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1.

Purpose
The Code of Conduct for Council Employees is outlined in Schedule 2A of the Local
Government (General) Regulations 2013, and amended by the Local Government
(General) (Employee Code of Conduct) Variation Regulations 2018. The purpose of this
policy is to clearly outline the behavioural standards expected of all employees during
the performance of their duties.
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2.

Scope
Council employees must comply with the provisions of this Code in carrying out their
functions as public officials. It is the personal responsibility of Council employees to
ensure that they are familiar with, and comply with, the standards in the Code at
all times.
Other persons working on behalf of Council, including Staff Trainees, Apprentices and
Work Experience are also expected to comply with the provision of this Code.

3.

Policy Statement
3.1 Corporate Values
Our corporate values define the way in which we approach our work and are
fundamental to the development of a constructive organisational culture. These
corporate values are:
Achievement
We strive for excellence in everything we do by setting challenging but realistic
goals that support community needs and pursue them with enthusiasm. Each
and every employee has a part to play in achieving this ambition, and is
accountable for their contribution.
Innovation
We look for creative solutions to problems, find new ways of doing things, share
new ideas, identify continuous improvement opportunities and take some
calculated risks. When things go wrong, we use this as an opportunity to learn
from our experience.
Encouragement
We encourage and support each other’s efforts to improve, and recognize each
other’s achievements. We are honest to ourselves, each other and our
community, we communicate openly and show each other respect.
Enjoyment
Work should be satisfying, fulfilling and fun. We promote a workplace that is
friendly and supportive, and one where we share and celebrate our successes.
This policy does not cover every situation. However, the values, ethics,
standards and behaviours it outlines are a reference point to help make
decisions in situations it does not cover. This policy sets the minimum
requirements of behaviour for Council employees and others covered under the
scope of this policy in carrying out their functions.

R857

2

4.

Principles and Overarching Statement
Council employees in South Australia have a commitment to serve the best interests
of the people within the community their Council represents and to discharge their
duties conscientiously and to the best of their ability.
Council employees will act honestly in every aspect of their work and be open and
transparent when making decisions or providing advice to their Council.
Council employees will perform their official duties in such a manner as to ensure that
public confidence and trust in the integrity and impartiality of their Council is strong.
Council employees will respect the law, and the resolutions made by the elected
member body of the Council.
The Council's Chief Executive Officer will make reasonable endeavours to ensure that
employees have current knowledge of both statutory requirements and best practices
relevant to their position.
Council employees will make reasonable endeavours to ensure that they have such
current knowledge of both statutory requirements and best practices relevant to their
position as is drawn to their attention by Council.

5.

Conduct required of Council employees
In line with (4) Principles and Overarching Statement, the following behaviour is
considered essential to upholding the principles of good governance in Councils.
A failure to comply with any of these behaviours can constitute a ground for
disciplinary action against the employee, including dismissal, under Section 110(5) of
the Local Government Act 1999.
Council employees must also comply with all relevant statutory requirements within
the Local Government Act 1999, the Work Health and Safety Act 2012 and other Acts.
A failure to comply with these statutes, as identified within this Part, can also
constitute a ground for disciplinary action against the employee, including dismissal,
under Section 110(5) of the Local Government Act 1999.
Council employees will:
General behaviour
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5.1.

Act honestly in the performance of official duties at all times, as required
by Section 109(1) of the Local Government Act 1999.

5.2.

Act with reasonable care and diligence in the performance of official duties, as
required by Section 109(2) of the Local Government Act 1999.

5.3.

Discharge duties in a professional manner.

5.4.

Act in a way that generates community trust and confidence in the Council.
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5.5.

Act in a reasonable, just, respectful and non-discriminatory way when dealing
with all people.

5.6.

Ensure that personal interests, including financial interests, do not influence or
interfere with the performance of their role.

Responsibilities as an employee of Council
5.7.

Comply with all relevant Council policies, codes and resolutions of which they
have been made aware, relevant to their particular role.

5.8.

Deal with information received in their capacity as a Council employee in a
responsible manner. Staff are expected to comply with the requirements of
Council’s Privacy Policy.

5.9.

Endeavour to provide accurate information to the Council and to the public at
all times.

