Code of Conduct – Policy





Objectives


This Code of Conduct provides a framework for appropriate behaviour for all staff at Longbeach Place Inc.  It is not intended to cover all issues that may arise, but rather to provide a framework within which staff can address ethical issues which may arise through the daily business of LONGBEACH PLACE INC.


This Code establishes a standard by which staff and management: 


conduct themselves towards other staff or colleagues, staff representatives, the student body and their representatives, government authorities and the general community; 


perform their duties and obligations to LONGBEACH PLACE INC.; 


fulfil the mission, goals and objectives of LONGBEACH PLACE INC.; and 


practice fairness and equity.


The Code of Conduct is established on the following organisational values: integrity, honesty, conscientiousness, compassion, courtesy, fairness, and respect. 


The successful development of an ethical environment relies on individuals being responsible for their own professional behaviour within the provisions of this code, policies of LONGBEACH PLACE INC., obligations of Federal and State legislation, Awards and Agreements. 


Where there is doubt as to the application of the Code, or the appropriate course of action to be adopted, staff affected should discuss the matter with Management. 





Policy


LONGBEACH PLACE INC. expects staff to be diligent, impartial, courteous, conscientious and respectful in the performance of their duties and obligations to LONGBEACH PLACE INC., students and the community. 


In dealing with other staff, students and the community, staff should be guided by LONGBEACH PLACE INC.’s mission. 


In this document: 


LONGBEACH PLACE INC. refers to Longbeach Place Inc.


Staff refers to Trainers/Assessors, general staff members and volunteers; 


Personal information means any information about an identified or identifiable individual that is not available in the public domain; 


Records management is the control and management of records to meet business, legal, fiscal and administrative requirements. It is a business imperative, a corporate responsibility and a critical function performed through the collective actions of individuals; 


A record is recorded information in any form, including data in computer systems, created or received by any staff member of LONGBEACH PLACE INC. in the course of his/her duties; 


Conflicts of interest are assessed in terms of the likelihood that staff possessing a particular interest could be influenced, or might appear to be influenced, in the performance of their duties; 





Guidelines


Management are responsible for the implementation and the maintenance of this Policy. 


The AQTF Review committee has the authority for approving alterations to the Guidelines and Administrative Procedures of this Policy subject to consideration by appropriate stakeholders and the approval of the CEO. 


This Policy shall come into effect when approved by the CEO. 


This Policy shall be reviewed by the AQTF Review committee on an annual basis. 


Use of LONGBEACH PLACE INC. Facilities and Equipment


Staff should take all possible care in the use of LONGBEACH PLACE INC. property, goods, services and information and ensure they are used efficiently, carefully and honestly. 


Unless permission has been granted by Management , LONGBEACH PLACE INC. resources are not to be used for private purposes. 





Privacy and Use of Personal and Official Information


Staff have an obligation to ensure that personal information concerning students or staff is secured against loss, misuse or unauthorised access, modification or disclosure. 


Staff have a duty to maintain the confidentiality, integrity and security of official information for which they are responsible. 





Records Management


Staff need to be aware of their record keeping responsibilities and are reminded there is a legal requirement to adhere to proper records management practices and procedures. 


All staff must ensure that documents which form part of the LONGBEACH PLACE INC.’s public record are not placed in unofficial or private filing systems. All such documents are to be placed in official files. 


Staff must not remove documents from official files. They are controlled records, and must be complete, up-to-date and capable of providing organisational accountability when officially scrutinised. 


Staff members must not damage, dispose of, or in any other manner, interfere with official documents or files. The destruction of records may only take place in accordance with a disposal and retention schedule which has been approved by LONGBEACH PLACE INC. Management.





Information Technology


Staff who have access to an information system or part of an information system, shall not allow any unauthorised person access to that system for any reason. 


Staff must not access information which they are not authorised to access or use, and must not allow any other person access for any reason. 


Staff must take all reasonable precautions, including password maintenance and file protection measures to prevent unauthorised access. 


