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Description Organisational expectations about conduct and behaviour

Take time to read, and fully understand the Code of Conduct, then complete this

quiz.

In addition, as a requirement of the Recruitment and Screening Policy, all Board
Directors, employees, volunteers and contractors are required to acknowledge and
agree to abide by the Code of Conduct. Sign the document on the last page and
email it to: hr@kitchengardenfoundation.org.au

1.0  Purpose

The purpose of this policy is to outline organisational expectations with regards to the
conduct and behaviour of all employees, Board Directors, volunteers and contractors.
This Code of Conduct aims to:

e establish the minimum standards of conduct expected from any SAKGF
employee, Board Directors, contractor or volunteer.

e explainthe relevance of SAKGF values to the Code of Conduct.

e promote desirable and appropriate behaviours organisationally.

e direct employees, Board Directors, volunteers and contractors to other relevant
policies and documentation related to the Code of Conduct; and

e explain the consequences of breaching the Code of Conduct.

2.0 Scope
This policy and related procedures apply to all Board Directors, employees, volunteers
and contractors of the SAKGF.
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3.0 Definitions

Term

Definition

Code of Conduct

Outlines the standards and behaviours expected of Directors,
staff and volunteers belonging to the organisation, and
contractors.

Conduct

Behaviour revealing itself in actions, responses, gestures, words
or choices.

Confidential
information

Information, knowledge or communication that is intended to be
private including but not limited to: intellectual property and
trade secrets, information technology systems, business plans,
finance information, software, manuals and client information.

Conflict of
interest

A conflict of interest occurs when a person’s personal interests
conflict with their responsibility to act in the best interests of
the charity. Personal interests include direct interests, as well as
those of family, friends, or other organisations a person may be
involved with or have aninterest in. It also includes a conflict
between a board member’s duty to SAKGF and another duty
that the board member has (for example, to another charity). A
conflict of interest may be actual, potential or perceived and
may be financial or non-financial.

These situations present the risk that a person will decide based
on, or affected by, these influences, rather than in the best
interests of the charity. Therefore, these situations must be
managed accordingly.

Course of
employment

A legal term that refers to the activity of any kind or character
that is related to the employee’s duties or work. Whether a
certain activity is considered to have occurred during ‘the
course of employment’ is determined based on all the
circumstances.

Fraudulent Wrongful or criminal deception intended to result in financial or

activity personal gain.

Misconduct Occurs when a director, employee, volunteer or contractor fails
to comply with the requirements of this Code of Conduct.

Reasonable In determining whether conduct or a conduct expectation is
reasonable, all the circumstances of the situation will be
considered, including the SAKGF values. Determining
reasonableness requires consideration of how a reasonable
person would act in the same or similar situation.

Serious Serious misconduct includes wilful, deliberate or reckless

Misconduct behaviour that causes serious and imminent risk to the health
and safety of a person and /or to the reputation or viability of
SAKGEF.

Social Media Includes the various online technology tools that enable people

to communicate and interact via the internet, mobile network,
and share information and resources. Examples of social media
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include Facebook, Twitter, Instagram, LinkedIn, YouTube, blogs
and Wikipedia.

Work Associates | People you have a relationship or connection with, or interact
with, through work. A work associate may include, but it is not
limited to, a colleague, a manager, a subordinate, a client or
supplier

4.0 Code of Conduct
This Code of Conduct is underpinned by the values and purpose of SAKGF which guide
the conduct, actions and decisions within the workplace.

Broadly, as a Board Director, employee, volunteer or contractor of SAKGF you are
required to:

act honestly and fairly.

act with integrity and professionalism.

be courteous and helpful.

comply with all lawful and reasonable instructions.

be accountable for your time and resources; and

so far as priorities and resources permit, apply the highest possible standards of
professionalism in everything you do.

To achieve this, every Board Director, employee, volunteer or contractor of SAKGF is
responsible for:

e treating others with courtesy and respect during all interactions within the
workplace and contributing to an environment that is free from bullying,
harassment and discrimination in which different opinions, perspectives
and cultures are valued and encouraged.

e providing a welcoming and safe environment for children and young people
and promoting the safety and wellbeing of children and young people to
whom we provide programs and services, including abiding by the Child
Safety Policy and associated procedures.

e complying with all laws, regulations and codes relevant to their duties,
including laws relevant to each jurisdiction in which programs are delivered,
in addition to Commonwealth laws where applicable.

e upholding all health and safety responsibilities in accordance with position
requirements, relevant health and safety laws policies and procedures,
including acting in accordance with the OH&S Policy.

e acting with honesty, integrity and accountability always including regularly
assessing, minimising and managing any potential or actual conflicts of
interest; and acting in accordance with the Fraud and Corruption
Prevention Policy and associated procedures.

