Code of Conduct

1. PURPOSE

The purpose of the Code of Conduct is to outline the minimum
standards of behaviour expected of the Board, management
and staff whilst at work and in order to reflect/uphold

SkillsConnection’s values, professionalism and reputation within

the community.

2.SCOPE

SkillsConnection’s, NDIS and ChildSafe Codes of Conduct apply

to all SkillsConnection board members, management, staff and
volunteers.

3. DEFINITIONS

» CCYP Commission for Children & Young People

» Child or Young Person Unless otherwise specified in
relevant legislation, child refers to children and young
people aged under the age of 18 years - or up to and
including 17 years of age.

= DSS means Department of Social Security (Cth)
= NDIS means the National Disability Insurance Scheme.

« Participant means a customer/client who receives funded
supports from NDIS, TAC or other body and services
provided by SkillsConnection.

= Services includes all SkillsConnection services i.e. funded
supports and enterprise services i.e. Food-A-Roma, Jiffy.

» Supports means a range of supports and services including
education, employment, social participation, independence,
living arrangements and health and wellbeing activities
related to a participant’s disability and funded through the
NDIS, TAC and DSS programs.

» TAC means Transport Accident Commission (Vic.)

» Worker/Staff refers to managers, coordinators, other paid
staff positions however titled, volunteers and students
engaged by SkillsConnection.

4. POLICY STATEMENT

SkillsConnection will make a positive contribution to our
community.

We will conduct our activities in a manner which reflects
excellence and professionalism.

SkillsConnection encourages all Board Members, management and

staff to apply the highest standards of behaviour and performance

in their dealings with Children, Young Persons and Participants, their
families or other support persons and work colleagues.

All workers are required to abide by both the NDIS* and
SkillsConnection Codes of Conduct which have been integrated
to form one Code of Conduct (this Policy). The Code of
Conduct sets out the expectations for appropriate and ethical
conduct in delivery of disability supports and services.

* From the 1 July 2020 workers providing disability services in
Victoria must also follow the Disability Service Safeguards Code of
Conduct which adopts the same requirements for workers as the
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NDIS Code of Conduct, promoting consistency in the requirements
for worker conduct in Victoria, regardless of whether they are
funded through the NDIS or other providers.

In providing supports or services to people with disability, the
following will apply:

NDIS Code of Conduct

» Act with respect for individual rights to freedom of
expression, self-determination and decision-making in
accordance with applicable laws and conventions

» Respect the privacy of people with disability

» Provide supports and services in a safe and competent
manner, with care and skill

« Act with integrity, honesty and transparency

» Promptly takes steps to raise and act on concerns about
manners that may impact the quality and safety of supports
and services provided to people with disability

» Take all reasonable steps to prevent and respond to all forms
of violence against, and exploitation, neglect and abuse of,
people with disability

» Take all reasonable steps to prevent and respond to sexual
misconduct

Child Safe Code of Conduct

This Code of Conduct outlines appropriate standards of
behaviour by adults towards children and young people.

The Code of Conduct aims to protect children and reduce any
opportunities for abuse or harm to occur. It also helps staff and
volunteers by providing them with guidance on how to best
support children and how to avoid or better manage difficult
situations. This Code of Conduct applies to all people involved
in SkillsConnection.

All SkillsConnection staff and volunteers are responsible for
promoting the safety and wellbeing of children and young
people by:

» Adhering to this Code of Conduct, our Child Safe Policies
and Procedures and other SkillsConnection policies and
procedures.

» Taking all reasonable steps to protect children from abuse

» Treating everyone with respect, including listening to and
valuing their ideas and opinions

» Welcoming all children and their families and carers and
being inclusive

» Respecting cultural, religious and political differences
and acting in a culturally sensitive way, particularly when

interacting with children who are Aboriginal or otherwise
culturally or linguistically diverse and those with a disability

» Modelling appropriate adult behaviour
« Listening to children and responding to them appropriately

» Reporting and acting on any breaches of this Code of
Conduct, complaints or concerns appropriately and treat
them seriously and with respect.



