Code of Conduct Policy and Procedure
(DR7)

Policy Statement
The purpose of the Code of Conduct Policy is to outline the standard of behaviour expected at Health United. In addition, the policy serves to ensure that all staff at Health United behave in a manner that does not compromise these legal obligations.
Scope
This policy applies to patients, staff, management, medical professionals, students and visitors of Health United.

Background
At Health United, our patient’s safety, dignity and wellbeing are paramount to our core values and objectives.
Our mission is “to deliver comprehensive allied health services with compassion, innovation, and excellence. Through collaborative efforts, we strive to optimise patient outcomes, promote wellness, and foster a culture of inclusivity and respect within our communities.”
We also acknowledge that as far as reasonably practicable, we are responsible and accountable for the safety of all patients in our care and anyone who is attending, visiting or providing services on behalf of Health United.
This Code of Conduct aims to outline the expectations about staff performance and behaviour by providing guidelines for ensuring that the best possible standards of service delivery and professional conduct are achieved. As an employer, we have the right to insist that all employees, students and volunteers refrain from unacceptable behaviour and poor performance and take appropriate action when such behaviour and performance occur. (Throughout this document, “employees” includes students and volunteers.)
Similarly, all employees have the right to a discrimination and harassment-free workplace and the responsibility to ensure that they do not discriminate against or harass other employees or patients.

Legislative Requirements
· Racial Discrimination Act (1975)
· Sex Discrimination Act (1984)
· Human Rights and Equal Employment Opportunity Commission Act (1986)
· Workplace Health and Safety Act (1989)
· Anti-Discrimination Act (1991)
· Disability Discrimination Act (1992)
· Mental Health Act 2014
· Work Health and Safety Act 2011
· Work Health and Safety Regulations 2011
· National Registration and Accreditation Scheme (NRAS)
· Health Practitioner Regulation National Law (NSW)
· Private Health Facilities Act 2007
· Health Services Regulation 2013

Principles that Inform our Policy
All decision-making about our Code of Conduct Procedure is carried out in accordance with the principles of our Code of Conduct Policy.
A code of conduct policy is essential for promoting ethical conduct, maintaining professionalism, preventing misconduct, protecting legal and regulatory compliance, fostering trust, guiding decision-making, supporting organisational culture, and demonstrating commitment to stakeholders.
1. Establishing Behavioural Expectations: A code of conduct outlines the expected behaviour and ethical standards for all individuals associated with Health United, including employees, contractors, volunteers, and stakeholders. It sets clear guidelines for acceptable behaviour and helps create a positive and respectful work environment.
2. Promoting Ethical Conduct: A code of conduct reinforces Health United’s commitment to ethical practices in all operations. It guides ethical decision-making and helps employees navigate complex ethical dilemmas that may arise in their roles.
3. Maintaining Professionalism: In allied health, maintaining professionalism is crucial for delivering high-quality patient care and upholding the trust and confidence of patients and the community. A code of conduct helps define professionalism expectations, such as integrity, honesty, respect, and accountability.
4. Preventing Misconduct and Legal Risks: By clearly outlining prohibited behaviours and actions, a code of conduct helps prevent misconduct, such as harassment, discrimination, fraud, and other unethical or illegal activities. This protects Health United’s reputation and reduces the risk of legal liabilities and regulatory violations.
5. Protecting Confidentiality and Privacy: At Health United, we handle sensitive patient information, and a code of conduct emphasises the importance of maintaining confidentiality and respecting patient privacy rights. This helps safeguard patient information from unauthorised access, disclosure, or misuse.
6. Fostering Trust and Accountability: A code of conduct promotes transparency, trust, and accountability within the organisation. When everyone understands and adheres to the same ethical standards, it fosters a culture of trust and mutual respect among employees, patients, and stakeholders.
7. Guiding Decision-Making: In complex situations or dilemmas, a code of conduct serves as a reference point for decision-making. It helps employees evaluate their actions against established ethical principles and make choices that align with the organisation’s values and mission.
8. Supporting Organisational Culture: A code of conduct contributes to shaping the culture at Health United by reinforcing its core values and principles. It communicates to employees and stakeholders what the organisation stands for and how it expects individuals to behave, fostering a cohesive and aligned culture.
9. Demonstrating Commitment to Stakeholders: A code of conduct demonstrates Health United’s commitment to integrity, professionalism, and ethical behaviour to patients, regulatory bodies, funding agencies, partners, and the broader community. It enhances the organisation’s reputation and credibility.

