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Code of Conduct

Purpose 

This Code of Conduct (The Code) provides guidance about the standards of behaviour expected of Eurobodalla Meals on Wheels (EMoW) paid and unpaid workers, including Board members, and contractors working for EMoW.

 We recognise that most workers know what good conduct is and are committed to the highest standard of integrity and ethical conduct.  This Code supports workers in achieving those standards.

The Code reflects EMoW's Core Values of Honesty, Empathy and Commitment and supports EMOW's Code of Conduct Policy.

In its content, The Code refers to other policies and procedures.  These documents supplement The Code and are available from the Moruya Office or from the Out & About Cottage.


                                                           




General Principles
The Community
The community, including our clients, have the right to expect that EMoWs business is conducted with safety; honesty and integrity; respect and courtesy, and accountability for our actions and behaviour.

Our Funders 
Our funders are entitled to expect impartial and accurate advice and information and prompt and efficient implementation of their polices.

Workers
I understand that I am expected to be a law abiding citizen and not participate or assist others to participate in unlawful or illegal activities.

As an EMoW worker, I understand that the EMoW Board and management is committed to provide leadership, information, resources, training and relevant policies and procedures to help me to do my job.

In line with the General Principles, I undertake to meet the terms of EMoW Code of Conduct being mindful of the following:

Personal and Professional Behaviour
I will perform my work to the best of my ability. I will strive to enhance the reputation and public image of EMoW.
I shall always:
· attend work in a clean and tidy manner
· work cooperatively as a member of the team
· support colleagues and treat everyone with respect and courtesy
· discuss ethical concerns with colleagues and managers 
· project a positive image of the organisation
· maintain confidentiality
Accountability
I will:
· work towards the goals and objectives of EMoW
· follow the rules, policies and procedures of EMoW
· follow lawful directions given by the Board or the Manager or my supervisor
· act within the law 
· undertake all duties in a diligent manner
· not act in a way that brings EMoW into disrepute
· take reasonable care for the health and safety of myself and others while I am at work

I may indicate my objection, but will not wilfully disobey or disregard any lawful direction or policy given by the Board, Management or Supervisors.

Harassment , Bullying & Discrimination 
EMoW is fully committed to eliminating, as far as possible, all forms of bullying and harassment in the workplace and in its relationships with its clients through a culture of openness, support and accountability. (see Bullying & Harassment Policy)

I will not harass or discriminate against my fellow workers, clients or the wider community on the grounds of race, ethno-religious background, nationality, ethnic or national origin, gender, marital status, pregnancy, family or carer responsibilities, breast feeding, disability (physical, intellectual, psychiatric), HIV/AIDS status, age, sexual preference, transgender identity, political or religious conviction or trade union activity. 



Fairness and Equity
I will make all work related decisions in a timely manner, consistently, fairly, in accordance with EMoWs policies and procedures and without discrimination.

When making decisions, I will ensure that I take all the relevant facts into consideration, have regard to the particular merits of each case and not take into account irrelevant matters or circumstances.

Confidentiality
The nature of our service requires that we collect and maintain confidential and sometimes sensitive information about our clients and workers.  We all share the responsibility to ensure that this information remains confidential.

I will ensure that confidential information in my control cannot be accessed by unauthorised people and that I discuss sensitive information with only those people who are authorised.  

Dealing with Clients
I will at all times respect the rights of our clients to exercise control over their lives and their homes according to their own values and choices.  I realise that I must comply with EMoWs policies and procedures while assisting them.

When dealing with EMoW clients I will:
· identify myself
· provide fair and equitable professional advice and assistance
· be respectful, courteous and sensitive to their rights, feelings, cultural background and religious conviction 


When dealing with EMoW clients I will NOT:
· make comments that may reasonably be interpreted by the client as an offer to purchase or request to be given, personal property from that client
· offer financial advice to clients
· ask clients to purchase raffle tickets or other products I may be selling
· accept any appointments from clients that will compromise me as an EMoW worker I will not:
· be a signatory to the client’s bank account
· act as Power of Attorney for a client
· serve as an Executor of a client’s estate

Conflict of Interest
I understand that a “conflict of interest” involves a conflict between my duties and responsibilities as a EMoW worker and my private interests or the private interests of someone close to me, which could improperly influence the performance of my duties and responsibilities.

Often I will be the only one aware of the conflict, so it is my responsibility to discuss with my supervisor who will assist me to resolve the conflict.

Dealing with Family Members
I will be careful in all dealings with my family members or relatives who are seeking EMoW service or seeking work with EMoW.

When dealing with my family members, I will not:
· undertake assessments or reviews
· participate in the employment selection process
· supervise them


Gifts and Benefits
Gifts are unsolicited and meant to demonstrate a feeling of caring or appreciation, without expecting anything in return.  Token gifts in particular are usually small and insignificant, are insubstantial in value and are easily obtained or replaced.
 
I will report all offers of gifts to the Manager who will record it in the EMoW Gift Register, however I understand only gifts of a token nature, are permitted to be accepted.

Use of Facilities and Equipment
I understand that reasonable use of equipment for private purpose is allowed if:
· official permission is given 
· it does not conflict with my work or the work commitments of other workers.  
· it is undertaken in my own time and is not of significant cost to EMoW.

Reporting Corrupt Conduct
I realise that I have a responsibility to report any possible corrupt conduct or unethical behaviour of which I am aware.  I understand that I can report to my supervisor, Manager or Board, the Independent Commission Against Corruption (ICAC), the Ombudsman or the Auditor- General.

Breaches of The Code
I understand that I am expected to fully comply with this Code of Conduct during my work with EMoW and that if I breach The Code of Conduct, it could result in disciplinary action or termination of my work with EMoW.
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