» Complying with our guidelines on physical contact with
children

» Working with children in an open and transparent way -
other adults should always know about the work you are
doing with children

» Respecting the privacy of children and their families, and only
disclosing information to people who have a need to know.

SkillsConnection staff and volunteers MUST NOT:

= Seek to use children in any way to meet the needs of adults

 lgnore or disregard any concerns, suspicions or disclosures of
child abuse

= Use prejudice, oppressive behaviour or language with children

» Engage in rough physical games

» Discriminate on the basis of age, gender, race, culture,
vulnerability or sexuality

« Initiate unnecessary physical contact with children or
do things of a personal nature that children can do for
themselves, such as toileting or changing clothes

» Develop ‘special’ relationships with specific children or show
favouritism through the provision of gifts or inappropriate
attention

» Exchange personal contact details such as phone number,
social networking site or email addresses with children

= Have unauthorised contact with children and young people
online or by phone.

By observing these standards you acknowledge your
responsibility to immediately report any breach of this code in
the Flowlogic Incident Reporting System.

SkillsConnection Code of Conduct

= Treat people with respect

» Be honest and transparent in all we do

» Be accountable for all our actions and their consequences

= Use SkillsConnection’s resources safely and responsibly

= Abide by the law and act accordingly

» Recognise the diversity, capability and potential of our
community.

SkillsConnection expects all Board Members, management and

staff to comply with its policies and procedures, as well as with
the provisions of other relevant legislation and regulations.

A non-definitive list of what is considered appropriate and
inappropriate behaviours consistent with the Code is attached.

Any worker found engaging in unacceptable behaviours
or other unlawful or unethical practices, may be subject to
disciplinary action.

5.PROCEDURES

All new Board members and workers must be provided with
a copy of the Code of Conduct and must sign the Code of
Conduct acceptance document.

All new workers must sign the Code of Conduct acceptance
document prior to commencing employment with
SkillsConnection.

All new workers as part of their induction must undertake the
NDIS online training module ‘Worker Orientation Module ‘Quality,
Safety and You'. A copy of the certificate of completion is to be
recorded on the worker’s personnel file.

SkillsConnection

Managers and Coordinators will ensure workers will have
access to SkillsConnection policies and procedures, workplace
practices and other relevant information related to the
worker’s duties and responsibilities.

6. RESPONSIBILITIES

The Chief Executive Officer, Managers and Coordinators are
responsible for communicating to workers SkillsConnection’s
expectations, supporting workers appropriately in their work
and providing a work environment that facilitates the effective
and safe performance of their duties.

All workers are expected to behave in accordance with this
Code of Conduct

7.REFERENCES

» Disability Discrimination Act 1992 - (Cth)

» Disability Services Safeguards Act 2018 - (Vic)
» Equal Opportunity Act 2010 - (Vic)

» Fair Work Act 2009 - (Cth)

» Human Rights & Equal Opportunity Commission Act 1986 -
(Cth)

» National Disability Insurance Scheme Act 2013

» NDIS (Provider Registration and Practice Standards) Rules 2018

» NDIS (Quality Indicators) Guidelines 2018

» Occupational Health and Safety Act 2004 - (Vic)

» Racial Discrimination Act 1975 - (Cth)

« Sex Discrimination Act 1984 - (Cth)

= United Nations Convention on the Rights of Persons with
Disabilities

« Victoria’s Child Safe Standards 2022

8. RELATED DOCUMENTS & LINKS

» SkillsConnection Code of Conduct and Expected Behaviours
(see attached)

» NDIS Code of Conduct (Workers) | NDIS Quality and
Safeguards Commission

» Disability Worker Code of Conduct | Victorian Disability

Worker Commission
« PP-1.6.0 - Child Safe Policy & Procedure

9. REVIEW

This Policy/Procedure will be reviewed every three years unless
changes in legislation/standards require earlier review.