Code of Conduct_v2-web.docx Page 30of 6



e maintaining the confidentiality of SAKGF and all its information and rights
in relation to programs, services and activities, always including abiding by
the Privacy Policy and related procedures; and

e ensuring that only those authorised to publicly comment or represent
SAKGF do so, including acting in accordance with the Social Media Policy.

SAKGEF also recognises that the obligation to abide by this Code of Conduct, and other
relevant policies, procedures and guidelines extends beyond our working hours and
physical workplace in many circumstances. These circumstances may include, but are
not limited to, attendance at social functions with work associates, work related travel,
use of SAKGF property and interactions (including social media platforms) with work
associates.

5.0 Breaches of the Code of Conduct
All Board Directors, employees, volunteers and contractors will:

e report any suspected or actual breaches of this Code of Conduct to adirect
supervisor or manager, CEO, or Board Chairperson. If the alleged breach
relates to a direct supervisor or manager, it shall be reported to the next
level of management.

e seek advice from a manager, or the next level of management when
appropriate, if there is any doubt as to how an employee or volunteer
should act in any work-related situation, prior to acting.

e ifareport of asuspected or actual breach relates to the CEO, this shall be
reported to the Board Chairperson; and

e ifareport of asuspected or actual breach relates to the Board Chairperson,
this shall be reported to the Chair of the SAKGF Risk and Governance
Committee.

All Board Directors, employees, volunteers and contractors must not make vexatious
or frivolous complaints or reports of suspected breaches of the Code of Conduct (i.e. a
report known to be false or misleading or groundless).

5.1 Consequences of breaches of the Code of Conduct
Any breaches of the Code of Conduct, and/or any other SAKGF policy or

procedure, will be treated seriously and responded to in accordance with
current performance management and other HR processes.
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SAKGEF recognises that breaches of the Code of Conduct may involve different
levels of severity and may include misconduct or serious misconduct. The
response of SAKGF to breaches of the Code of Conduct may also vary in
accordance with the nature of the breach and these responses may include but
are not limited to performance management; counselling about roles and
responsibilities; mediation; and/or additional interventions.

6.0 Roles and Responsibilities

6.1 Board
Board Directors individually and collectively will always:

¢ maintain, model and foster the highest standards of ethical behaviour in
compliance with the SAKGF Code of Conduct.

e directthe CEO as required to ensure organisational compliance with this
policy; and

e support staff in understanding and complying with this policy and related
procedures.

6.2 CEO and Management
The CEO and all Managers are accountable for implementing this policy across
the organisation. They must therefore:

e meet the requirements outlined in this Code of Conduct.

e demonstrate acommitment to ethical behaviour and model expected
behaviours incorporated in the Code of Conduct.

e create and foster a culture that encourages open discussion about the
Code of Conduct and celebrates positive behaviours.

e appropriately respond to and manage any reports of breaches of the
Code of Conduct including any disciplinary action required.

e proactively identify and implement any amendments which need to be
added to the Code of Conduct.

¢ identify any risks which may arise; and

e report onthose key risks and implementation of mitigation strategies.

6.3  All staff
All employees, volunteers and contractors are responsible for:

e meeting the requirements outlined in this Code of Conduct.

e raising concerns or complaints in accordance with this Code of Conduct;
and

e reporting any instances of non-compliance.

7.0 Legislative and Regulatory Requirements and related agreements

e Fairwork Act and Regulations 2009 (Cth)
e National Employment Standards
e Privacy Act 1988 (Cth)
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e SAKGF Employment Agreement
8.0 Related policies and procedures

Aboriginal and Torres Strait Islander cultural safety framework
Artificial Intelligence (Al)

Bullying, Harassment and Discrimination

Child Safety

Complaints Management

Cyber Security

Delegation of Authority

Diversity, Equity and Inclusion

End User

Fraud and Corruption Prevention

Grievance and Dispute Resolution

Incident Management

Mental Health and Wellbeing

Occupational, Health & Safety

Privacy

Records Management

Recruitment and Screening

Responding to and Reporting Child Sexual Abuse
Social Media

Whistleblower

9.0 Approval and Review

This policy will be reviewed every two years.

10.0 Acknowledgement
| have read and agree to abide by the SAKGF Code of Conduct.

Name:
Position:

Signature:

Date:
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