
 

 

 

Employee Code of Conduct  

Approved by: Chief Executive Officer  
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Date Effective: Immediately  

Date of Next Review: May 2028 

Applicable to Unit(s): Organisation 

Responsible Officer: Manager People & Capability  

Statutory Reference: Local Government Act 2020 

Fair Work Act 2009 

Equal Employment Opportunity Act  
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Occupational Health and Safety Act 2004 (Vic) 

 

1.0 Employee Code of Conduct Overview 

This Employee Code of Conduct explains how we are expected to behave at work and when we 
are representing Wellington Shire Council. It sets out the basic standards we all need to follow so 

that our workplace is safe, fair and respectful, and so that our community can trust us to do the 
right thing.  

The Code of Conduct covers topics such as:  

• How we treat each other and our community  

• How we use Council resources and information  

• How we manage conflicts of interest, gifts and social Media  

• Our responsibilities for safety, child safety and gender equality  

• What happens if the code is not followed  

If you work for Council – whether you are permanent, casual, temporary, a volunteer, contractor or 

student – this code applies to you. Reading and following the Code is a condition of working at 
Council.  

You are expected to:  

• Read the Code of Conduct and ask questions if something is unclear.  



   
 

   
 

• Use it to guide your decisions and behaviour.  

• Speak up early if you see something that does not feel right.  

If you are unsure what to do, talk to your Supervisor, Manager or the People and Capability team. 
The Code of Conduct is here to help you make good decisions, look after each other and provide 
the best possible service to our community.   

2.0 Our Values 

Our corporate values underpin how we work together and support each other at Wellington as we 
strive to deliver excellent outcomes for our community.  

Cooperation: Working together, teamwork, collaboration and being solution oriented.  

Integrity: Acting with respect, honesty, reliability, trust, tolerance and understanding.  

Balance: Demonstrating fairness, equity and flexibility. Consider work-life balance and balancing 
community needs against resources.  

Professionalism: Personal development and meaningful work, being competent, innovative and 
courageous, focus on excellence and continuous improvement.  

Sustainability: Going above and beyond to demonstrate commitment to leading sustainable 

practices and encouraging and supporting others to do the same.  

3.0 General Employee Conduct 

By consistently applying these standards of behaviour professionally and respectfully at all times, 

we aim to improve the community’s trust in us and our confidence in each other.  

Employee conduct is guided by both legislation and the principals and behaviours described 

below.  

3.1 Employee Responsibilities  

Council requires that employees, in the course of their employment, must:  

a. Act impartially.  

b. Act with integrity including avoiding real or apparent conflicts of interest.  

c. Accept accountability for results.  

d. Provide a responsive service.  

3.2 Employees with Supervisory Responsibilities  

In addition to the above requirements, employees with supervisory and management 
responsibilities must:  

a. Lead by example by modelling our values and performance expectations, as outlined in   

the Employee Code of Conduct;  

b. Recognise that leadership is about positive influence, inspiring and empowering others;  

c. Provide a safe encouraging and supportive work environment that recognises and values 
diversity, abilities, and contributions;  



   
 

   
 

d. Give employees a clear sense of direction and purpose, set realistic goals timelines 

and  workloads and provide adequate resources and appropriate information to 
complete work;  

e. Trust their employees to manage their work autonomously but also provide them with 
support where needed;  

f. Address any performance issues promptly, directly and confidentially with the 

employee  concerned;  

g. Lead and manage team performance, provide regular feedback, and apply 

discipline   procedures fairly and consistently (when required);  

h. Understand and respond to legitimate concerns of their employees, and encourage them 
to speak up and raise concerns early.  

i. Promote work arrangements that enable their employees to achieve a work-life balance;  

j. Not request any employee under their supervision to carry out any unlawful 
action,  including non-compliance with Workplace Health and Safety laws;   

k. Promote high levels of customer service;  

l. Manage budget expenditure responsibly and within approved delegations.  

3.3 Respectful Workplace Behaviour  

Wellington Shire Council is committed to providing a positive workplace where everyone is treated 
with respect.  