10. REVISION HISTORY

1.0 2-June-2020 New Document

2.0 3-Dec-2020  Inclusion of reference to TAC,
DSS, Disability Safeguards Act
2018 & introduction of Disability
Services Safeguards (Vic) Code

of Conduct (1-Jul-2020)

Revised to include Code of
Conduct for Child Safe Standards

Addition to NDIS Code of
Conduct regarding unfair pricing.

3.0 14-Jun-2023

4.0 27-Aug-2024


https://www.ndiscommission.gov.au/rules-and-standards/ndis-code-conduct#:~:text=NDIS%20Code%20of%20Conduct%20%28Workers%29%20The%20NDIS%20Code,take%20all%20reasonable%20steps%20to%20prevent%20sexual%20misconduct.
https://www.ndiscommission.gov.au/rules-and-standards/ndis-code-conduct#:~:text=NDIS%20Code%20of%20Conduct%20%28Workers%29%20The%20NDIS%20Code,take%20all%20reasonable%20steps%20to%20prevent%20sexual%20misconduct.
https://www.vdwc.vic.gov.au/disability-worker-code-of-conduct
https://www.vdwc.vic.gov.au/disability-worker-code-of-conduct

Expected Behaviours

NDIS Code of Conduct
(Workers) | NDIS °

uality and Safeguards .

Commission

Commission .

Appropriate Behavior

Act with respect for individual rights to freedom of expression, self-
determination and decision-making in accordance with applicable laws and
conventions.

Respect the privacy of Children, Young People and Participants with a disability.

Provide supports and services in a safe and competent manner with
care and skill.

Act with integrity, honesty and transparency.

Promptly take steps to raise and act on concerns about matters that may impact
the quality and safety of supports and services provided to people with disability.

Take all reasonable steps to prevent and respond to all forms of violence against,
and exploitation, neglect and abuse of people with disability.

Take all reasonable steps to prevent and respond to sexual misconduct.

Not engage in unfair pricing when supplying or promoting goods for NDIS
participants.

All SkillsConnection staff and volunteers are responsible for promoting the
safety and wellbeing of children and young people by:

Adhering to this Code of Conduct, our Child Safe Policies and Procedures
and other SkillsConnection policies and procedures.

Taking all reasonable steps to protect children from abuse

Treating everyone with respect, including listening to and valuing their ideas
and opinions

Welcoming all children and their families and carers and being inclusive

Respecting cultural, religious and political differences and acting in a culturally
sensitive way, particularly when interacting with children who are Aboriginal or
otherwise culturally or linguistically diverse and those with a disability

Modelling appropriate adult behaviour
Listening to children and responding to them appropriately

Reporting and acting on any breaches of this Code of Conduct, complaints or
concerns appropriately and treat them seriously and with respect.

Complying with our guidelines on physical contact with children

Working with children in an open and transparent way - other adults should
always know about the work you are doing with children

Respecting the privacy of children and their families, and only disclosing
information to people who have a need to know.

SkillsConnection

Inappropriate Behaviour

» Not acting with respect to participants right to freedom of expression, self-
determination and decision-making.

» Not respecting privacty of participants.

» No providing support and services in a safe and competent manner with
care and skill.

» Not acting with integrity, honesty and transparency.

» No taking prompt action on concerns that may impact the quality and safety of
supports and services provided to participants.

» Not taking reasonable steps to prevent and respond to all forms of violence
against, exploitation, neglect and abuse of participants.

» Not taking all reasonable steps to prevent and respond to sexual misconduct.

» Without a valid reason, charging a higher price for goods supplied to a NDIS
participant than a person who is not a NDIS participant.

SkillsConnection staff and volunteers MUST NOT:

» Seek to use children in any way to meet the needs of adults

« lgnore or disregard any concerns, suspicions or disclosures of child abuse

» Use prejudice, oppressive behaviour or language with children

» Engage in rough physical games

» Discriminate on the basis of age, gender, race, culture, vulnerability or sexuality

« Initiate unnecessary physical contact with children or do things of a personal
nature that children can do for themselves, such as toileting or changing clothes

» Develop ‘special’ relationships with specific children or show favouritism
through the provision of gifts or inappropriate attention

» Exchange personal contact details such as phone number, social networking
site or email addresses with children.

