
Code of Conduct Policy
Purpose:
The aims of this policy are to set out the standards of conduct and behaviour expected at <insert organisation name>, to inform and explain what is expected of employees <insert relevant others e.g. contractors, volunteers etc.> and outline related responsibilities.  

Scope:
This code applies to all employees and <insert others as appropriate> of <insert organisation name>. 
Responsibilities: 

All employees <insert others as relevant> must: 

i. behave honestly and with integrity in connection with their employment/ engagement;
ii. perform all duties with care and diligence, and be accountable for their actions;

iii. treat everyone with respect and courtesy;
iv. comply with all laws applicable to their employment including discrimination and work health and safety;

v. comply with all reasonable and lawful instructions;

vi. comply with all policies and procedures of <insert organisation name>;

vii. maintain necessary confidentiality, including not disclosing, without authority, corporate or client  information; 

viii. ensure that there is no actual or perceived conflict of interest in connection with your employment, including secondary employment;

ix. attend work in a fit and proper state, unaffected by alcohol or non-prescription drugs, and where affected by prescription drugs that may impair your performance, notify your manager of the circumstances;    

x. not engage in personal or professional conduct including use of social media that has the potential to adversely affect the reputation of <insert organisation name>;
xi. not encourage or solicit any gifts or rewards from clients, customers, suppliers or service providers or others in connection with your employment, and declare to their manager any gifts or rewards they have been given (except minor or token gifts if authorised);
xii. seek guidance from their manager on aspects of their employment where a potential breach of this Code may occur;
xiii. report instances where this Code has been breached by other employees .

Managers are responsible for:

· Monitoring the application of this Code within their area of responsibility;

· Providing advice and guidance to employees on the application of this Code;

· Reporting breaches or potential breaches of this Code to <name>.

Breaches of this Code 

A breach of this Code can result in disciplinary action, up to and including termination of employment, depending on the nature and circumstances of the breach.

Related documents (other policies, guides, checklists, etc.)

[List your organisation’s relevant policies]
Acknowledgement 

User’s Declaration

I have read and understood this Code of Conduct Policy and agree to its terms.

Name:  






Date:  



Signature: 








Members should be aware that this document is a guide only. It might not be appropriate in this format for every situation or your industry. For assistance in drafting workplace policies to suit your specific needs please contact the AFEI Hotline on 02 2964 2000.

AFEI Member Template:  Code of Conduct Policy


THIS DOCUMENT IS ONLY A GUIDE


AFEI recommends members consider their specific requirements when adopting a template document or policy to ensure the document meets the particular needs of your organisation.


For assistance, please call the AFEI Hotline on 02 9264 2000.


How to use this document:  


1:  Check with the AFEI Hotline as to its suitability for your needs. 


2:  Edit to meet your requirements by:


Add relevant information in the [yellow highlighted] sections.


Delete comments in the [blue highlighted] areas.





In order to effectively implement this policy, employers must take reasonable steps to notify employees that the policy exists and/or has been amended. 





If it is practicable to require employees to sign the policy and return it to you, include the User’s Declaration below. If this is impractical, omit the User’s Declaration and consider alternate means by which employees may be informed of the change e.g. emailing as an attachment to all staff. 
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