That means we all need to:  

• Treat customers, members of the community, colleagues and others with dignity, 
courtesy, and respect;  

• Do the right thing, be fair and honest;  

• Listen, learn, and respond appropriately to the views and concerns of others;  

• Consider how everything we say and do might impact others.  

Creating an inclusive workplace and looking after the health and wellbeing or our employees is 
of great importance. This means it is not acceptable for us to engage in the following types 
of behaviours in our workplace:  

3.3.1 Bullying, harassment, discrimination, and workplace violence   

Council is committed to proactively preventing and responding to any instances of bullying, 

harassment, discrimination and violence in the workplace. All staff must be aware of and 
understand Council’s Respect in the Workplace (Managing Bullying and Negative 
Workplace Behaviours) Policy, Equal Opportunity and Anti-Discrimination Policy, 
WorkplaceGrievances procedure , and participate in workplace training to ensure adherence to 

relevant policies, and support a positive and harmonious workplace for all.   

3.3.2 Sexual Harassment   

Wellington Shire Council is committed to a safe, respectful and inclusive workplace that is free 
from all forms of sexual harassment. Sexual harassment will not be tolerated under any 



   
 

   
 

circumstances. All employees must comply with Council’s Prevention of Sexual Harassment Policy, 

complete required training, and report any behaviour that is unsafe, inappropriate or unlawful. 
Concerns can be raised with a Supervisor or Manager, with People & Capability, through 

a formal processes as detailed within the Prevention of Ssexual Harassment Policy. 3.3.3   

3.3.3 Reporting inappropriate workplace behaviour  

Employees are encouraged to speak up if something is not right. Unsafe, disrespectful or 

unlawful behaviour is unacceptable.  

You can raise concerns through:  

• Speaking directly with the person (if safe and comfortable)  

• Contacting an Contact Officer  

• Speaking with your Supervisor, Manager or People & Capability  

Lodging a formal grievance under the Workplace Grievances Procedure  

3.3.4 Victimisation   

Victimisation means treating someone negatively because they have made or being involved in a 
complaint. At Wellington Shire Council we encourage employees to say something when 

a situation isn’t right, and victimisation is not acceptable. It is not acceptable to disadvantage 
someone because they have raised concerns or have asked questions about their job or pay, they 

plan to or are taking leave or they are using other entitlements. For more information, refer to 
Council’s Respect in the Workplace (Bullying, Harassment and Discrimination) policy.   

3.4 Family violence   

Wellington Shire Council does not tolerate family violence in any form and is committed to 

fostering a safe, supportive and respectful workplace for employees who are experiencing or 

affected by family violence. Council will respond with empathy, confidentiality and practical 

support, including access to leave, safety planning and referrals, in line with our Family Violence 
Policy. All employees are expected to be aware of this policy and uphold our commitment to safety 
and support for those impacted.   

3.5 Child Safety  

As a committed Child Safe organisation, all employees have a responsibility for the safety and 

wellbeing of children and young people.  

All employees are required to observe the requirements of the Victorian Child Safe Standards and 

expectations for appropriate behaviour towards and in the company of children and young people. 

All employees are responsible for supporting the safety, participation, wellbeing and 

empowerment of children.  

Council’s Child Safety Policy aims to ensure that members of the public, children and young 
people, employeesand volunteers are aware of Council’s commitment to being a Child Safe 

organisation, and are aware of their rights and responsibilities. Employees must comply with the 

requirements of the Child Safe Policy, the Child Safe Code of Conduct and the Child Safe Reporting 
Procedures.  Any breach of the Child Safe Policy and/or the Child Safe Code of Conduct by an 
employee will be considered serious misconduct and action will be taken in accordance 
with Council’s Discipline and Performance Management policy, along with any other reporting 

requirements to external authorities   



   
 

   
 

3.6 Workplace Health and Safety  

Wellington Shire Council is committed to providing a healthy, safe and respectful workplace, and 
every employee has a duty to take reasonable care for their own safety and the safety of others. 

