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Policy

Katoomba Neighbourhood Centre Inc (KNC) conducts its business according to the highest standards of honesty, integrity, respect and fairness when dealing with all of our community members and paid and unpaid workers. We require that all of our workers meet these high standards. KNC takes seriously its obligations to comply with all federal and state legislation in relation to employment. Harassment or discrimination will not be tolerated.  

The following codes establish the standards of behaviour that should be met by all paid and unpaid workers.  Where these standards are not met, then the appropriate disciplinary action will be taken. In cases where the breach involves serious misconduct, this may result in instant dismissal.   

Cross References

This policy is to be read in conjunction with the following documents:

	· Workers’   Appraisals 
	· Duty of Care 

	· Disciplinary Process
	· Complaints Resolution 

	· Grievances 
	· Conflict of Interest 

	· Relevant Awards 
	· Industrial Agreement


Codes

KNC workers (paid and unpaid) :

1. are to ensure they treat all community members and KNC workers with courtesy and respect

2. are not to engage in harassing behaviour towards other community members or KNC workers 

3. are to ensure that their dealings with all KNC workers  and community members are fair, equitable and honest

4. are not to discriminate against community members or KNC workers on the basis of characteristics such as age, disability (physical or intellectual), gender, marital status, pregnancy, race or sexual preferences

5. must report violations of any federal, state or local government legislation to the KNC Manager  

6. must declare any conflict of interest between their role as a  paid or unpaid worker and their involvement with outside activities as they relate to their job and accept the consequences of the Conflict of Interest policy and procedures

7. will recognise and act to support the stated aims, philosophy and policies of KNC and ensure they comply with them

8. must ensure they are aware of any organisational policies and procedures as set out in the policy and procedure manual and ensure they comply with them

9. are not to use illegal drugs or alcohol on the premises or come to work while affected by either

10. are not to use the internet for personal use, except with the express permission of the KNC Manager 

11. are not to use organisational information, the internet resources or work time for personal gain

12. are not to reveal confidential information 

13. need to inform community members about the limits of confidentiality in any given situation, the reason the information is being obtained and how the information could  be used 

14. are to ensure they have honest dealings with all community members and paid or unpaid workers  

15. are not to misappropriate organisational funds or property of community members, or accept gifts in inappropriate circumstances. Workers need to consult with the KNC Manager in regards to their acceptance of gifts 

16. are to ensure best practice service delivery to community members 

17. are not to falsify reports or omit relevant material 

18. are not to breach copyright laws

19. are to ensure they acknowledge other people’s work and ideas

20. are to read and sign a copy of this policy and procedures document indicating their acceptance and understanding of the document.  A copy will be kept on their personnel file 

Print Your Name: ________________________________________________

Signed _______________________________Date:  ____________________

Management Committee responsibility

The Management Committee is responsible for ensuring that all Codes of Conduct are endorsed and implemented by all KNC workers in their daily work practices. 
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