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Code of Conduct
We pride ourselves on the quality of our services. This Code of Conduct sets out the standard of behaviour expected of all our employees, contractors, students and volunteers.
At all times, staff are expected to: 
· Comply with the NDIS Act (2013) and all applicable laws.
· Comply with the NDIS Code of Conduct.
· Comply with all organisational policies and procedures.
· Comply with all reasonable, lawful instructions and decisions related to their work.
· Take reasonable steps to ensure their own health and safety in the workplace.
· Take reasonable steps to ensure the health and safety of colleagues, participants, their families and carers.
· Maintain the confidentiality of the organisation’s operations in relation to service activities, confidential documentation, and work practices during and after their employment.
· Disclose and take reasonable steps to avoid any conflict of interest (real or apparent) in the course of their employment.
· Not make improper use of inside information, or their duties, status, power or authority in order to gain, or seek to gain, a benefit or advantage for themselves or any other person.
· At all times behave in a way that upholds our integrity and good reputation.
· Maintain a high degree of ethics, integrity, honesty and professionalism when interacting with other staff, managers, participants, their families and carers
· Use Transpiral Wellbeing funding and resources with care and only use resources for organisational purposes.
· Report any misuse of resources to the Managing Director.
Conduct
When undertaking their duties, staff must not: 
· Discriminate against another staff member, participant or stakeholder on the basis of sex, age, race, religion, disability, pregnancy, marital status, gender identity or sexual preference.
· Sexually harass other staff, participants, their families and carers or other stakeholders. 
· Bully or engage in any form of abusive behaviour against other staff, participants, their families and carers and other stakeholders.
· Steal, damage or destroy property belonging to the organisation, its staff, participants, their families and carers or stakeholders.
· Work when intoxicated or under the influence of controlled or illegal substances.
· Bring illegal substances into the workplace.
· Smoke in the workplace, including in vehicles.
· Accept benefits or gifts that may give rise to a perceived or real conflict of interest.
Dress Code 
Staff are expected to: 
· Dress suitably for their position, presenting a clean, neat and tidy appearance at all times.
· Comply with workplace health and safety regulations relevant to their work activities.
· Wear minimal jewellery and no dangling jewellery.
· Wear closed shoes.
· Wear hair tied up if there is known participant-related risk of hair pulling.
· Wear their ID badge on a quick release lanyard.

Unsuitable workwear includes: 
· Clothing that may be considered offensive e.g. offensive logos or graphics.
· Clothing that may impede the ability to safely perform the role, including clothing that could get caught in equipment.
· Heels, thongs, sandals or other open toed shoes.
· Dangling jewellery or loop earrings that can be accidentally pulled causing damage to the earlobe. 
Privacy and Confidentiality 
Staff must comply with the Privacy and Confidentiality Policy and Procedure, and the Information Management Policy and Procedure regarding the collection, storage, use and disposal of information. 
Use of computers, telephones and other IT equipment
When using communication technology, staff must: 
· Use allocated communication and information devices for officially approved business purposes only.
· Never share their passwords with another staff member or share another staff member’s passwords. 
Use of the internet and email 
Internet and email access are provided to staff members for to engage in work-related activities. Staff must: 
· Keep/limit personal use to a minimum. The organisation may monitor use and call upon staff to explain their use.
· Not divulge personal or confidential information via the internet or email.
· Not use the Internet to access websites or send emails of an explicit sexual nature or in any manner that breaches this code of conduct.
Use of social media
· The use of social media during work hours is not permitted. 
· Staff must not post any material on their personal social media accounts relating to their managers, other staff, participants, their families, carers and other stakeholders.
· While the privacy of all staff is respected, emails and social media posts may be used as evidence if disciplinary or legal action is taken against a staff member. 
NDIS Code of Conduct 
All staff must comply with the NDIS Code of Conduct as set out below:
· Act with respect for individual rights to freedom of expression, self-determination, and decision-making in accordance with relevant laws and conventions.
· Respect the privacy of people with disability.
· Provide supports and services in a safe and competent manner with care and skill.
· Act with integrity, honesty, and transparency.
· Promptly take steps to raise and act on concerns about matters that might have an impact on the quality and safety of supports provided to people with disability.
· Take all reasonable steps to prevent and respond to all forms of violence, exploitation, neglect, and abuse of people with disability.
· Take all reasonable steps to prevent and respond to sexual misconduct.
Breaches
Any breach of this Code of Conduct will be investigated and may result in disciplinary or legal action.
Agreement
[bookmark: Check2]|_|  This Code of Conduct has been explained to me and any questions have been answered. 
[bookmark: Check1]|_|  I agree to comply with the requirements set out within this document. 
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