5.10. Take all reasonable steps to ensure that the information upon which
employees make decisions or actions are based is factually correct and that all
relevant information has been obtained and is considered.
5.11. Not release or divulge information that the Council or Chief Executive Officer
of the Council has ordered be kept confidential, or that the Council employee
should reasonably know is information that is confidential, including
information that is considered by the Council or the Chief Executive Officer in
confidence, subject to the Ombudsman Act 1972 and the Independent
Commissioner Against Corruption Act 2012.
5.12. Not make improper use of information, including confidential information,
acquired by virtue of their position.
5.13. Ensure that relationships with external parties do not amount to interference
by improper influence, affecting judgement, decisions and/or actions.
5.14. Comply with all lawful and reasonable directions given by a person with
authority to give such directions.
5.15. Only make public comment in relation to their duties when specifically
authorised to do so, and restrict such comment to factual information and
professional advice. The Media and Communications Policy identifies those
persons who are authorised to make public comment on behalf of Council,
and expected behaviour in relation to media usage.
Relationships within Council
5.16. Not make any public criticism of a personal nature of fellow Council
employees or Council members.
5.17. Take reasonable care that their acts or omissions do not adversely affect the
health and safety of other persons, as required by the Work Health and Safety
Act 2012.
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5.18. Direct any allegations of breaches of the Code of Conduct for Council Members
to the Chief Executive or nominated delegate/s.
Gifts and Benefits
5.19. Council employees must not:
5.19.1.

seek gifts or benefits of any kind;

5.19.2.

accept any gift or benefit that may reasonably create a sense of
obligation on their part or may be reasonably perceived to be
intended to or would reasonably be likely to influence them in
carrying out their public duty; and

5.19.3.

accept any gift or benefit from any person who is in, or who seeks to
be in, any contractual relationship with the Council.

5.20. Notwithstanding Code 5.19.3, Council employees may accept hospitality
provided in the context of performing their duties, including:
5.20.1.

free or subsidised meals, beverages or refreshments of reasonable
value provided in conjunction with:
5.20.1.1. council work related events such as training, education
sessions, workshops and conferences;
5.20.1.2. council functions or events; and
5.20.1.3. social functions organised by groups such as Council
committees and community organisations; and

5.20.2.

invitations to and attendance at local social, cultural, or sporting
events.

5.21. Where any Council employee is offered a gift or benefit with a value in excess of
$50, details of each gift or benefit must be recorded within on the CCS Gifts and
Benefits register, whether that gift is accepted or declined, which is held by the
Executive Assistant to the CEO. This register will be made available for inspection
at the principal office of the Council and on the Council website. Gifts may only be
accepted with the prior approval of the respective Manager or General Manager,
in the case of General Managers, the Chief Executive Officer and in the case of the
Chief Executive Officer the Principal Member of Council. Where approval has not
been given, the employee has the responsibility to politely refuse the gift. Any
benefit offered to an immediate relative or an associate of an employee will be
deemed to be offered to the employee. [refer to Gifts, Benefits and Hospitality
Policy and Guidelines].
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Use of Council Resources
5.22. Council employees using Council resources must do so effectively and prudently
when undertaking Council work.
5.23. Council employees must not use Council resources, including the services of
Council staff, for private purposes, unless legally or properly authorised to do so,
and payments are made where appropriate.
5.24. Council employees must not use public funds or resources in a manner that is
irregular or unauthorised.
Register of Interests
5.25 An employee of the Council must adhere to the statutory requirements to lodge a
primary return and submit an ordinary return in accordance with Sections 113,
114 and 115 of the Local Government Act 1999 if they have been declared by the
Council to be subject to these provisions.
Staff that are declared by Council to be subject to the Register of Interest
provisions may be nominated, at the Council’s discretion, using the following
criteria:
a. The level of authority the position has to make and/or influence decisions
across Council.
b. The position’s influence to approve and/or amend Development applications
c. The level of authority the position has to purchase or influence the
procurement/purchase of goods and services.
d. The level of authority the position has to make and/or influence decisions in
relation to external contracts.
Chief Executive Officers
5.26 Chief Executive Officers must act in accordance with the provisions specific to their
position within the Local Government Act 1999 at all times.
Complaints
5.27 Any person may make a complaint about a Council employee under this Code.
5.28 Complaints about an employee's behaviour that is alleged to have breached this
Code should be brought to the attention of the Chief Executive Officer of the
Council, or a delegated person.
5.29 Complaints about a Chief Executive Officer's behaviour that is alleged to have
breached the Code should be brought to the attention of the Council's Principal
Member.
5.30 A complaint may be investigated and resolved according to the disciplinary
processes of that Council.
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5.31 In considering the lodgement of a complaint against a Council employee for a
breach of the Code, Public Officers should be mindful of the obligations outlined
in the Independent Commissioner Against Corruption - Directions and
Guidelines.
5.32 Nothing in this code in any way derogates from the rights of an employeeor
duties of an employer under the Fair Work Act 1994, other legislation, an
award, an industrial agreement or contract of employment.
Conflict of Interest
5.33 Staff who believe they have a conflict of interest, whether real or perceived,
should report this through the relevant channels [refer to Conflict of Interest
Guidelines and Planning and Development Code of Conduct Guidelines].
Employment Outside Council
5.34 An employee who is considering outside employment or contract work that
might conflict with their Council duties must notify and seek approval in
accordance with the CCS Additional Outside Work Policy. Staff must ensure
that the employment does not conflict or interfere with their official duties,
discredit or disadvantage the Council, or involve the use of confidential
information or Council resources [refer to Additional Outside Work Policy].
Customer Service (Internal & External)
5.35 The community expects local government to provide responsive, effective and
efficient services. Staff should actively seek innovative solutions that can be
implemented to meet Council and community needs. This includes being able
to respond quickly and effectively, and working cooperatively across the
organisation and community to achieve Council’s objectives.
All staff must be customer focused and strive to provide excellent customer
service in accordance with Council’s ‘blue’ constructive customer services styles
[refer to Customer Experience Policy]. Staff must behave in a professional
manner and treat members of the public and each other with honesty, fairness,
sensitivity and dignity. Employees who lead and manage other employees have
a special responsibility to model this behaviour, and to lead and mentor their
teams to ensure they understand the acceptable standard of performance and
behaviour.
Equal Opportunity, Discrimination, Harassment and Bullying
5.36 All employees have the right to work in a safe working environment, including
one that is free from any form of discrimination, harassment or workplace
bullying. Staff must not harass, discriminate against, bully or support others
who display these behaviours. Staff must contribute to building a workplace
that tolerates differences and that is free from intimidation, bullying and
harassment. Refer to Council’s Respectful Workplace Policy.
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Corporate Image
5.37 How we are professionally presented including what we wear and our tidiness
is determined by what our external customers expect of a professional
organisation. Staff must adopt a reasonable business-like presentation
commensurate to their duties and the people with whom they meet. Safety
clothing and personal protective equipment such as safety jackets, safety
footwear, eye protection and hard hats must be worn as stipulated in the
relevant policy.