This means coming to work fit for duty, following all safety policies and procedures, using 
protective equipment as required, reporting hazards, near misses and incidents immediately, and 
contributing to a culture where risks are identified and managed early. Working safely is a core 
expectation of our Code of Conduct and fundamental to how we protect our colleagues, the 

community and ourselves. Employees must also ensure they are not under the influence of alcohol 
or drugs while at work and must follow Council’s Prevention of Drug and Alcohol Use in the 
Workplace Policy and related procedures.  

3.7 Drug and Alcohol Usage in the Workplace  

Wellington Shire Council is committed to the wellbeing of its employees, contractors, volunteers, 

and customers. Council has a duty of care to ensure that alcohol and/or drugs do 

not jeopardise the health, wellbeing and safety of others, and every employee has a duty of care 
to minimise risks to themselves and their colleagues. Council aims to foster an attitude amongst 
employees that working under the influence of alcohol and/or drugs is unacceptable.  

Employees should not report for work, at any time, if the level of alcohol in their blood is in excess 
of the legal blood alcohol concentration (BAC) limit for their position (such as 0.00 for Lifeguards or 

operators of Heavy Machinery), or if they are under the influence of, or affected by, illicit drugs or 

substances. Employees must not bring alcoholic beverages into, or consume alcoholic beverages 

in Council workplaces, unless authorised by the relevant General Manager or Chief Executive 
Officer.  

Wellington Shire Council does not and will not condone the use, sale, or possession of any illegal or 

prohibited substance at the workplace or at any work-related activity or event. Council operates a 
random drug and alcohol testing program, and ‘For Cause’ drug and alcohol testing program for 

suspected use of alcohol and illicit drugs in line with the Prevention of Alcohol and Drug Use in the 
Workplace Policy.  

3.8 Smoking  

Under Victoria’s Tobacco Act 1987, smoking and the use of e-cigarettes (vaping) is prohibited in all 
enclosed workplaces. and areas designated as smoke-free and vape-free.    

In addition, Council prohibits employees from smoking and vaping:  

• In any vehicle, item of equipment or plant owned or leased by Council, including 
those allocated as private use and tools-of-the-trade vehicles.   

• Within four metres of the entry or exit points to any Council workplace.   

• On duty. Employees are not permitted to smoke or vape at any time whilst on duty, except 
on authorised breaks. Note that the term ‘smoking’ includes the use of tobacco-

based and other non-tobacco smoke such as from e-cigarettes (vaping).   

3.8.1 Support for Employees   

Council recognises the benefits as well as the difficulties in banning smoking and e-cigarette’s from 

the workplace for some employees and is supportive of staff members willing to participate in an 
approved ‘Quit’ program, or with assistance from our Employee Assistance Provider. Further 
details are available to employees via the Intranet.   



   
 

   
 

   

3.9 Working with Councillors  

Wellington Shire Council is committed to developing and maintaining strong working relationships 
with its elected representatives, while also maintaining the integrity of the decision 

making process.   

The Chief Executive Officer (CEO) is responsible for the overall management of employees and 

Councillors should not be directly instructing council employees to perform duties.   

Employees and Councillors must be familiar with the Councillor Staff Interaction Policy.  

If employees are approached by a Councillor in this way, they must refer the request to 

their Manager/Supervisor.   

Similarly, employees are not permitted to request information from Councillors in relation to 

council business unless authorised by their respective General Manager.  

4.0 Use of Council Resources and Preservation of Assets  

Employees are required to use a range of Council resources to perform their duties including 
Council systems, vehicles, equipment, machinery, stationery, and other resources and must not 

misuse, or allow others to misuse, these in any way. This includes ensuring that they are secure 

against theft, properly stored and maintained and not used in a way that could misrepresent 

Wellington Shire Council.  

Council assets and other resources must only be used for official Council business, 
unless written authorisation has been obtained from an employee’s Manager/Supervisor.   

Disciplinary action will be taken against an employee who steals, misappropriates, or converts 
Council, community, or customer assets for private use.   

