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INTRODUCTION:

As public servants, employees of the Dust Diseases Board, whether employed on a permanent, temporary or contract basis, are expected to implement the policies and decisions of the Government of the day in an impartial manner.  Public Servants must be seen to be complying with any relevant legislation, industrial and administrative requirements.  The community of New South Wales is entitled to expect that the Dust Diseases Board will carry out its business with regard for economy, efficiency, impartiality and safety.

The Code of Conduct has been written to set out the standards of behaviour expected from all employees and contractors working at the Dust Diseases Board.  It has been designed to provide a guide on how to identify and resolve issues of ethical conduct that may arise during the course of your employment.

Just as important, is the right of Dust Diseases Board employees to a workplace that is free of any form of harassment, unfair discrimination or fear.  As such, you should ensure that at all times your behaviour with other staff, colleagues, supervisors and managers is professional and appropriate.  Any unreasonable and inappropriate workplace behaviour, including bullying, excessive gossiping, physical and/or psychological behaviour, that intimidates, offends, degrades, insults or humiliates an employee, whether in private or in front of colleagues, clients or customers will not be tolerated and will be dealt with by Management in accordance with disciplinary procedures set out in the New South Wales Personnel Handbook.

It is expected that all employees of the Dust Diseases Board will familiarise themselves with the contents of the Code of Conduct and Standards of Behaviour and will be committed to adhering to the principles set out within this policy when carrying out their day to day duties.

ASSOCIATED LEGISLATION/GUIDELINES:

This policy has been developed through the integration of standard practices and procedures implemented throughout the NSW Public Sector and is underpinned by:-

· The Public Sector Employment and Management Act 2002;

· Anti-Discrimination Act (NSW) 1977

· Crimes Act (NSW) 1900

· Freedom of Information Act (NSW) 1989

· Independent Commission Against Corruption Act (NSW) 1988

· Industrial Relations Act (NSW) 1996

· Ombudsman Act (NSW) 1974

· Protected Disclosures Act (NSW) 1994

· Public Finance and Audit Act (NSW) 1983

· Copyright Act 1968

· State Records Act 1998

· NSW Ombudsman “Good Conduct and Administrative Practice:  Guidelines for state and local government” 2nd Edition, May 2006.

· NSW Ombudsman “Protected Disclosures Guidelines”  5th Edition, May 2006
· ICAC “Guidelines on Managing Gifts and Benefits in the Public Sector” June 2006
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1.
DUST DISEASES BOARD CORPORATE VALUES

Employees of the Dust Diseases Board (the DDB) are expected to behave in a manner that supports our Corporate Values.

QUALITY in client service – we are committed to client driven quality.  We constantly strive to improve our processes, products and services informed by facts and data, and understanding and satisfying changing client needs.  We will seek customer feedback at every opportunity and identify and action barriers that prevent us from meeting our customer needs.

TEAMWORK across the organisation – We are committed to achieving open systems of decision making and communication.  We believe in working together as teams, valuing and utilising the skills and contributions of staff and our partners.  We know that working together offers not only more enjoyment but better outcomes.

COMMITMENT to making a difference.

INTEGRITY and impartiality in everything we do.  We are committed to treating colleagues and stakeholders in a fair, ethical and professional manner.

PEOPLE and their capacity to contribute.  We believe that it is through our people that quality service is realised.  All of us can exercise leadership, value continuous learning and growth, and contribute to the improvement of new processes, products and services.  

ACCOUNTABILITY to perform their responsibilities in a manner that is accountable to the public interest.

2.
THE IMPORTANCE OF TRANSPARENCY AND ACCOUNTABILITY

Proper accountability is essential in ensuring the public’s confidence in the government and the DDB.  As public officials, all DDB employees are accountable for their decisions and conduct to their supervisors, the Board of the DDB, the Minister, to Parliament and most importantly, the people of New South Wales.

The NSW Ombudsman, in its Fact Sheet “Transparency and Accountability” quotes the following accountability framework developed by Professor David Corbett, of Monash University:

Upward accountability:  the obligation on public officials to report to and take orders from superiors;

Outward accountability:  the obligation on public officials to be open to external scrutiny and be responsive to the public;

Downward accountability:  the obligation on managers to be accountable to those they manage;

Inward accountability:  the obligation on public officials to obey their personal conscience and to act in conformity with the communities moral standards.

