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Foreword 

In order to achieve Our Purpose – “Enabling people living with disability to pursue a 
better life”, all staff are expected to be familiar with, abide by, and uphold the Code of 
Conduct and Ethics at all times.   
 
The Code of Conduct and Ethics provides a practical set of guiding principles to help 
you make decisions in your day to day work, whatever you do and wherever you do it, 
and outlines the expectations and rights of all Activ staff.   
 
The Code of Conduct and Ethics is supported by relevant legislation and policies that 
can be found on Activ’s intranet.   
 
By conducting ourselves and carrying out our roles in a professional and ethical 
manner at all times, we are reflecting Our Values, and the principles contained in this 
Code of Conduct and Ethics.  This will contribute to a positive organisational culture 
and result in a professional, safe and healthy work environment and positive 
outcomes for our customers 
 
Together with the Leadership Team I endorse this Code of Conduct and Ethics. 
 
Danielle Newport 
Chief Executive Officer 
 
The Activ Values form the foundation of a way of life that stands the organisation 
apart from all others. They represent what Activ stands for and provide a basis for 
appropriate standards of behaviour. 
 
The Activ Values underpin the Code of Conduct and Ethics which provides guidance 
on the expected behaviours of all Activ staff. It is not intended to cover all possible 
circumstances that may arise during day to day business activities; it provides a 
framework which can be applied to issues and circumstances so that decisions can be 
made which are aligned with the Activ Values. 
 
This code applies to all Activ staff. For the purpose of this code, the term ‘staff’ 
includes staff, supported employees, volunteers, contractors and representatives 
whose terms of engagement require them to represent Activ. 
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Introduction 

Activ is committed to a Code of Conduct and Ethics that provides guidance to all Activ 
staff, so that decisions and actions taken reflect the highest standards of conduct when 
representing the organisation.  

 
The Code of Conduct and Ethics is underpinned by the Activ Values. The Activ Values 
represent what Activ stands for and provide a basis for appropriate standards of 
behaviour. 

 
As a values-driven organisation, Activ expects all staff to go beyond simply complying 
with minimum standards of personal conduct. The goal is to make every decision and 
every action something that everyone at Activ can be proud of.  

 
Our actions and decisions are guided by our core beliefs and Values. At Activ we: 

 

Share a Passion for People 
 
We are fully committed to supporting, encouraging and empowering our customers, staff 
and volunteers to be what they truly can be and have empathy for every individual 
circumstance. 

 
Are Customer Driven 

We are responsive to the needs, values and aspiration of our customers, their families, 
our colleagues and the community.  We build our organisation around the customer 
experience. 

Listen Loudly 

We are active listeners, ensuring we clearly understand, and act upon what we hear.  We 
create an environment of open, honest, two-way communication, respect others’ ideas 
and opinions and the different ways in which individuals communicate. 

Create Together 

We are team players.  We cooperate and align our efforts to fulfil our purpose and 
achieve the highest level of customer satisfaction.  We are pathfinders and creative in 
our solutions.  We build effective relationships to achieve positive outcomes for all. 

Learn and Grow 

We are a learning organisation.  We are experienced and understand the specific needs 
of our customers but constantly challenge ourselves to achieve better outcomes. 

Lead with Courage 

We have the optimism and drive to lead from anywhere.  We push ourselves to reach 
new heights and to step out of our comfort zone. 
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In circumstances where there may not appear to be a clear right or wrong answer or 
decision, reference should be made to the Code of Conduct and Ethics for guidance. It is 
intended to help by: 

 Setting out Activ’s expectations of appropriate responses and decisions;  

 Providing clear principles to assist in the making of sound decisions; and 

 Providing advice about where to get assistance when Activ staff are: 

o unsure of the right action to take; 

o concerned about a course of action that may not be appropriate; and 

o concerned about the behaviours of others. 

It is very important that everybody who performs work for Activ reads this Code of 
Conduct and Ethics, understands it, and complies with it. Activ workers staff may be 
required to periodically sign an acknowledgement that they will abide by the Code of 
Conduct as a condition of their employment at Activ. 

When does this Code of Conduct and Ethics Apply? 

 
This Code of Conduct and Ethics applies to behaviours, activities and practices at Activ 
hosted functions, external locations and out of hour’s activities which may impact Activ 
and its reputation. When you agree to work or volunteer for Activ you agree to honour the 
spirit and letter of this Code. 

