Share & Care Community Services Group Inc Policy and Procedure Manual


Policy


Employee & Volunteer Code of Conduct
Date Effective
         August 2004
Date Renewed
         May 2005
POLICY

Share & Care Community Services Group Inc’s Code of Conduct applies to all employees and volunteers.
The Code of Conduct establishes a framework of behaviours, attitudes, and ethical practices that underpin the manner in which employees of Share & Care Inc are expected to conduct themselves in the workplace.

The Code of Conduct:

· Provides practical assistance for employees faced with ethical dilemmas;
· Assist staff to maintain the high standard of professional behaviour to which the community and the organisation are accustomed and in respect to which they have expectations;
· Helps consolidate a high public image of Share & Care Inc.
PROCEDURES

All employees and volunteers must be aware of the Code or Conduct and their obligation to act in accordance with it.

The CEO and Program Managers must draw the Code of Conduct to the attention of all employees and volunteers and ensure that the Code of Conduct is incorporated in all inductions and profess review processes.
INTRODUCTION

This Code of Conduct for employees and volunteers of Share & Care Inc assists employees and volunteers to understand their rights, responsibilities and obligations and to provide guidance if they are faced with an ethical dilemma at work.

It applies to every Share & Care Inc employee including:

· CEO and Program Managers;
· Programs staff;
· Volunteers.
To support compliance with its Code of Conduct, Share & Care Inc provides a work environment that is consistent with good practice examples that apply across the organisation.

These applications cover a range of statutory compliance obligations and good management principles including:

· Human Resource Management practices that conform with the best practice models in –

· Recruitment, selection and appointment;
· Performance management;
· Transfer;
· Termination;
· Secondment;
· Discipline;
· Redeployment;
· Temporary deployment;
· Grievance resolution.
· Working conditions that ensure employees and volunteers health and safety;
· Equal Employment Opportunities;
· Employee support and career progression through quality training and personal and professional development;
· Worksites that are free of harassment, discrimination or threat;
· Appropriate remuneration for skill, responsibility and performances;
· Appropriate avenues to redress improper or unreasonable administrative instructions, unfair treatment or discriminatory practices;
· Decision-making processes that relate to aspects of employment, based on opportunities that enable consultation and participation.
SHARE & CARE INC PRINCIPLES

A set of values and principles underpins Share & Care Inc’s Code of Conduct. These values and principles establish the manner in which employees conduct themselves at work. They outline fundamental expectation of ethical behaviour and practice to be observed by employees and volunteers.

Employees and volunteers of Share & Care Inc are expected to:

· Perform, to the best of their abilities, their roles and responsibilities within the framework of the law, and through observance of lawful work instructions, within limits of their authority and available resources.
· Respect the uniqueness and dignity of individuals and act in a fair courteous and sensitive manner.
· Accept the responsibilities arising from the trust placed in them by consumers, the management, community and work colleagues.
· Perform their duties with integrity, honesty and impartiality.
· Declare conflicts of interest which may result in personal of financial benefit.
· Maintain appropriate confidentiality of personal and official information.
· Be accountable for the efficient and effective use of resources with which they are provided.
· Identify themselves clearly to the community and consumers by uniform and badges.
The following principles and commitments are made in Share & Care Inc’s Code of Conduct on behalf of its employees.

1. We will perform, to the best of our abilities, our roles and responsibilities within the framework of the law, lawful work instructions, the limits of our authority and available resources.

This principle relates to the ethical values and behaviours of Lawful Obedience, Integrity, Loyalty, Personal Development and Leadership.

What does this mean?

· Policies, procedures and guidelines of Share & Care Inc established by the Board of Management based on relevant legislation, provide the scope within which lawful, fair and reasonable work instructions are issued;
· The limits of employees and volunteers authority and responsibilities are determined by job descriptions, regulations, legislation, and/or the level of appropriate, recognised training or expertise that they possess;
· The ability of employees and volunteers to perform their duties may be influenced by the level of available resources;
· Employees and volunteers are expected to fulfill their civic responsibilities and the community’s expectations in reporting and incidence of gross maladministration, fraud and corruption;
· Employees and volunteers seek, and are provided with, opportunities to maintain their knowledge, understanding and awareness of matters that affect the conduct of their duties.
2. We will respect the uniqueness and dignity of individuals and act accordingly in a fair, courteous and sensitive manner.