Upward and outward accountability is facilitated by policies, practices and records that can be scrutinised by others.  In order that the DDB complies with its obligation to be properly accountable all efforts will be to ensure that;

· All DDB policies, procedures and decision making are clear and transparent;

· All DDB employees are held properly responsible and accountable for their conduct, performance and use of public resources;

· All DDB employees comply with applicable policies, procedures and practices and such compliance is to be effectively recorded and monitored;

· All activities are to be carried out in a manner that is legal, fair, reasonable and professional; 

· Full and accurate records of activities are maintained;

· Ensuring reasonable access to information though either informal disclosure or under mechanisms such as the Freedom of Information Act 1989, Privacy & Personal Information Protection Act 1998, Health Privacy and Information Act 2002 and other relevant legislation;
· Regular performance management reviews are conducted;

· Appropriate action to correct any errors or mistakes is undertaken in a timely manner.

3.
ACCEPTABLE STANDARDS OF BEHAVIOUR AT WORK

DDB employees must perform the duties associated with their position professionally, with integrity, skilfully, diligently and impartially, to the best of their ability and with the highest ethical standards.

PERSONAL BEHAVIOUR:

DDB employees will:

· treat members of the public and their work colleagues with the highest level of courtesy and sensitivity to their rights;

· will not engage in or condone sexual harassment or discriminate on the basis of gender, transgender, marital status, sexual preference, disability, age, race, religion, political conviction or carer’s responsibilities;

· take pride in their appearance and dress appropriately in a manner that reflects positively upon the DDB;

· Not engage in activities at work or outside work which would bring the DDB into disrepute.

PROFESSIONAL BEHAVIOUR:

DDB employees will:

· maintain their knowledge and understanding of the DDB’s corporate goals, value and business direction as contained in the DDB Corporate Plan and Business Plan;

· maintain an understanding of all practices and policies affecting the DDB’s area of operation;

· comply with any relevant legislation, industrial or administrative requirements;

· exercise their best professional and technical judgment without bias;

· provide a relevant and responsive service to our clients and customers;

· provide information promptly and in a clear, accurate, current and complete format that is easy for the recipient to understand;

· maintain adequate documentation to support all decision making;

· look for ways to improve performance to achieve high standards of professionalism;

· use the DDB’s resources and facilities efficiently.

4.
FAIRNESS AND EQUITY

The DDB has a responsibility to ensure fairness in decision making and equity in delivery of its services.  In order to achieve this DDB employees will:

· always operate with procedural fairness;

· complete duties in a timely manner, in accordance with approved procedures, and in a non-discriminatory manner;

· display social equity by being concerned with the effects of administrative decisions on individuals and the community, especially those who are already disadvantaged;

· take all reasonable steps to ensure that information upon which actions and decisions are based are factually correct and that consideration has been given to all the relevant facts and merits of the matter.

5.
GUIDE TO ETHICAL DECISION MAKING

It is important that DDB employees conduct themselves and make decisions that promote public confidence in the integrity and reputation of the DDB and the NSW Public Sector.  DDB Staff should not seek to or take improper advantage of their employment within the public sector for their own or another’s personal benefit.  

When posed with an ethical dilemma the following questions can help provide guidance in deciding the correct course of action to take:

· is the decision or conduct legal and consistent with government policy, legislation and regulations?

· is the decision or conduct in line with DDB policy objectives and Code of Conduct & Statement of Behaviours?

· what will be the outcomes for yourself, your colleagues, the DDB and other involved parties?

· do these outcomes raise a conflict of interest or lead to private gain at public expense?

· can the decision or conduct be justified in terms of public interest,  the fiduciary obligations of the DDB and would it withstand public scrutiny?

· how would an independent public observer perceive the situation?