 
This Code of Conduct and Ethics should be read in conjunction with other relevant 
policies and procedures of Activ, as amended from time to time.  

 
Team Leaders and managers must take all reasonable steps to ensure that all staff who 
report to them are responsible for abiding by the Code of Conduct and Ethics at all times. 

 

Consequences of Breaching the Code 

 
Activ takes its commitment to the Values and the Code of Conduct and Ethics very 
seriously. Breaches of the Code of Conduct may lead to disciplinary action such as 
counselling through to dismissal or the termination of contracts. In addition, if a staff 
member breaks the law they may also be held personally and criminally liable for their 
action. 

 

Dealing with the ‘Grey’ Issues  

 
If a staff member is confronted with a situation or an issue and are unsure of its 
appropriateness they should ask themselves these questions: 

 
Is the behavior in line with the Activ Values? 
Would I be comfortable telling my family or work colleagues about this? 
Would I be comfortable if my actions or the consequences of my actions appeared on 
the evening news or the front page of the newspaper? 
Is the behavior in line with Activ’s Health and Safety standards? 
Would my behavior or decision be supported by my team members? 
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If the answer to any of these questions is ‘no’ then staff may be confronting a situation 
or considering behaviours that may be in breach of the Code of Conduct and Ethics 
and they should seek further advice or guidance from their line manager or the 
Human Resources Department.  

 
Company Policies 
 

1.  Occupational Safety and Health (OSH) 

At Activ we are committed to the health and safety of our staff and all others who 
associate with us.   

To help us achieve this, it is a condition of engagement with Activ that you: 

a) Take reasonable care to ensure your own safety at work and to avoid adversely 
affecting the health, safety and welfare of any other person;  

b) Immediately report any situation at the workplace which may constitute a hazard 
to any person; or any accident or incident 

c) Co-operate with all reasonable instruction to ensure that the highest possible 
OSH standards are maintained 

 
Any Activ staff member who is unsure of their responsibilities or obligations must 
check with their line manager or the OSH team for guidance. 
 
2. Equality in Employment  

Activ is committed to ensuring that every Activ staff member is treated fairly and with 
respect. All staff will be treated equally regardless of gender, sexual orientation, 
family status, pregnancy, family responsibilities, race, impairment, political and 
religious conviction, and age or gender history. 

Equal employment opportunity encourages the best use of skills and experience of 
all employees. It ensures the best person to be chosen for each available position. 
For further information consult the policy document AQuA No: 195 

3. Harassment, Discrimination and Workplace Bullying  

Activ is committed to providing all staff with a safe working environment free from all 
forms of harassment, bullying, coercion, workplace discrimination and physical abuse 
in Activ workplaces.  

All staff have an obligation to ensure they are familiar with, and comply with all 
relevant policies at all times.  

Further information about Activ’s Discrimination and Harassment Policy can be 
obtained from policy document AQuA No: 196. Further information about Activ’s 
Workplace Violence and Bullying Policy can be obtained from policy document AQuA 
No: 197. 
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4. Personal Information and Privacy  

Activ respects the privacy and confidentiality of all staff and customers and will only 
collect and retain information that is permitted by law and necessary for business 
requirements. Any personal information that is obtained will be used for its primary 
purpose and in accordance with the Activ Privacy Policy AQuA No: 111. All Activ staff 
that have access to personal information will ensure they adhere to the Privacy 
Policy at all times.  

5. Release of information into the public domain  

Only those staff specifically authorized to release Activ information can do so. Those 
authorised to release the information must ensure that the information is factually 
correct and meets Activ’s legal obligations in accordance with the Information 
Classification & Handling Policy and Procedure AQuA No: 2481. 

Customer Service  
 

Activ values its customers, families and carers and is committed to establishing long term 
relationships by enabling them to pursue a better life.  
 
We are responsive to the needs, values and aspiration of our customers, their families, 
our colleagues and the community.  We build our organisation around the customer 
experience and undertake all reasonable and lawful instructions given to us to enable the 
delivery of a professional and safe service. All staff are required to undertake all duties 
for customers with care and diligence and ensure dealings are ethical and lawful. 
 

Government Relations  

 
When dealing with state and federal government authorities, staff must maintain honest 
relationships in their dealings, ensure that all information that is provided is accurate and 
appropriate for purpose, and that all representations made comply with all applicable 
laws and regulations.  