This principle relates to the ethical values and behaviours of Fairness and Equity, Openness, Respect, Personal Development and Leadership.

What does this mean?

· Employees and volunteers establish and co-operate to maintain a workplace that is free of discrimination, harassment or abuse of any kind;
· Employees and volunteers attempt to resolve conflicts or differences of opinion through appropriate resolution procedures.
3. We will accept the responsibility arising from the trust placed in us by consumers, management, the community and our work colleagues.
This principle relates to the ethical values and behaviours of Protective Care, Openness, Loyalty, Personal Development and Leadership.

What does this mean?

· Employees and volunteers need to be aware of interpersonal situations that could influence their judgments or affect the performance of their duties;

· Employees and volunteers are in a special position of trust in their contact with consumers. Consequently, they have obligations to protect their interests and also accept the constraints inherent in consumer – staff relationships;

· Employees and volunteers accept and provide appropriate duty of care to protect their own health, safety and welfare and also the health, safety and welfare of others.

4. We will perform our duties with integrity, honesty and impartiality.

This principle relates to the ethical values and behaviours of Fairness and Equity, Honesty, Respect, Integrity and Leadership.

What does this mean?

· Employees and volunteers are required to follow the principles of natural justice to ensure that fair decisions are reached through objective processes and by impartial decision-makers. When decisions are made employees ensure that:

· Decision-makers act fairly and without bias;

· Individuals are not to be judged in their own cause;

· Parties to an issue have the opportunity to state their case and all relevant arguments and facts are considered before a decision is made;

· Persons, if affected by the outcomes of a decision, have access to the information that formed the basis on which the decision was made;

· Employees express loyalty to the community, Share & Care Inc and to each other and avoid making comments or giving commitments that may bias their judgment or compromise the performance of their duties;

· Where additional employment is undertaken, employees seek approval from the CEO and make commitment to ensuring that the effective discharge of their duties is not affected.

5. We will declare conflicts of interest that may result in personal or financial benefit.

This principle relates to the ethical values and behaviours of Honesty, Fairness and Equity, Openness and Leadership.

· Employees and volunteers demonstrate loyalty to the community, Share & Care Inc and to each other and avoid making comments or giving commitments that may bias judgments or compromise the performance of their public duties;
· Where employees undertake additional employment, approval is sought and care is taken to ensure that the discharge of duties as Share & Care Inc employees and volunteers is not effected.

6. We will maintain appropriate confidentiality of personal and official information.

This principle relates to the ethical value and behaviour of Respect and Leadership.

What does this mean?

· Where employees and volunteers have access to the personal information of fellow consumers and their families, they respect at all times, the individual’s right to privacy and behave responsibly in maintaining the security of this information;
· Employees and volunteers may only disclose the contents of any official papers or documents that have been supplied to or seen by them when this is required in the course of their official duties as an employee or volunteer;
· Employees and volunteers are loyal to the community, Share & Care Inc and each other and avoid making comments or giving commitments that may bias their judgments or compromise the performance of their duties;
· Where employees and volunteers undertake additional employment, approval is sought and care is taken to ensured that the discharge of duties as Share & Care Inc employees and volunteers is not affected.
7. We will be accountable for the efficient and effective use of resources with which we are provided.
This principle relates to the ethical values and behviours of Protective Care, Efficiency and Leadership.

What does this mean?

· Employees and volunteers are accountable for the efficient and effective use of all physical, technical, financial and human resources;

· As custodians of these resources on behalf of the community, employees and volunteers have an obligation to use them prudently. As such, they allocate, manage and monitor these resources according to proper decision-making processes and in compliance with relevant organisational policies and procedures.

Breaches of the Code of Conduct

Breaches of this Code of Conduct represents breaches of discipline and will be dealt with by the disciplinary process. If any employee or volunteer believes that the Code has been breached by a person at work, he/she must refer the matter in the first instance to the Program Manager and thereafter may direct their report to the CEO.
Share & Care Inc will take disciplinary action against any employee who attempts to intimidate, coerce or take reprisal against an employee who has disclosed unethical or unlawful behaviour.
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