6.
HOW TO HANDLE CONFLICTS OF INTEREST

As a DDB employee you have an obligation to perform your role efficiently, effectively and fairly.  Your personal situation, inclination or preferences and those of your family, friends or associates should not influence you when making decisions in your official capacity.  A conflict of interest exists when it is likely you could be influenced, or are perceived by others to be influenced (financial or otherwise), by personal interests when performing your duties.   A conflict of interest that leads to partial or biased decisions may constitute corrupt conduct.  A conflict of interest may arise when dealing with outside organisations, suppliers and stakeholders, and internally with your dealings with colleagues, subordinates and managers.

Examples of a Conflict of Interest are being in a position to:
· make decisions that affect a friend or family member.

· award contracts, order goods or services from a person or organisation in which you, a friend or family member has a financial interest.

· Influence the impartiality of your advice with your personal attitudes or beliefs.

· Engage in secondary employment that conflicts with your duties at the DDB.

Conflicts of interest can be:

· Actual – you are in a position to be influenced by your private interest whilst undertaking official duties.

· Perceived – you are in a position to appear to be influenced by your private interests whilst undertaking official duties.

· Potential – you are in a position where you may be influenced in the future by your private interests whilst undertaking official duties.

· Pecuniary - involves a situation where there is the potential to gain or lose financially from your public position eg. from owning property, having unpaid debts to others, or receiving hospitality or travel

· Non- Pecuniary – there is no financial component but it can involve personal or family relationships involvement in sporting, social or cultural activities that could influence your judgement or decision, despite their being no financial benefit for you.

In most situations you may be the only person who is aware of the potential conflict of interest.  It is each employee’s responsibility to ensure that they avoid any financial or other interest that could compromise their impartial performance of their duties.  If an employee thinks that they have a conflict of interest when performing their duties they must notify their immediate supervisor or manager.

If an employee is uncertain of whether or not a conflict of interest exists, they should discuss the matter with their manager to discuss options to resolve the matter.

Options that may be considered by management when receiving a report of a conflict of interest include:

· recording the details of the disclosure.  Any details of a potential conflict of interest given to a supervisor or manager will remain confidential.

· A management request that you give up the personal interest.

· removing you from duties/activities in which the conflict occurs.

· Disputes over alleged conflicts of interest may be resolved through the Dust Diseases Board’s grievance handling process.

There are a number of factors to consider when making a decision about whether your public duty and your private interests are in conflict.  These include whether you have:

· Financial or economic interest, such as debts or assets;

· A family or private business;

· A secondary employment commitment;

· Affiliations with for-profit and non-profit organisations, sporting bodies, clubs and other personal interests;

· Obligations to professional, community, ethnic, family or religious groups in a personal or professional capacity, or relationships to people living in the same household;

· Enmity towards or competition with another individual or group;

· Significant family or other relationships with clients, contractors or other employees working in the DDB;

· Highly specialist skill(s) in an area where demand for the skill(s) frequently exceeds supply;

· Future employment prospects or plans (ie. post-separation employment).

It is important that conflicts of interest are managed with transparency and openness to minimise suspicion and the likelihood of allegations being made of possible misconduct.   A good test to help you decide whether or not there is a conflict of interest is to ask yourself the following questions:

· Would I be happy if my colleagues became aware of my involvement?

· Would I be happy if my involvement appeared in a newspaper?

7
ACCEPTANCE OF GIFTS OR BENEFITS

Dust Diseases Board employees should not take advantage of their official position to obtain a benefit for themselves or other people.  All employees must not accept a gift or benefit that is intended to, or likely to, influence them to act in an impartial manner in the course of their duties.

It is expected that each employee will exercise their own judgement when offered gifts or favours by any person or organisation that they have dealings with in the course of their normal duties.  The acceptance of gifts or favours may appear to others as compromising your professional integrity.  When in doubt about the integrity of an offer of a gift or favour it is recommended that you consult your manager.

Offers of travel and accommodation must be referred to the Executive Officer before the offer is accepted.

It is perfectly acceptable for an Industrial History Officer and other DDB staff working in the field to accept the offer of tea, coffee and other refreshments when visiting the Dust Diseases Boards beneficiaries in their own homes.  

For further information please refer to the DDB Gifts and Benefits Policy.

