?

• Given this situation, in what ways do our company values 

apply or not apply?

• If you were in this situation, who could you turn to for help?  

Who couldn’t you turn to, and why not?

Discussion Prompts
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• Conflicts of interest are one of the most common ethical dilemmas 

that employees encounter.

• A conflict is any situation that may conflict or compromise an 

employee’s obligations or interest to the company. The most 

common situation is when an employee’s personal interests 

appear to influence their professional decisions and when an 

employee’s responsibilities compete with each other.

• At his part-time job, Xavier loads parts for shipments for BAE 

Systems that come from one of our suppliers, creating additional 

conflict of interest risk.

• His part-time job adversely impacts his BAE Systems job 

(mislabeling parts, snapping at co-workers).

• Xavier is providing eldercare and working two jobs may be 

creating stress for him. The Employee Assistance Program offers 

employees confidential support to manage personal issues, such 

as stress, family issues, and substance abuse.

• Xavier has an obligation to disclose his part–time work to his 

manager, HR or the Ethics Office to resolve any conflicts of 

interest.

Learning points
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Scenario overview:

You think two colleagues have formed 

a personal relationship., and you see 

them having a fight at work. The fight 

is work related but influenced by their 

relationship. This makes some of your 

team meetings uncomfortable. After 

witnessing the fight you are unsure 

whether you should take any action.

Scenario Three -

Relationship Problems
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• What are the relevant facts in this scenario?

• What obstacles would you face here if you decided to 

do the right thing in this situation?

• What could you do or not do to prevent these 

situations from happening?

• What might happen if this situation is not handled 

properly?

• Given this situation, in what ways do our company 

values apply or not apply?

• If you were in this situation, who could you turn to for 

help?  Who couldn’t you turn to, and why not?

Discussion Prompts
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• A personal intimate relationship in the workplace can prevent both 

individuals from performing their job objectively. Marla and Tyler are 

in a personal relationship and did not properly disclose it, meaning 

the teams’ leadership has unknowingly created a conflict of interest 

for them by placing them on the same team. 

• Anyone on the team can raise the issue for review.  Speaking up 

will allow the Company to review the situation and make any 

adjustments necessary. 

• Even if Marla and Tyler were not in the same reporting line and 

worked in different departments, the team’s concern that Marla 

promoted Tyler would still be understandable. 

• The Project Lead has a significant amount of influence and is relied 

upon to provide feedback to direct line managers and a hidden 

relationship can undermine their objectivity.

• If Marla feels pressured to maintain a good relationship with Tyler, 

she may not apply the same professional judgement to Tyler’s work 

that she would to anyone else’s to avoid conflict or jeopardizing her 

relationship. 

• The relationship can impact the morale and/or productivity of the 

work team. Even if Tyler deserves the promotion, not disclosing and 

addressing the relationship gives the appearance of something 

inappropriate. 

• Conflicts of interest are situations in which competing interests may 

impair our ability to make objective and unbiased business 

decisions. Potential conflicts must be immediately addressed with 

your manager, HR or Ethics in order to be resolved.

Learning points
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Scenario overview:

A BAE Systems manager ridicules a social 

justice “trend” on social media and 

exchanges angry words about it with 

another user. This user discovers the 

manager is employed by BAE Systems 

and reposts the conversation by linking it 

to the BAE Systems’ corporate account. 

The post impacts the manager’s team 

members. They don’t like the views 

expressed, and don’t want to work with 

him. The manager defends himself – he 

did not identify as a BAE Systems and was 

posting from a private account on his own 

time. It’s not his fault it got linked back to 

BAE Systems.

Scenario Four - Social Media Savvy
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• What are the relevant facts in this scenario?

• What obstacles would you face here if you decided to do 

the right thing in this situation?

• What could you do or not do to prevent these situations 

from happening?

• What might happen if this situation is not handled 

properly?

• Given this situation, in what ways do our company values 

apply or not apply?

• If you were in this situation, who could you turn to for 

help? Who couldn’t you turn to, and why not?

Discussion Prompts
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• Posting on social media sites for personal purposes can impact you 

professionally.