Key Terms
	Term
	Meaning
	Source

	Confidentiality
	The non-disclosure of information, particularly related to the patient, except to another authorised person: It is seen as the patient’s right and is enshrined in Article 8 of the European Convention on Human Rights.
	The legal dictionary

	Consent
	This is the voluntary agreement to some act, practice or purpose. Consent has two elements: knowledge of the matter agreed to and voluntary agreement.
	Australian Law Reform Commission

	Code of Conduct
	This is a set of rules that members of an organisation or people with a particular job or position must follow.
	Cambridge Dictionary

	Individual
	A natural person; any person such as a service user, staff member, board member, volunteer, student, contractor or a member of the public.
	Law Insider Dictionary

	Personal information
	Personal information means information or an opinion (including information or an opinion forming part of a database) about an individual (Office of the Federal Privacy Commissioner, 2001). It may include information such as names, addresses, bank account details and health conditions. The use of personal information is guided by the Privacy Act 1988 (Cth).
	Privacy Act 1988



Links to other Policies and Documents
· Inclusion and Diversity Policy and Procedure
· Workplace Health and Safety Policy and Procedure
· Privacy and Confidentiality Policy and Procedure
· Bullying and Harassment Policy and Procedure
· Customer Service Policy and Procedure
· Communication Policy and Procedure

Induction and Ongoing Training
Health United requires that induction and ongoing training of all staff include the Code of Conduct Policy and Procedure to enable staff to fulfil their roles effectively. In addition, Health United promotes information sharing at staff meetings, sharing of information received from industry trends or changes in legislation, and consultation at policy review sessions.
Policy Created/Reviewed
	Policy Created/Reviewed
	Modifications
	Next Review Date

	Implemented February 2024
	New policy
	February 2025



Monitoring, Evaluation and Review
This policy will be reviewed annually or on the occurrence of any relevant legislative change. Management of Health United will conduct reviews in consultation with educators at staff meetings.

Code of Conduct Procedure

Compliance
All employees and management are expected to:
· observe all policies, procedures, rules and regulations at all times
· comply with all federal, state and local laws and regulations
· comply with all reasonable, lawful instructions and decisions related to their work
· maintain a high degree of ethics, integrity, honesty and professionalism in dealing with community members and other employees
· maintain the confidentiality of the service’s operations in relation to service activities, confidential documentation and work practices during and after their employment
· take reasonable steps to ensure their own health, safety and welfare in the workplace, as well as that of other employees and community members – employees are expected to familiarise themselves with their workplace health and safety obligations.

Employee and Management Behaviour
· If an employee breaches the following guidelines, disciplinary action may be taken.
· If the breach of conduct is of a legal nature, it will be addressed in accordance with relevant federal, state or local government laws.
· Employees and management should not:
· discriminate against another employee or community member on the basis of sex, age, race, religion, disability, pregnancy, marital status or sexual orientation
· engage in fighting or disorderly conduct, or sexually harass other employees and community members
· steal, damage or destroy property belonging to the organisation, its employees or community members
· work intoxicated or under the influence of controlled or illegal substances
· bring controlled or illegal substances to the workplace
· smoke on the service’s premises or in its motor vehicles
· smoke with service users.

Dress Code
· Employees and management should:
· dress to comply with workplace health and safety regulations relevant to their work activities
· always dress suitably for their position, presenting a clean, neat and tidy appearance
· wear a uniform (if supplied) and maintain its condition (clean and not torn)
· consult with the manager or program coordinator if unsure of the type of clothing appropriate to their position.
· Employees who deliberately breach this dress code may receive disciplinary action.


Dealing with Aggressive Behaviour
· Employees are expected to provide high standards of service provision. However, the service does not accept any form of aggressive, threatening or abusive behaviour towards its employees by community members or other employees.
· Suppose an employee is unable to calm the person and/or believes the situation places them or other employees in danger. In that case, they should notify the manager or their program coordinator/ supervisor.
· All incidents must be reported to the service coordinator/supervisor using the Serious Incident Report Form, and the patient must be informed that the behaviour has been reported.

Use of Computers, Telephones and Printers (Scanners)
· Unauthorised access and use of confidential information can severely damage the reputation of the service and undermine personal privacy.
· Employees and management should ensure the following:
· Use communication and information devices for officially approved purposes only.
· Use these communication and information devices for limited personal use as long this use does not interfere with their daily duties.
· Don’t share their password/s with another employee or share another employee’s password/s.