8.
BRIBES

Corruptly receiving a gift or benefit is an offence under the Crimes Act (NSW) and ICAC Act.  

Under Common law, the offence of bribery is defined as receiving or offering any undue reward by, or to, any person in a public office in order to influence their behaviour/decisions/actions whilst carrying out official duties.

A bribe is any offer of money, gifts or benefits (ie. Preferential treatment, access to confidential information, etc) which has been offered in order to persuade a person to act contrary to their normal duties.

If an employee of the Dust Diseases Board believes that they have been offered a bribe they should report the situation to the Executive Officer immediately.   The employee should also record a detailed file note stating the circumstances surrounding the offer of a bribe or contractor who was offered the alleged bribe.  

9.
REFERRALS TO LEGAL FIRMS

Industrial History Officers are not to refer applicants, workers or dependants to individual law firms under any circumstances including cases where the applicant, worker or dependant seeks advice from an Industrial History Officer.

All inquiries of this nature are to be directed to the NSW Law Society or Law Access, both of whom can provide a list of legal firms who represent plaintiffs in common law matters.  Alternatively, inquiries can be directed to the applicant’s Union.

The purpose of this approach serves to:-

· Ensure that applicants are not disadvantaged in their legal representation through the receipt of partial or biased information.

· Promote opportunity for applicants and their families to exercise their own judgement about their own needs and preferences in respect of legal representation.

· Remove opportunity for motivated legal firms at attempt to influence DDB employees.

· Ensure that the DDB has an equitable and even-handed approach in respect of plaintiff law firms; and

· Provide protection to Industrial History Officers in the event of litigation between parties (i.e. an applicant/worker/dependant and legal firm).

Any Industrial History Officer who does not adhere to Board approved principles relating to referrals to legal firms will be considered to be in breach of the Staff Code of Conduct and disciplined accordingly.

10.
DISCRIMINATION AND HARASSMENT

The DDB is an Equal Employment Opportunity workplace.  Employees are not to discriminate or harass their colleagues or members of the public on the following grounds:

· gender

· physical appearance

· marital status

· pregnancy

· age

· race

· ethnic or national origin

· physical or intellectual impairment

· sexual preference

· religious or political conviction

Harassment occurs when a person engages in unwelcome or uninvited conduct that targets another person because of a personal characteristic or belief with the result that the other person feels offended, embarrassed, humiliated or intimidated, especially in situations where a reasonable person would anticipate that their actions and behaviour would cause another person to feel that way.  Harassment is behaviour that causes another person to feel threatened, uncomfortable or unable to cope in their work environment. 

If a DDB employee notices any instances of a fellow colleague being subjected to harassment or discrimination in the workplace, they should do something to stop this behaviour if possible and report it to their Senior Manager.

Examples of harassment and discrimination may include:

· verbal abuse or threats.

· unwelcome remarks, jokes, innuendoes or taunting about a person’s body, attire, marital status, sex, pregnancy, ethnic or national origin,  sexual lifestyle or disability.

· displaying sexually suggestive, racist or other offensive or derogative material such as posters or cartoons.

· physical intimidation.

· practical jokes which may cause awkwardness or embarrassment.

· persistent and unwelcome physical contact such as patting, pinching, punching or touching.

11.
ROLE OF MANAGEMENT

All managers are accountable for the work-related needs of their employees and are expected to:

· keep employees informed of legislation which applies to them and of the  consequences if they fail to comply.

· develop and instil corporate values as the cornerstone of service and proper conduct.

· treat all employees with honesty and courtesy.

· make available to employees copies of this Code of Conduct and Standards of Acceptable Behaviour policy.

· provide an environment supportive of flexible work practices and adaptable to employee needs both in and outside of the workplace.

· ensure equal access to training and development for all employees.

· acknowledge and reward individual and team achievements.

· develop and implement effective corruption prevention measures.

· ensure that employees create and maintain full and accurate records documenting activities, incidents, decisions and reasons for them.

· develop an understanding of the DDB, its purpose and corporate plan among all employees.

· develop agreed and realistic goals for employees.