6.

Breaches of Policy / Disciplinary Action
Responsibility for implementing, promoting and supporting these values and
standards of behaviour will rest with each employee, their Team Leader or
Coordinator, Manager, General Manager and ultimately with the Chief Executive.
Where an employee does not comply with the standards stated in our Staff Code of
Conduct Policy, the terms of their contract of employment or the relevant Award
conditions will be subject to disciplinary action commensurate with the seriousness of
their actions. This disciplinary action may take the form of a warning, formal
reprimand, termination of employment or legal prosecution (refer to Performance
Management Policy).
Serious misconduct resulting in summary (instant) dismissal includes:


Any deliberate unsafe act which results in, or could lead to, injury to a
second person or damage to Council property



Any criminal act committed as an employee of the Council, including fraud



Deliberate vandalism, sabotage or damage to Council property



Physical or verbal abuse by an employee against any fellow employee or
member of the general public during the course of his/her lawful duties. This
includes threatening behaviour or other forms of harassment towards fellow
employees or members of the general public



Accepting secret commission or rewards from a person to show an
advantage to that person in their business dealings with the Council



Disclosing any information relating to the business or transactions of any
person having business relations with the Council so as to afford an
advantage to any other person
Discriminating against, or giving preference to, any person wishing to make
use of the services of the Council
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Gross insubordination or failure to comply with a lawful instruction



Theft of Council property from other employees of Council



Suspension or loss of driver’s licence – only applicable to those employees
whose employment is dependent upon them holding a driver’s licence and
are therefore unable to meet the obligations of their Contract of
Employment.
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This list does not cover all types of misconduct but is intended as a guide to
what may constitute serious misconduct and become a dismissible offence.

7.

Employees’ Rights
Employees are entitled to representation in the consideration of alleged noncompliance with this policy. The principles of fairness, equity and natural justice will
apply to any investigation undertaken and management of the matter. Investigations
undertaken regarding compliance with this policy will be kept confidential.

8.

Reporting - If You Have a Concern
All staff have a role in ensuring that their fellow staff are held accountable for
inappropriate conduct by informing their Manager or General Manager if they
become aware of any such conduct. In addition, in accordance with the Independent
Commissioner Against Corruption Act 2012, staff are required to report serious or
systemic corruption, misconduct or maladministration that has come to their
attention.
Any questions of compliance raised by Council members, other staff or the
community regarding this policy will be considered by the relevant General Manager
or the Chief Executive.
If you have any difficulties or questions regarding this Staff Code of Conduct Policy,
you should discuss them with your supervisor or with an Organisational Development
staff member.

9.

Definitions
Key Term – Acronym
Summary Dismissal

Definition
Instant dismissal without prior warning (s)

Acknowledgement of Staff Code of Conduct Policy; Version 9.1

I

acknowledge that I

Name in full

received a copy of the Staff Code of Conduct Policy; version 9.1 last revised
October 2018. I understand the obligations I have to apply this policy to the way I
approach my work while employed by the City of Charles Sturt.

Signed:

Dated:

Position Title:
Business Unit:
R857

9

___