 

Conflict of Interest  
 

A conflict of interest exists when a staff member participates in an activity, decision 
making process or business interest which could interfere with the interests of Activ. It is 
expected that no staff member be involved in any conduct or activity that may 
compromise their ability to make impartial business decisions and which, in turn, could 
harm or adversely affect the organisation’s operations, business or interests. 
 
All Activ staff are required to avoid actual and apparent conflicts of interest, Furthermore, 
if a potential conflict of interest may arise or has arisen, staff must advise their line 
manager as soon as possible. Staff wishing to pursue business interests outside of their 
employment contract with Activ, such as serving as a director of another organisation, 
are required to obtain written approval from Activ. 
 
Activ staff involved in decision making processes who have an interest or who may be 
perceived as having an interest that may influence an objective decision making process, 
must declare the potential conflict of interest and excuse themselves from the process. 
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This protects both the staff member involved and the interests of Activ.  

 

 Gifts, Prizes and Hospitality  

Activ treats the offering or receipt of gifts, prizes or hospitality as a legitimate part 
of the business development process and the maintenance of customer 
relationships. However, the giving and receiving of gifts, prizes or hospitality must 
never unduly influence business decision making or bring disrepute to those 
involved.  

All provision or receipt of gifts, prizes or hospitality must be appropriate for the 
occasion and be disclosed to their line manager. Staff are required to ensure that 
no entertainment, gifts, prizes or hospitality is to be provided or accepted that 
could reasonably be seen to be excessive and which may give rise to suspicions 
or to give cause to claims of conflict of interest. 

As a guide gifts, prizes and hospitality should only be of modest value (less than 
$150 per individual) and infrequent in provision or receipt. Furthermore, the 
greater the value of gifts, prizes and hospitality, the greater the need for 
transparency and authorisation by senior management. Any offer to travel must 
be referred to and authorised by a General Manager (Direct report to the CEO).  

It is expected that all gifts be declared initially to the staff member’s line manager 
and then recorded on the organisations ‘Gifts, Prizes and Hospitality Register’  
https://activ8-prod/Lists/GiftRegister/AllItems.aspx 

 Recruitment and supervision of related or associated persons 

Activ requires that all decisions relating to the recruitment and supervision of staff 
are based solely on merit.  

In order to avoid any actual or apparent conflicts of interest in the organisation’s 
operations or human resources practices, Activ requires that any staff member 
who has a pre-existing relationship with a current or potential new staff member 
which may, or may be perceived to affect the independence of their decision 
making, is not involved in either the recruitment or direct supervision of that 
person (eg friend, partner or relative).  

In this respect and to avoid any actual or apparent conflict, the direct and indirect 
supervision of family members or associated persons is not endorsed within our 
organisation.  Should a conflict of interest arise in the recruitment and ongoing 
management of an individual, the General Manager should be made aware of the 
circumstances and provide authorisation should extraordinary circumstances 
arise. 

 Prohibitions  

Under no circumstances may Activ staff accept cash, loans or other monetary 
reward in the course of their employment from suppliers, customers and other 
organisations or staff which may have an interest or affiliation with Activ. Staff 
must also ensure that they do not provide or accept services, gifts, hospitality, 
entertainment or products for non-business related purposes. Staff must not 
accept or provide inappropriate services, gifts, hospitality, entertainment or 
products.  

https://activ8-prod/Lists/GiftRegister/AllItems.aspx
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Corruption 
 
Activ prohibits any form of corruption when dealing with competitors, customers, 
suppliers, contractors, government officials or any other third parties.  
 
Corruption occurs when there is an offer, or acceptance, or provision, of anything of 
value, directly or indirectly, to influence action or inaction, where without this influence 
the action or inaction would not ordinarily occur.  
 
Under no circumstances may an Activ staff member directly or indirectly offer, request, 
provide or accept any: 
 

Monetary reward; 
Services; 
Gifts; 
Hospitality; 
Entertainment; 
Products; 
Any other similar items  
 

for the receipt or provision of any business information or guidance, or contract award or 
amendment, from any organisations, or their employees, which may have an affiliation 
with Activ.  
 

Record Keeping and Financial Controls  

 
Activ requires honest, accurate and timely recording and reporting of information in order 
to make responsible business decisions. All Activ staff are required to assist in these 
processes. 
All Activ taxation, accounting, insurance, financial and legal matters must be documented 
and recorded accurately in a timely manner. Activ is dedicated to collecting this 
information in an efficient, value-adding manner which ensures compliance with 
legislation and will ensure sound business decisions are made.  