Upon conclusion of employment, all employees must return all Council property to their respective 

Manager/Supervisor in good repair.  

4.1 Council Fleet Vehicles   

All employees using Council vehicles, must:  

• Hold a current driver’s license for that type and class of vehicle;   

• Carry their driver’s license with them at all times when driving a Council vehicle; and  

• Follow all relevant legislation and regulations.  

Refer to 8.0. Disclosure of Criminal Offences and Loss of Qualifications and/or Licenses for 

information relating to loss of driver’s license. Employees are not permitted to drive Council 
vehicles on a Learners Permit (with the exception of full private use vehicles).   

5.0 Access to and Disclosure of Information – Privacy   

In the course of their work, Council employees may have access to commercial and personal 
information about members of the Wellington Shire community, businesses, other employees and 

the wider public. It is essential, therefore, that any information accessed by employees, is used 
only for the purpose of performing their relevant workplace duties.   



   
 

   
 

5.1 Intellectual Property  

Intellectual Property includes any material, work, concepts, designs or systems produced by an 
employee in order to perform their duties, and remains the property of Council for it to use at its 

discretion.   

5.2 Statements on behalf of Council  

Employees are not permitted to make official comments on behalf of Council. The Council’s 
spokesperson on policy matters is the Mayor and on executive matters, the CEO by delegation.   

No interviews, photographs, discussion or liaison with the press, radio or television should be 

undertaken by any employee without prior approval of the CEO or delegate.  

5.3 Social Media  

Wellington Shire Council uses social media to communicate with our community. To protect 
Council’s reputation and ensure consistent, accurate information is shared, all use of social media 

connected to Council business must comply with Council’s Social Media Policy.  

5.3.1 Use of social media for Council business  

Employees, contractors and Councillors must:  

• Obtain prior authorisation from the Customer and Communications Manager before 
creating, updating or contributing to any social media account on behalf of a department 

or business unit.  

• Follow all Council policies related to communication and conduct, including the Social 

Media Policy.  

• Act with caution, professionalism, honesty and respect in all online interactions.  

• Reinforce and protect the integrity, reputation and values of Wellington Shire Council.  

• Forward any significant or sensitive social media activity to the Customer and 

Communications Business Unit for follow-up.  

• Direct community members to Council’s official channels when they wish to make a 

request, provide feedback or lodge a complaint.  

5.3.2 Personal use of social media  

When using personal social media accounts, employees, contractors and Councillors must:  

• Not publish information on behalf of Wellington Shire Council.  

• Not comment on, or engage in, online discussions about Council decisions, projects, 
works, consultations or Councillor social media posts.  

• Not make negative, misleading or harmful comments about Council, Councillors, 
employees, services, suppliers or stakeholders.  

• Not upload images or content that show themselves or others identifiable as Council 
employees (e.g. in uniform or using Council equipment) in an unprofessional or unlawful 
manner.  

• Not use social media to bully, harass or intimidate any Councillor, employee, contractor or 

stakeholder.  



   
 

   
 

• Not rely on privacy settings to assume posts or comments are private.  

All staff must be familiar with and adhere to Wellington Shire Council’s Social Media Policy. 

Breaches of this section of the Code of Conduct may result in disciplinary action.  

6.0 Conflict of Interest (Direct or Indirect, Real or Perceived)  

Conflicts of interest exist when it is likely that you could be influenced, or it could be perceived that 
you are influenced by a personal interest when carrying out public duty. Conflicts of interest can 

lead to bias in decision making which may constitute corrupt conduct.  

Members of the public need to be confident that decisions made by Council employees are free of 

any conflict of interest.  

In addition to the relevant sections of the Local Government Act 2020, Council requires all 

employees to disclose any Conflicts of Interest, direct or indirect, real or perceived.  

A Conflict of Interest may occur when an employee has a personal or private interest that might 
compromise their objectivity to perform their duties on behalf of Council by acting in the 
public interest. It is the responsibility of the employee to disclose if they have a conflict of interest 

to their Manager/Supervisor or General Manager immediately by completing the Employee Conflict 

of Interest Declaration and Management Plan. Employees may be asked to step aside from the 
decision-making process. A conflict of interest exists even if no improper act results from it.   