• Rick’s post on his personal account reveals his name, which can be 

searched, disclosing his BAE Systems employment. There is no 

expectation of privacy for matters posted on the internet, and 

information can become global instantaneously.

• Personal posts may end up impacting the company’s reputation. If 

posting personally, please make it clear the statements are your 

personal opinions and not the position of the company.

• Social Media posts may impact other employees. Rick’s post is 

adversely impacting his team, creating a tense atmosphere. 

Melanie, who works for Rick, is offended and she and other 

colleagues are not sure they can trust him anymore. 

• Employees should use restraint and consider implications to 

themselves, the company, customers and fellow employees. Many 

of the concerns highlighted could have been addressed proactively 

if Rick had thought through the consequences of his posts. 

• As a manager, Rick should also think through his responsibility for 

leading by example. Rick could have talked with his manager, 

Human Resources, Communications, or the Ethics Office regarding 

his desire to post and resolve any potential issues in advance.

Learning points
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Scenario overview:

A manager pressures their team to be more 

productive on a tight timeline. The team 

overlooks a safety process to meet the 

manager’s deadline. You report that the 

safety process is not being properly 

followed. It gets back to the manager, who 

rejects your vacation and “forgets” to invite 

you to a team meeting and lunch. You think 

it might be retaliation.

Scenario Five –

A Difficult Situation
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• What are the relevant facts in this scenario?

• What obstacles would you face here if you decided to do 

the right thing in this situation?

• What could you do or not do to prevent these situations 

from happening?

• What might happen if this situation is not handled 

properly?

• Given this situation, in what ways do our company values 

apply or not apply?

• If you were in this situation, who could you turn to for help?  

Who couldn’t you turn to, and why not?
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• “Workplace pressure” is when forces external to the employee affect 

them physically, intellectually or emotionally by challenging their basic 

needs, such that they feel inclined to adapt. It is critical that managers 

and employees work together to reduce workplace pressure because it 

leads to stress, making misconduct more likely.

• There are many factors that discourage employees from speaking up 

and reporting concerns. One of those is fear of retaliation. 

• Retaliation is  “a negative / adverse behavior exhibited by a manager or 

peer that is a reaction to an employee acting in a way that the 

organization should value and protect.”

• In this scenario, we saw three behaviors that could be, or could be 

perceived as, retaliation:

• Patricia rejects a PTO request.

• She forgets to invite the employee to a meeting.

• She doesn’t invite them to a team lunch.

• Managers and other leaders are responsible for creating a working 

culture in which employees can raise issues without fear of retaliation.

Learning points
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Scenario overview:

A supervisor puts pressure on you to 

under report your hours to keep a 

project on budget. Losing the project 

would mean team members lose their 

jobs. You are then asked about your 

utilization and time recording during a 

performance review. 

Scenario Six –

True Costs
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• What are the relevant facts in this scenario?

• What obstacles would you face here if you decided to do 

the right thing in this situation?

• What could you do or not do to prevent these situations 

from happening?

• What might happen if this situation is not handled 

properly?

• Given this situation, in what ways do our company values 

apply or not apply?

• If you were in this situation, who could you turn to for help. 

Who couldn’t you turn to, and why not?
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• “Workplace pressure” is when forces external to the employee affect 

them physically, intellectually or emotionally by challenging their basic 

needs, such that they feel inclined to adapt. It is critical that managers 

and employees work together to reduce workplace pressure because 

pressure leads to stress, making misconduct more likely.

• Workplace pressure takes many forms.  In this scenario, we saw at 

least two examples:

• Time pressure

• Cost pressure

• The time / labor we charge must be accurate, timely and complete, and 

reflect the actual work performed and the time off we take. 

• Labor charging is how we maintain and improve our business health 

and reputation. It is important to BAE Systems because it allows us to 

track costs and run programs efficiently. It is important to our 

government customers because it shows we are doing business with 

them in a fair manner.

• Intentional mischarging can have serious consequences. 

Learning points

Scenario 

One: Inside/ 

Outside

Scenario 

Two: Extra 

Income

Scenario Three: 

Relationship 

Problems

Scenario 

Four: Social 

Media Savvy

Scenario Six: 

True Costs

Scenario Five: 

A Difficult 

Situation