 
Confidentiality  

 
Activ staff must maintain the confidentiality of information entrusted to them by Activ, its 
customers and families, commercial customers and partners, except when the disclosure 
is authorised in writing by a member of the Executive Team or required by laws and 
regulations. 
 

Intellectual Property   
 

Activ owns the Intellectual Property (IP) rights to anything staff create or develop during 
the course of their employment. Activ is entitled to the exclusive benefit of the works 
created by staff and may require that moral rights to those works be waived.  
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Reputation  
 

It is expected that all Activ staff will be loyal to Activ in all aspects of their business 
dealings, will continually enhance and protect Activ’s reputation inside and outside the 
organisation and will not do or communicate anything, through any means, which may 
cause Activ public embarrassment or bring it into disrepute.  
 

Using Activ Resources Responsibly  

 
Activ assets should be used for the benefit of the organisation in the conduct of its 
business. Every Activ staff member who has control of or access to Activ funds, assets, 
equipment, property or goods will be held accountable for them. This means that all staff 
have a responsibility to safeguard and use Activ property properly.  
 
Activ does not permit its staff to utilise company resources for non-business related 
purposes, apart from in exceptional circumstances, and then only with the prior written 
approval of a relevant General Manager.   
 

Complaints Procedure and Breaches  

 

If an Activ staff member identifies a potential breach of this Code of Conduct and Ethics, 
including receipt of a complaint about a breach made by a third party, they must 
immediately report it to their line manager or a more senior line manager. 

 
If a staff member is not comfortable discussing a potential breach with their line manager                                                                                                                                                                                                                                 
or a more senior line manager, they must immediately discuss the issue with the Human 
Resources Manager who will treat the matter confidentially and initiate appropriate 
actions to resolve any potential breach. If an Activ staff member has a valid and 
reasonable concern and believes that discussing the issue with their Human Resources 
representative is not appropriate, the issue may be escalated directly to the relevant 
General Manager or the Chief Executive Officer.  

 
Activ is determined to address any grievance, issue or concern in a thorough, 
confidential and efficient manner. Matters will be managed in accordance with Workplace 
Issues Resolution Procedure AQuA No: 903. 

 
Breaches of the Code of Conduct and Ethics are taken seriously, and staff are assured 
that no victimisation or retribution will be tolerated against them when they are 
communicating a genuine organisational concern, making a complaint or helping to 
resolve an issue. A staff member concerned about retaliation should raise the matter with 
their manager or the Senior Manager, People Services. 

 
If staff are found to have breached the Code of Conduct and Ethics, Activ will take 
appropriate disciplinary action in accordance with organisational policy.  

 
At all times, however, issues raised should be of genuine concern. Issues raised with 
mischievous or malicious intent are considered to be breaches of the Code of Conduct 
and Ethics.  
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Variation 

 
Activ reserves the right to amend this Code of Conduct and Ethics from time to time.  

 

Appendices  

 

Activ Customer Fact Sheet  

 

Acknowledgement  

 
I confirm that I have received, read and understood the entire document and agree to 
comply with the contents of the Activ Code of Conduct and Ethics.  I understand that any 
breaches of the Code of Conduct may result in disciplinary action, up to and including 
termination of employment or engagement with Activ. 

 

 

  

 

 Name (please print) _____________________________ 

 

Signature______________________________________ 

 

Date__________________________________________ 
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CODE OF CONDUCT AND ETHICS POLICY 

Your responsibility as an Activ staff member:  

 Activ has a Blueprint that lists our purpose, vision, manifesto and values. 

 

Activ expects all staff actions and decisions to be guided by these values. When deciding 
how to act I need to ask myself: 
 Is my behaviour in line with these Activ Values? 

 Would I be comfortable telling my family, co-workers or line manager about this? 

 Would I be comfortable if my actions or the consequences of my actions appeared on the 
news? 

 Am I behaving in a safe way? 

 Would my behaviour be encouraged by my family, co-workers or line manager? 

 To treat others fairly and with respect.         

 To help provide a safe working environment free from all forms of harassment, bullying, 

coercion, workplace discrimination and physical abuse. 

       
 
 

 If you don’t follow the Code of Conduct and Ethics you may risk your job.  

 

Activ can provide you with this policy and/or the Activ Blueprint. We can discuss any aspects of it 

with you should you require more information. 

 


