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CODE OF CONDUCT
Effective Date 1st February 2008  


PRINCIPLES
· To provide guidelines defining the employment roles of staff with regard to relationships with clients, colleagues and the organisation.
· To provide an ethical framework to assist staff in service delivery
· To enable staff and Trustees to identify with and have a commitment to the philosophy and values of the Trust, and to demonstrate that commitment in the performance of their duties.
· To identify actions defined as `misconduct’ in the standard employment agreement, `Terms of Employment’ and define the consequences of such behaviour
1. GENERAL
a. Staff/Trustees should understand the duties expected of them and fulfil their lawful obligations to the Trust with professionalism and integrity.
b. Staff/Trustees  should familiarise themselves with the Trust’s Mission Statement and Vision, and should seek to further the aims and objectives of the Trust as set out in the current Strategic Plan.
c. Staff/Trustees should be familiar with the Trust’s Policy and Procedures and should comply with those standards at all times.
d. Staff/Trustees should perform their official duties honestly, faithfully and efficiently, respecting the rights of clients, the community and colleagues.
e. Staff are expected to adopt a teamwork approach and support colleagues through flexible, cooperative work practices.
f. Staff/Trustees should not bring the Trust into disrepute through their activities, whether inside or outside of work.  Activities outside of work are not likely to be acceptable if they
· Damage the standing or reputation of WORKSTAR because of the position that the individual hold in it;

· Interfere with the proper performance of your duties.
g. The Code of Conduct shall be used in conjunction with internal peer consultation, external supervision and the Policy and Procedures as guides for action.
2. OBLIGATIONS TO STAFF
The Board of Trustees is committed to meeting the following staff expectations:
a. Provide sufficient resources for staff to deliver an adequate service to clients.
b. A commitment to the spirit and principles of the Treaty of Waitangi;
c. Opportunities for equal employment, including recognition of:

· the aims and aspirations of Maori and ethnic or minority groups;

· the employment needs of Maori, Pacific Island, ethnic or minority groups, women, and people with disabilities;
d. Impartial and open selection and appointment procedures;
e. Fair rates of remuneration for skill, responsibilities and performance;
f. An up-to-date job description that provides clear statements of staff duties and  employer's expectations;
g. Adequate training and equipment to perform duties;
h. Regular and appropriate feedback and communication on your work performance;
i. Effective communication of information;
j. Good and safe working conditions;
k. Opportunity for the enhancement of abilities;
l. Freedom from harassment or discrimination in the workplace;
m. A commitment to the provision of supportive and confidential External Supervision and support;
n. Appropriate disciplinary and dispute procedures and the opportunity for redress against unfair or unreasonable treatment by the employer.
3. EXPECTATIONS OF STAFF
WORKSTAR staff/Trustees are expected to:
a. Work within the law with honesty and integrity;
b. Act conscientiously, reasonably and in good faith at all times
c. Comply with all lawful and reasonable instructions;
d. Comply with the WORKSTAR Policies and Procedures and professional codes of practice;
e. Work diligently to an agreed standard and meet the requirements of the Employment Agreement;
f. Attend team meetings, peer supervision, management and group meetings as requested

g. Respect the rights of colleagues, clients and the community.
h. Set and monitor their professional boundaries and ensuring that these are clear to others.

i. Seek to ensure their own safety, security and well being in a work situation, and have regard to the safety of others. 
j. Keep proper and accurate records 

k. Not to misuse, abuse or improperly use Trust funds, property or resources or their position within the organisation.

l. Avoid being under the influence of alcohol, drugs or solvents impeding performance during working hours.
m. Avoid the sexual exploitation or harassment of clients, visitors and colleagues.
n. Maintain a high standard of professionalism in terms of maintaining clear professional boundaries between work-related and personal issues.
o. Declare any prior criminal convictions before accepting employment with the Trust and to inform the Manager or Board if they are later charged or convicted of an offence which may be inappropriate for them to continue to be employed in the same capacity. 
Respect for the Rights of Others

Members of staff and the Board have a duty to treat colleagues, clients and the public with courtesy and respect.  This means that they are expected to:

a. Avoid behaviour that might distress other employees or disrupt the workplace. 
b. Avoid the use of abusive, obscene or threatening language or behaviour to your colleagues or the public
c. Ensure that any workplace relationships do not have a negative effect on work performance.
d. Not to abuse their position by taking advantage of clients for purposes of personal, professional, political financial or sexual gain.

e. Not to engage in sexual activity with clients.

f. Respect the privacy of individuals when dealing with personal information.
g. Be non-judgemental by not harassing or discriminating against colleagues or clients on the basis of their gender, age, disability, marital status, and ethnicity, religious or ethical beliefs or sexual orientation.
h. Not have or bring into the workplace any material that may be viewed as racist or sexist, that is pornographic, or that is otherwise offensive to the board or staff.
Conflicts of Interest and Integrity

Staff/Trustees are expected to be honest, fair and impartial in the performance of their duties.  This means that:
a. Employees are to avoid any activity, either work-related or private, which could reflect badly on WORKSTAR.
b. Staff/Trustees should inform their manager or the Board of any secondary employment.
c. Staff/Trustees should not lend money to, or borrow money, or otherwise enter into financial relationships with staff or clients.  
d. Staff/Trustees should speak to a Manager or the Board if there is a conflict between their professional codes of ethics and the duties they are directed to perform.
e. Staff/Trustees may not seek any form of reward for performing their duties 
f. Staff members should refer any requests for public comment to the Managers and Board. 

5. BREACHES OF THE CODE OF CONDUCT

This Code of Conduct describes the standards of behaviour expected of staff and Trustees. As outlined in the Code, behaviour or actions that are considered unacceptable by WORKSTAR and may result in disciplinary action against the employee concerned, which could include termination of employment. See Disciplinary Policy
I 

(name)

acknowledge that I have received a copy of the Code of Conduct issued


I understand that a breach of the Code may lead to disciplinary action, including dismissal.

Signed  


Date  
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