Failure to disclose a Conflict of Interest, either direct or indirect, perceived or real, may result in 

disciplinary action. Managers and Supervisors have a duty to report any breaches they have 
knowledge of. Staff must also not influence any person, or allow themselves to be influenced, in 
any improper way to obtain any advantages or favours for themselves or any other person or group 

because of their position as an employee of Council.  

All decisions made by Council employees, including selection, appointment or promotion of 

employees, the purchasing of goods or services or the enforcement of legislation 
and/or regulations must be fair, transparent and in the best interests of Wellington Shire Council.  

For further information, refer to Council’s Conflict of Interest Policy.   

7.0 Acceptance of Gifts, Benefits and Hospitality   

It is not acceptable in any circumstances for an employee to accept a gift, benefit or hospitality 
when it is given as a bribe for favourable service or outcomes. Employees must never accept cash 

or cheques, regardless of their value, or receive payments, loans or discounts for the purchase, hire 

or use of property or services for private purposes. All employees must adhere to the Acceptance 
and Declaration of Gifts, Benefits and Hospitality Policy which forms part of The Employee Code of 

Conduct at Appendix 1.  

Further information about declaring a gift can be obtained on the Intranet or from the 
Governance & Council Business Officer. All declarations, whether accepted or declined, will be 

recorded in Council’s Gifts, Benefits and Hospitality Declaration Register.  

Employees should not encourage others to give gifts as an appreciation for duties they have 

performed.  

  



   
 

   
 

8.0 Disclosure of Criminal Offences and Loss of Qualifications 

and/or Licenses   

Employees during the term of their employment must advise their Manager/Supervisor if they are 
convicted of a criminal offence that has the potential to affect their ability to meet the inherent 
requirements of their position. All disclosures will be assessed on an individual basis and will be 

dealt with confidentially.   

Where an ongoing risk is identified, employees may be required to complete ongoing National 
Police Record Clearance and/or a Working with Children Check at designated intervals during the 

course of their future employment with Council. For more information on Police Checks at Council, 
refer to the Recruitment and Selection Policy, relating to Pre-Employment Background Checks.   

Employees during the term of their employment must immediately notify 

their Manager/Supervisor if their qualification(s), professional accreditation(s), license(s), 
registration(s) or permit(s) are revoked or have expired, where relevant to their position.  

9.0 Fairness, Equity, Diversity and Inclusion  

Wellington Shire Council is committed to a workplace that is inclusive, respectful and equitable for 

all. We value diversity in all its forms and believe that the ideas, aspirations and needs of every 
person enrich our organisation and strengthen the services we provide to our community.  

As a defined entity under the Gender Equality Act 2020 (Victoria), Council has specific obligations 

to identify, prevent and address gender inequality in our workplace. This includes taking positive 
actions to ensure equal access to employment, development, leadership and flexible work 

opportunities.   

Council’s values – Cooperation, Integriy, Balance, Professionalism and Sustainability—require us to 

actively support gender equality, challenge discriminatory behaviour, and foster a culture where 
everyone feels safe, included and able to participate equally. This includes preventing sexual 
harassment, discrimination, stereotyping and behaviours that undermine equality.  

Council supports flexible and accessible working arrangements for all employees, in line with the 
inherent requirements of each role. This applies regardless of ability or disability, cultural 
background or heritage, religion, language, age, gender identity, gender expression, sex 

characteristics, sexual orientation or family responsibilities.  

Employees must treat others fairly, with dignity and respect, and value the diversity of colleagues, 

community members, contractors and volunteers. Inclusive behaviour is expected in all 

interactions—internal, external and online.  

Council has policies and processes in place to ensure employees understand their responsibilities 
under the Equal Opportunity Act 2010, the Gender Equality Act 2020, the Human Rights and Equal 
Opportunity Commission Act 1986, and Council’s own Equal Opportunity and Anti-Discrimination, 
Respect at Work and Prevention of Sexual Harassment policies. Employees should familiarise 

themselves with these obligations and seek advice if unsure.  