· monitor employee progress, ensuring any performance problems are discussed and dealt with.

· foster a learning ethic by offering development opportunities and actively planning for these.

· comply with all legislative, industrial and administrative requirements of the DDB and NSW Public Service.

· take appropriate action against employees who fail to comply with this code and related standards of conduct.

12.
PROFESSIONAL COMPETENCY AND DEVELOPMENT

The DDB is responsible for the training and development needs of its employees.  All DDB employees are responsible for maintaining their professional competency and development.  

Whilst Management recognises that honest mistakes can occur, DDB employees must not act outside their level of competency and authority.  Employees who are in doubt about the powers of delegation attached to their position should either consult with their immediate supervisor, their position description or management in the Executive Services Division.

13.
PUBLIC COMMENT ON THE WORK OF THE DUST DISEASES BOARD

Public comment by employees includes public speaking engagements, comments on radio and television or in letters to newspapers and internet sites, the expression of views in books, journals or notices or any other medium where it is expected that the comments will spread to the community at large.

All enquiries from the Media should be to be referred to the Executive Officer. 

As members of the community, employees have the right to make public comments and enter into debates on political and social issues.  In some circumstances it may not be appropriate to make a public comment in a private capacity if there is the possibility that it may be misinterpreted as an official comment made on the behalf of the DDB or the Government.

As a general rule, employees can disclose official information that is normally given to members of the public seeking that information.  All other official information or documents should only be disclosed in the following circumstances:

· in the course of their duties.

· when proper authority has been given.

· when required to, or authorised, to do so by law.

· when called to give evidence in court.

In the above circumstances, comments should be confined to factual information and should not, as far as possible, express an opinion on official policy or practice unless required to do so by the circumstances of the particular situation (eg. asked to do so in court)

14.
PRIVACY AND CONFIDENTIAL INFORMATION

The DDB as part of it’s business functions, collects, utilises, stores and disposes of personal information relating to applicants, beneficiaries, staff, contractors and suppliers.  The over-arching principle for personal information is that it needs to be protected at all times in whatever form it is held in and that it is to be accessible only on a “needs to know” basis.

When handling personal information the points below must be followed:

· information gained or received in the course of all duties is to remain confidential.

· only persons who are required to use such information in the course of carrying out their duties are to have access to this information. 

· information is only to be discussed with, or otherwise made available to, people within the DDB who are formally authorised by the assigned DDB information custodian to have access to such information. 

· information held by the DDB is not to be provided to other external individuals or organisations without the prior consent of the assigned DDB information ‘custodian’ or where such authorisation is required by law (e.g. court subpoena or Freedom of Information request).

· information is only to be used for the purposes for which it was originally collected.

· information obtained in the course of normal duties is not be used to obtain a direct or indirect economic advantage, gain improper advantage for yourself or others act partially or inconsistently with an employee’s obligations, cause harm to the Government, business or other persons.

For further information please refer to the DDB Privacy Policy

15.
BUILDING SECURITY

The DDB is committed to providing a secure working environment for all its employees and workplace visitors.  You must ensure that you are familiar with and follow the policy and procedure in respect of access of employees and visitors to DDB premises.  Managers and staff in charge of premises should follow the procedures regarding issuing of keys and security passes, and ensuring that premises are secured after hours.

For further information please refer to the DDB Building Security Policy

16.
USE OF OFFICIAL FACILITIES AND EQUIPMENT

DDB employees are expected to be efficient and economical in their use and management of public resources, including their own work time.  

Official facilities and equipment can be used for private purposes such as short phone calls (excluding overseas calls), use of the fax and word-processing, as long as it does not disrupt official work.

Before incurring or authorising any expenditure on the behalf of the DDB, employees should first ensure that they have the necessary delegation, are following the relevant legislation, policies and procedures, and that the items purchased or expenses incurred are for purposes related to the functions of the DDB.

17.
USE OF DDB COMPUTER, E-MAIL & INTERNET FACILITIES

To use the DDB computer, Internet and e-mail facilities you must agree to the conditions of access as stated in the Employee Use of the Internet policy.  This policy requires that the facilities be used for work related activities in a responsible, ethical and legal manner.