» Have unauthorised contact with children and young people online or by phone.

By observing these standards you acknowledge your responsibility to
immediately report any breach of this code in the Flowlogic Incident
Reporting System.


https://www.ndiscommission.gov.au/rules-and-standards/ndis-code-conduct#:~:text=NDIS%20Code%20of%20Conduct%20%28Workers%29%20The%20NDIS%20Code,take%20all%20reasonable%20steps%20to%20prevent%20sexual%20misconduct.
https://www.ndiscommission.gov.au/rules-and-standards/ndis-code-conduct#:~:text=NDIS%20Code%20of%20Conduct%20%28Workers%29%20The%20NDIS%20Code,take%20all%20reasonable%20steps%20to%20prevent%20sexual%20misconduct.
https://www.ndiscommission.gov.au/rules-and-standards/ndis-code-conduct#:~:text=NDIS%20Code%20of%20Conduct%20%28Workers%29%20The%20NDIS%20Code,take%20all%20reasonable%20steps%20to%20prevent%20sexual%20misconduct.
https://www.ndiscommission.gov.au/rules-and-standards/ndis-code-conduct#:~:text=NDIS%20Code%20of%20Conduct%20%28Workers%29%20The%20NDIS%20Code,take%20all%20reasonable%20steps%20to%20prevent%20sexual%20misconduct.
https://www.vdwc.vic.gov.au/disability-worker-code-of-conduct
https://www.vdwc.vic.gov.au/disability-worker-code-of-conduct
https://www.vdwc.vic.gov.au/disability-worker-code-of-conduct
https://www.vdwc.vic.gov.au/disability-worker-code-of-conduct

Expected Behaviours

Appropriate Behavior

Make the workplace as safe and healthy as possible
Listen to and acknowlede others’ points of view
Share information openly

Manage emotions under pressure

Treat others as you would expect to be treated
Collaborate - work with others as a team

We provide fair and equal opportunity

Be up-front and honest with others
Give credit where credit is due
Act for the good of the team
Focus on issues and not persona
Avoid conflicts of interest

Take ownership for successes and failures

Lead by example

Follow up on commitments that have been made
Embrace change

Be willing to accept additional responsibilities

Demonstrate respect for the work environment
Demonstrate respect for SkillsConnection property

Demonstrate respect for SkillsConnection policies, standards, procedures and
values

Always search for better ways of doing things

Know and follow relevant policies, standards, procedures and rules
Use sound judgement

Act with integrity

Bring any breach of policy, rule or law to immediate attention

Recognise the unique needs and contributions of all people
Be tolerant, patient and supportive

Act with fairness and equity

Stand up for others

Work to leave a positive legacy

SkillsConnection

Inappropriate Behaviour

» “Safety is management’s problem, not mine” attitude

* Not showing respect for others’ points of view

* Not sharing information fully when asked

» Being gruff and short with people

» Applying double standards

» Acting for personal gain at the expense of others

» Equal opportunity is not provided in a fair, equal and reasonable way

» Not recognising or dealing with conflict or difficult issues

» Claiming others’ achievements as own

» Acting with self interest

» Showing favouritism or blaming rather than resolving issues
» Having private dealings that compromise work values

» Blaming others or using excuses

» Accepting the way things have always been done

» Not following through on commitments that have been made
» Blocking change

» Doing the bare minimum

» Showing no regard for the work environment or housekeeping
» Using SkillsConnection property inappropriately or without authority

» Acting inconsistently with SkillsConnection’s policies, standards, procedures
and values

« Displaying no innovation / “if its not broken don't fix it “attitude

» Operating outside SkillsConnection’s policies, standards, procedures and/or values
» Not giving due consideration to actions and consequences

» Cutting corners, taking the easiest way or acting for self

* “Not my problem - if that’s what they want then let them go for it” attitude

» Expecting the same and giving the same, regardless

» Beingjudgemental, impatient and acting without care
» Setting impossible standrads or judging others harshly
« Letting others “sink or swim”

» “Its only a job, who really cares anyway” attitude