Staff have an obligation to maintain the security and confidentiality of the information systems over which they have responsibility or control and that are owned, leased or used under licence or by agreement by LONGBEACH PLACE INC.. 





Conflicts of Interest


In many cases only the individual staff member will be aware of the potential for conflict of interest. Therefore, the onus is on that person to notify their supervisor if a potential or actual conflict of interest arises. 


LONGBEACH PLACE INC. expects staff to: 


declare any conflict of interest to supervisors; and 


avoid any detrimental outcome as a result of a conflict of interest.


LONGBEACH PLACE INC. will not normally involve itself in the private lives of its staff and students. However, if a conflict of interest arises where a staff member: 


engages or is likely to engage in activities or advances, or 


is likely to advance personal or other interests at the expense of the LONGBEACH PLACE INC.’s interests or the interests of other staff,


LONGBEACH PLACE INC. may then intervene. 


Financial Interests


Staff should avoid any financial involvement or undertaking that could directly or indirectly compromise or undermine the performance of their duties or LONGBEACH PLACE INC.’s mission, objectives or activities. 


Financial conflict of interest may arise where a staff member, who has a financial interest in a company, partnership or other business is in a position to influence contracts or transactions between LONGBEACH PLACE INC. and that business. 


This conflict may extend to any business undertaking in which staff and their immediate family or the staff member is acting in direct competition with LONGBEACH PLACE INC.’s activities or interests for personal gain.





Acceptance of Commissions, Gifts or Benefits


Staff should not accept a gift, secret commission or a benefit from a student or a person or organisation outside LONGBEACH PLACE INC. if the intent of the gift or the benefit is to induce the staff member to waive or lessen academic standards or requirements or to extend a financial or other benefit to a person or organisation outside of LONGBEACH PLACE INC. to the detriment of LONGBEACH PLACE INC.’s interests. 


As a general rule, no staff member should accept a gift or benefit if it could be seen by the public, knowing the full facts, as intended or likely to cause that person to: 


perform their job in a particular way, which the person would not normally do, or 


deviate from the proper or usual course of duty.


Staff may accept token gifts or benefits in circumstances approved by Management, provided that there is no possibility that the staff member might be, or might be perceived to be, compromised in the process. Gifts of a nominal value generally used for promotional purposes by the donor, or moderate acts of hospitality may be accepted by staff. 


Staff must not take advantage or seek to take advantage of their position to obtain a benefit, either for themselves or for someone else. 





Influence to Secure Advantage


No staff member shall elicit the improper influence or interest of any person to obtain promotion, transfer or other advantage. 





Public Comment and Use of Official Information


Public comment by LONGBEACH PLACE INC. staff should not imply that the comment, although made in a private capacity, is in some way an official comment by 


Staff members may disclose official information, with due regard to confidentiality, in order that: 


colleagues may discharge their official duties; 


students may be able to meet the academic and administrative requirements of their study programme; or 


reporting requirements to government bodies such as the Office of Training and Tertiary Education are met.


A staff member should disclose confidential or restricted information or documents acquired in the course of their employment only when required to do so by law, in the course of their duty, when called to give evidence in court, or when proper authority has been given. Guidelines to release confidential information on staff and students in relation to Privacy Laws MUST be sought from the Manager. 


In circumstances where staff are requested to provide information they should provide it in a timely and accurate manner and which complies with the principles of Freedom of Information, Privacy Act, confidentiality, and the rights of the individual. 


Where staff are privy to information of a restricted nature which may compromise the position of LONGBEACH PLACE INC. or infringe on the privacy of members of LONGBEACH PLACE INC., the information should not be divulged. 





Personal Relationships Between Family Members


LONGBEACH PLACE INC. is aware that situations may occur where staff are working with family members or with persons with whom they develop close personal relationships. Where such relationships exist between staff or with prospective staff, LONGBEACH PLACE INC. does not wish to interfere unnecessarily, but stresses that there may be situations where there is potential for conflict of interest. 