It is stressed to all users of DDB computer systems that electronic messaging, Intranet and Internet communications are:  

a) not private;

b) should not be regarded as confidential to the user; and 

c) and should not be used to send any messages that you would not want viewed by an outside party. 

All incoming and outgoing e-mail traffic (including attachments) and connection to all internet sites are monitored, logged and can be retrieved.

Under no circumstances should passwords be shared or divulged to any other person.  You must safeguard your password as you are responsible for all use of DDB systems, e-mail or Internet conducted using your password.

You must only access the DDB network or applications using your own allocated user ID and password.

Use of DDB computer facilities to view, download, archive or distribute inappropriate or pornographic material will not be tolerated. 

Radio or television broadcasts should not be streamed or accessed on DDB computer facilities.

For further information please refer to the DDB’s Employee Use of the Internet and Computer Password Policy.

18.
PROCUREMENT AND TENDERING ACTIVITIES

Staff undertaking procurement activities or participating in tendering for services must strictly comply with the requirements outlined in the DDB Purchasing Procedures document, The Public Sector Management (Goods and Services Regulation) 1995 and NSW Government Procurement Policy.  If you have any concerns in relation to these requirements please contact the Finance and Compensation Services Division.

For further information please refer to the DDB Purchasing Procedures Document

19.
INTELLECTUAL PROPERTY / COPYRIGHT

The Government of New South Wales in the form of the DDB owns the intellectual property and copyright of work created by employees of the DDB in the course of their work with the Agency.

Intellectual property applies to:

· Written material including books and journal articles, computer software manuals

· Training manuals and research

· Computer programs

· Compilations, including directories and databases

· Cinematograph films

· Copyright

· Sound recordings

· Published editions

· Inventions

· Cultural and artistic material

· Photographs

It is important that all DDB staff respect and uphold copyright law as established by the Copyright Act 1968.  This Act is federal legislation, and applies throughout Australia.  The key points to be aware of in relation to copyright law are:

· Copyright protection is free and applies automatically when material is created.

· There is no registration for copyright in Australia.

· There are no general exemptions from copyright law for non-profit organisations or for personal use.

· Generally, Australian copyright law applies to actions that take place in Australia, even if the material used was created or published in another country.

In regard to copyright, staff and contractors must be aware of the following:

Permission should be gained from the copyright owners before material is used for DDB activities.

Where an item covered by copyright, is created by an employee as a part of their job, DDB will own the copyright.

The Government of New South Wales in the form of the DDB will usually own copyright in material created, or first published by it or under its direction or control.  This would apply where contractors or consultants are engaged to develop written material, software, films, photographs, training materials, etc.

Owners of copyright have the exclusive right to their material. The rights of copyright owners can be assigned or licensed, with or without restrictions, and with or without conditions. 

Intellectual property and Copyright is a minefield and employees with questions or seeking advice in this area should contact the Director, Legal and Industrial Histories for further information.

20.
OCCUPATIONAL HEALTH AND SAFETY

Managers must ensure that their work area provides for the health, welfare, physical and psychological safety of their staff and customers.  Specifically managers are responsible for providing:  safe systems of work; a safe work environment; supervision and information; safe equipment and facilities; as well as identifying and controlling risks and responding to staff member’s reports of issues.

As a staff member you share responsibility for occupational health and safety by following safety and security directives, using safety equipment provided, keeping your work area tidy and safe and raising safety issues promptly.  If you are injured at work you must report the injury to your manager, immediately.

For further information please refer to the DDB OH&S Policy

21.
OTHER EMPLOYMENT AND SECOND JOBS

Before in engaging in a second job or other employment outside of their employment with the DDB, employees must first obtain the approval of the Executive Officer.  This approval must be sought in writing and set out the exact nature of the work.

Once an application for other employment has been approved by the Executive Officer, the applicant will be notified in writing.  Approval will not be given if there is any kind of conflict of interest between the applicant’s official duties and their other employment.  An employee will be asked to give up their other employment if it interferes with their responsibilities and duties at the DDB.

