Draft Pro forma

For Development of Your Health Service’s Own Policy

(Insert Health Service Name Here)
Employee Code of Conduct
1. ....HS expects all employees to conduct themselves in certain ways, both at work and as part of the community. It is also the employee’s responsibility to make sure members of his/her family and any personal visitors understand and conduct themselves according to any special requirements as part of their life in the communities. 

2. Specifically this means:

i. Always respecting the customs and beliefs of community members. 

ii. Always behaving in a manner that does not prove of detriment or cause offence to, or bring disrepute upon, the health board or the communities and the individuals that make up the health board and communities from time to time. Offensive conduct includes, but is not limited to, the use of abusive language towards members of the health board and the communities. 

iii. Employees will encourage informed participation by members of the communities in addressing relevant social/personal issues; the employee role is to empower and work with members of the communities not to counsel, or decide what is best for clients. 

iv. Employees will recognise the stated aims of ....HS, contribute to these and work towards the best possible standards of service to the community; personal values contrary to those stated in the health service’s aims and relevant acts must not be practised/exercised during the program service delivery.

v. Employees will act to ensure that all persons have access to the resources, services and opportunities which contribute to their well being. 

vi. Employees must work co-operatively with other staff, follow the policies and procedures as set out in this manual and comply with any relevant legislative, industrial and administrative requirements. 

vii. Always be honest in your employment and dealings with the health board. 

viii. Do not discuss confidential health service matters with people outside the organisation, both during and post-employment. 

ix. Always taking due care with health board property. 

x. Employees must obtain the health board’s permission before travelling to or through areas outside of the immediate ....HS communities, apart from main access roads, and any other areas that may be specified from time to time by the health board. Employees are also required to observe any and all restrictions that may be placed on access to areas in and around the ....HS communities, which may be in force from time to time as determined by the health board and/or members of the communities. 

xi. Employees must refrain from influencing or participating in the political or other affairs of the ....HS communities, except where such activity is essential for the performance of the job; the health board shall have absolute discretion in determining whether any activity is essential for the purposes of this sub-clause. 

xii. Where policies or procedures of the health service go against appropriate acts, for example, Equal Opportunity, Discrimination, etc, the employee will endeavour to effect change through appropriate channels. 

xiii. Employees will provide users of the service with accurate information regarding the extent and nature of the services available to them and will not knowingly withhold such information. 

xiv. Employees will let service users know of their rights and the implications of services available to them. 

xv. Employees will act to prevent practices that are inhumane or discriminatory against any person or groups of people.

xvi. Employees will disclose any potential or actual conflicts of interest. This could be: 

· Personal beliefs or attitudes that influence the impartiality of advice given.

· Personal relationships with anyone that ...HS is dealing with.

· Party political activities or making adverse political comments that relate to ....HS work.

3. ...HS will counsel or discipline employees that fail to meet acceptable codes of conduct.

Dress Standards 

4. Employees are expected to dress in a neat and tidy manner both in the workplace as well as in the public arena. Very short skirts or bike/stretch shorts, sports shorts, revealing tops and singlets are not appropriate. It is a requirement for all clinic staff to wear enclosed footwear. Thongs, ‘scuffs’ or sandals are not considered appropriate footwear in a clinical setting. (....HS has an OH&S responsibility to ensure all necessary means are taken to protect staff from accidental injury.)