These situations may occur in the supervisory and teaching relationships that may have an impact on decisions concerning responsibility for employment related decisions or in decisions related to appointment, selection, promotion and academic progress. 


As a general principle, staff should adhere to the following: 


no staff member should participate in the procedures for selection, granting of tenure, performance appraisal, termination or transfer of any person with whom they have, or have had, a close personal relationship; and 


the existence of a close personal relationship with a staff member should not constitute a bar to the employment, promotion, granting of tenure or transfer of any individual.


Personal and Family Relationships Between Staff Members and Students


Academic staff are responsible to students and LONGBEACH PLACE INC. for assessing students’ work fairly, objectively and consistently. 


A personal, sexual or family relationship between a staff member and student has the potential to compromise this responsibility where the staff member is accountable for the supervision, teaching or any level of assessment of that student, or indirectly by affecting a student’s interaction with or progress within LONGBEACH PLACE INC..


In many cases, only individual staff members will be aware of the potential for conflict. Therefore, the onus is on that person to Management if a potential or actual conflict of interest occurs. 





Personal Safety and students


Staff should not accept student abuse or harassment. If a staff member is abused or harassed by a student, the staff member should report the circumstances to Management, who shall take appropriate action to stop the abuse or harassment, including counselling the student.





Personal and Professional Behaviour


Staff should perform the duties associated with their position to the best of their ability diligently, impartially and conscientiously. In the performance of their duties, staff should: 


comply with legislative and industrial obligations and administrative policies; 


fulfil their Equal Employment Opportunity and Occupational Safety & Health obligations; 


strive to keep up to date with advances and changes in the knowledge of their discipline and the professional and ethical standards relevant to their areas and expertise; 


maintain adequate documents to support decisions made; 


treat all persons with courtesy and sensitivity to their rights and provide all necessary and appropriate assistance; 


strive to obtain value for public money spent and avoid waste and extravagance in the use of public resources; 


not take or seek to take improper advantage of any official information gained in the course of LONGBEACH PLACE INC. employment; 


not harass or discriminate against staff or students in work practices or in the provision of education on the grounds of sex, pregnancy, race (including colour, ethnic background or national identity), marital status, disability, sexual preference, political or religious belief, or age; 


act responsibly when becoming aware of any unethical behaviour or wrong doing by any employee. Such information should be forwarded to Management; 


continuously improve work performance. All staff should actively pursue quality improvements; and 


not make disparaging remarks about other members


Alcohol or Substance Abuse or Misuse


LONGBEACH PLACE INC. expects that staff will carry out their duties safely and refrain from any conduct including, alcohol or substance abuse or misuse, that would adversely affect their performance. 


They must also ensure that the health and safety of other staff members and students is not endangered by such misuse. LONGBEACH PLACE INC. expects its staff to perform their job with skill, care and diligence. Staff members should not perform any act or omission that is likely to have a detrimental effect on their work performance and that of other staff members and students. Accordingly, staff should not be under the influence of alcohol or other substances while they are at work to the extent that they are unable to carry out their duties safely or properly. 





Breaches of the Code of Conduct


Staff should be aware that LONGBEACH PLACE INC. may apply sanctions if this Code of Conduct Policy is breached. Depending on the nature of the breach various sanctions maybe applied: 


counselling;


actions as prescribed under the various award provisions;


suspension; or


laying of criminal charges or civil action.


It is the responsibility of LONGBEACH PLACE INC. to appropriately communicate these details to all staff. 





Ethics


It is each persons responsibility that when they are conducting LONGBEACH PLACE INC. business, that they are acting in an honest and ethical manner.


Each activity of business must be conducted at “arms length” and any conflict of interest or potential conflict of interest must be raised with the Chief Executive Officer.


It is a LONGBEACH PLACE INC. policy that the performance of any dishonest act or the carrying out of any unethical action will be treated as a serious breach of company policy.  Any such breach may result in the matter being referred to the appropriate legal authorities and loss of employment.
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