10.0 Employment Outside of Council  

Council employees can engage in other employment or unpaid work where this work does 
not conflict or interfere with their role as a Council employee. Other employment could include a 



   
 

   
 

second job, conducting a business or contract work. Examples of unpaid work include volunteering 

or sitting on a board.   

Employment or business operations outside of Council must not;  

a. Impede with their Council work or be undertaken while on Council duty;  

b. Involve confidential information or resources obtained through their work with the 
Council; or  

c. Discredit or disadvantage the Council or interfere with Council’s transparent 
business practices.  

In accordance with the Victorian Long Service Leave Act 2018, staff are not permitted to work while 
receiving Long Service Leave payments, including secondary employment, during the hours that 

they are taking leave for.   

If an employee seeks to stand as a candidate in a local, state or federal election refer to Election 

Period Policy (Council Policy) for appropriate guidance.   

11.0 Breaches of the Employee Code of Conduct  

Breaches of this Code of Conduct are taken seriously, as they have the potential to damage public 
trust, compromise safety, harm workplace relationships and undermine Council’s values. All 
employees are expected to speak up early if they witness behaviour that may breach the Code.  

Concerns or breaches can be reported through any of the following channels:  

• Your Supervisor or Manager  

• People & Capability  

• A formal complaint or report can be made under the Workplace Grievances Procedure  

• Council will assess all reports promptly, confidentially and impartially. Breaches of the 

Code may amount to misconduct or serious misconduct, and may lead to disciplinary 
action, which can include informal or formal counselling, written warnings, suspension, or 

termination of employment. Some breaches may also need to be referred to external 
bodies such as Victoria Police, the Independent Broad-based Anti-corruption Commission 

(IBAC), or other regulators.  

Employees are expected to cooperate with any investigation undertaken. For more information on 
how performance and conduct matters are managed, refer to the Discipline and Performance 
Management Policy.  

12.0 Environmental Considerations  

All representatives of Council have the responsibility for considering the environmental and 
sustainability impacts of their activities. Employees should consider the environmental impact of 

their actions on recycling (including paper, plastic, soft plastic, food waste, batteries and e-waste), 

water and electricity efficiency/usage.  

Council is committed to reducing its environmental impact wherever possible, so it is suggested 

that employees minimise waste and maximise efficiency in all aspects of Council activities.  

13.0 Related Council Policies and Documents  



   
 

   
 

• Equal Employment and Anti-Discrimination Policy    

• Respect in the Workplace (Prevention of Bullying Harassment  in the Workplace) Policy  

• Workplace Grievances Procedure     

• Child Safe Policy and Child Safe Code of Conduct    

• Acceptance and Declaration of Gifts, Benefits and Hospitality Policy    

• Social Media Policy    

• Prevention of Drug and Alcohol Usage in the Workplace Policy    

• Declarable Associations Policy    

• Prevention of Sexual Harassment Policy    

• Discipline and Performance Management Policy    

14.0 Human Rights Charter  

The Victorian Charter of Human Rights and Responsibilities 2006 (“the Charter”) contains an 
agreed set of human rights, freedoms and responsibilities protected by law. The Charter aims to 
ensure government bodies, public bodies, local Councils and public servants observe certain rights 

when creating laws, setting policies and providing services.  

The Charter requires Councils and their employees to act compatibly with human rights and to 
consider human rights when making decisions. Employees involved in policy development 

should familiarise themselves with the Charter.  

Approved  

  

Chief Executive Officer  

May 2026  
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APPENDIX 1 - ACCEPTANCE AND DECLARATION OF GIFTS, 

BENEFITS AND HOSPITALITY POLICY 

 

  



   
 

   
 

 

  



   
 

   
 

 

  



   
 

   
 

 

  



   
 

   
 

 

  



   
 

   
 

 

  



   
 

   
 

 

 