22.
ALCOHOL AND OTHER DRUGS

In relation to the consumption of alcohol and other drugs the DDB’s requirements are:

· No one should come to work or return to work under the influence of alcohol or other drugs that could impair the carrying out of their duties or cause danger to themselves or others;

· Employees may not consume illegal drugs during working hours or on DDB premises at any time;

· Any alcohol consumed during work-related functions must be in moderate quantities;

· Employees may not under any circumstances drive DDB vehicles while under the influence of alcohol or other drugs which may affect their ability to operate  the vehicle safely and legally.

For further information please refer to the DDB OH&S Policy

23.
POLITICAL AND COMMUNITY PARTICIPATION

All public servants have the right to enter into public debate.  However, they must ensure that any participation in political matters does not bring them into conflict with their duty as a public servant and their responsibility to serve the government of the day in a politically neutral manner.

It is important that all employees present themselves in a manner that maintains Ministerial and public confidence in the impartiality of the actions taken and advice given by the DDB.

Employees who are politically active outside of work, in a role such as a potential parliamentary candidate or as a spokesperson or representative of a political party, social cause or movement, are aware that these positions may present a potential conflict of interest.  Employees must ensure that their political and social activities are kept clearly separate from their role as a public servant and their duties at the DDB.  

If a conflict of duty arises out of an employee’s involvement in the political or social arena, the DDB may request the political participation cease.  In some circumstances the Executive Officer may give approval for an employee to withdraw from the areas of their duties that cause a conflict of interest.  If a person is unsure as to whether or not their participation in the political arena poses a potential conflict of interest, they should discuss the matter with the Executive Officer. 

Special arrangements exist for public servants who are contesting State or Federal Elections.  Details of these arrangements are contained in the Premier’s Department Circular No. 95.4 and PEO Circular 96-7.

Employees should feel free to participate as volunteers in community organisations and charities, or to join professional associations.

24.
REPORTING CORRUPT, MAL-ADMINISTRATION AND SERIOUS AND SUBSTANTIAL WASTE OF PUBLIC RESOURCES

If an employee becomes aware of or genuinely perceives that there is a situation of corrupt conduct, mal-administration and serious and substantial waste of public resources, they must report this conduct to the Executive Officer.  The Executive Officer will take all necessary steps to resolve the situation and put in place measures to prevent a recurrence.

It is important to remember that a report of corrupt conduct, etc should only be made when there is a genuine belief that this conduct is occurring.  Anyone found to have maliciously and falsely alleged that another employee is engaged in corrupt conduct, maladministration or inappropriate use of resources will face disciplinary action.

For further information please refer to the DDB Protective Disclosure Policy and Procedures
25.
FORMER EMPLOYEES OF THE DUST DISEASES BOARD

Former employees of the DDB are not to use or take advantage of confidential information that they have obtained in the course of their official duties unless this information has become publicly available.

Former employees who visit the premises of the DDB must be treated in the same manner as other members of the public. Former employees must not be given favourable treatment or access to privileged information.

26.
ENFORCING THE CODE OF CONDUCT

The Code of Conduct and Standards of Behaviour provide a guide to the obligations of DDB employees and the personal and professional behaviour expected of them.

As individuals, we are responsible for our own acts and omissions.  In the event that an employee witnesses or becomes aware of unsatisfactory acts or omissions by another, an obligation rests with each of us to report these acts and omissions to a senior manager or the Executive Officer.

DDB Managers, in exercising appropriate levels of leadership, management and supervision, are responsible for ensuring that their employees understand their duties, know what is expected of them and continually review employee performance.

27.
DISCIPLINE STATEMENT

Employees who fail to comply with the Code of conduct and Standards of Behaviour or any other lawful directive, will be required to explain their actions.  If an employee’s conduct is contrary to the Code’s requirements and does not involve an honest mistake, a range of management options and remedies will be implemented.  A breach of this code may lead to disciplinary action being taken.  Disciplinary action can include counselling, official notification of unsatisfactory performance, dismissal or prosecution.

Further Inquiries in regards to this policy should be directed to the Executive Services Manager, Executive Services Division on (02) 8223 6620.
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