Use of the Internet and Email
· Internet and email are provided to employees and management for genuine work-related purposes.
· Employees and management should:
· limit personal use to a minimum; the service may monitor the use and call upon employees to explain their use
· comply with copyright regulations when using the internet or email.
· Employees and management should not:
· divulge personal or confidential information via the internet or email
· use the internet to access websites or send emails of an explicit sexual nature or in any manner that breaches the Bullying and Harassment Policy and Procedure, or Inclusion and Diversity Policy and Procedure.
· While the privacy of all employees is respected, emails may be used as evidence if legal action is taken against an employee.
· This information may also be used as evidence of a breach of the Code of Conduct, Bullying and Harassment or the Inclusion and Diversity Policies and Procedures.

Treating Others with Respect and Courtesy
· All persons associated with this service (patients and their families, employees, students and volunteers, management, businesses, and people from other agencies) have the right to be treated with respect and courtesy.
· Employees will always aim to act fairly, in good faith and without bias or prejudice. Employees shall endeavour to ensure that their own prejudices or biases do not lead to discrimination against any individual or interfere with their capacity to carry out their duties according to their position description and this Code of Conduct. Where bias or prejudice occurs, staff are expected to consult with their supervisor or Coordinator to address the issue.
· Employees will recognise the right of all persons to make their own decisions and to work out their own solutions, having due regard for their personal wellbeing. Support may be offered, and options suggested, but the final decision is each person’s right.

Confidentiality and Privacy
· Information about patients, employees, students, volunteers and management will always remain private and confidential.
· Information about any patient shall remain confidential between workers within the organisation. It shall not be used in any work with that patient without the patient’s explicit permission except in the following circumstances:
· when a patient’s case file has been subpoenaed under law
· when the consumer has disclosed that they plan to cause harm to themselves
· when the consumer has disclosed that they plan to cause harm to others
· when the consumer has disclosed that they are at risk of harm by another.
· These exceptions to confidentiality must be explained to all patients who use the service, especially where discussions relate to illegal activity. In these circumstances, a decision to break confidentiality can only be taken after a discussion with the Coordinator.
· Information obtained in counselling or psychology relationships and research data concerning patients may be communicated only for professional purposes and only to persons legitimately concerned with the case plan upon the patient’s consent. A patient must also give consent for staff to access information about them from an external source. The information obtained from a patient and used for research or service evaluation shall be coded so that the identity of the person remains anonymous.
· Securely store personal information provided by a service user or employee. Take reasonable steps to ensure this material is kept secure against:
· loss
· unauthorised access
· use
· modification or disclosure
· misuse.
· Keep information about all service provisions confidential within the organisation. Do not directly or indirectly disclose information associated with the service to external parties unless authorised by the manager or program supervisor.

Professional Integrity
Employees accept that professional responsibility must take precedence over personal aims, needs and views.

Dual relationships
· Employees must avoid entering therapeutic relationships with people they already have a personal relationship with.
· Employees must avoid entering personal relationships with people they already have a therapeutic relationship with.
· Employees are expected to declare any conflict of interest that may impair professional judgment. It does not result in unfair advantages or disadvantages to themselves, patients, other employees, committee members, organisations, or businesses.
· Suppose a person known personally to an employee becomes a patient. In that case, the employee should immediately inform the Coordinator or Manager of the duality of roles and discuss strategies for managing the situation.
· Employees must not have their partners accompany them while undertaking support work. In exceptional circumstances, approval must be obtained from the Coordinator or Manager.

Physical Contact
Physical contact with a patient should be guided by the nature of the professional relationship between the worker and the patient, with due regard to permission and respect for personal space. Consideration should be given to the possible impact of the contact on the patient and how the patient may construe the contact both at the time and in the future.

Sexual Contact
Sexual relationships of any kind between an employee and a patient are unacceptable. This includes activities that are initiated by the patient as well as any activity of a sexual nature engaged in by a patient for the benefit of an employee.

Relationships with Ex-Patients
· The standards of conduct outlined in this document apply to any contact with a patient who has been a patient in the past. Consideration must be given to factors such as:
· the type of relationship
· potential harmful effects on the patient and
· the length of time elapsed between the cessation of the professional relationship and the commencement of any non-professional relationship.
· Where there is potential for a relationship with an ex-consumer, this should be discussed with the Coordinator to ensure it is appropriate and in line with organisational policy.

Financial Payments
Employees may not receive private fees, gratuities or other remuneration for professional work with persons who are entitled to the staff member’s services. Employees may neither give nor receive any remuneration for referring young people to other agencies for professional services.

Gifts
Employees should not give or accept gifts from patients. Employees should inform the Coordinator or Manager if they receive a gift. Employees must ensure that patients are aware of this policy to help reduce the possibility of misunderstanding.

