unison®
Unison Code of Conduct

Purpose & Scope

The purpose of this Code of Conduct is to establish clear guidelines for staff conduct that are
consistent with Unison’s vision, mission and values.

This Code of Conduct does not replace or modify any Unison policies and procedures. If there is an
inconsistency between this Code of Conduct and an applicable policy or procedure, then this Code of
Conduct prevails.

This Code of Conduct applies to all Unison employees and volunteers (Staff).
Values

Staff are expected to conduct themselves in accordance with Unison’s values:

a. People: we put the customer at the heart of what we do, we value each other, and we welcome
diversity.
Respect: we are respectful of all and welcome open and honest discussion.
Positivity: we have a positive and dynamic approach to our work. We embrace change, learn
from our mistakes and seek to find solutions.

d. Accountability: we do what we say we will do.

Commitment to Staff

Unison is committed to providing staff with a safe and secure work environment and ensuring that
all staff are treated with honesty, integrity and respect.

Unison provides staff with ongoing training and professional development opportunities that are
relevant to their roles to enable them to maximise their potential.

Equity & Diversity

Unison is committed to promoting and encouraging a diverse and inclusive workforce. Unison’s
Diversity and Inclusion Policy contains more information on this important issue.

Unison does not tolerate any form of discrimination, bullying or harassment in the workplace or in
connection with work. Staff are expected to understand and comply with Unison’s Discrimination,
Bullying and Harassment Policy, which includes reporting any such behaviour.

Occupational Health & Safety

Staff must perform their duties in a safe and competent manner in accordance with Unison’s
Occupational Health and Safety Policy and applicable legislation.

Staff must participate in any training that relates to OH&S as directed.
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Professional Conduct

Standards of behaviour

Unison staff are expected to:

treat others with courtesy, dignity and respect.

act honestly, in good faith and with integrity at all times.

act in the best interests of the organisation.

comply with applicable legislative, regulatory and contractual requirements and Unison’s
policies, procedures and guidelines.

work safely.

perform their duties to the best of their ability and be accountable for their performance.
follow lawful and reasonable instructions given by Unison.

work collaboratively with colleagues.

keep their personal views distinct from their professional views.
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Qualifications & checks

Staff must ensure they maintain any qualifications, licenses (including driver’s license),
accreditations and checks (including police checks and working with children check) and notify the
People team of any changes, loss of or suspension of the same.

Managing staff

Staff members who are responsible for managing other staff are expected to:

a. demonstrate leadership by modeling the professional behaviour expected of their teams.

b. promote a collaborative and collegial workplace by communicating clearly, being open to
constructive comments, questions and concerns, providing ongoing support and feedback to
staff and assisting staff to develop professionally via regular catch-ups and annual
performance reviews.

c. take appropriate action if a breach of the Code of Conduct or a policy or procedure occurs.

Attire

Staff are expected to maintain a clean and tidy appearance, having regard to circumstances such
as the duties performed, OH&S factors, cultural diversity, local community standards and climatic
conditions.

Staff must not wear torn, stained or potentially offensive clothing (for example, T-shirts with
slogans or jokes, clothing that is overly revealing or transparent).

Some staff may be required by their line manager to wear a Unison uniform. Uniforms must be
kept clean and tidy and are only worn while at work and travelling to or from work. Staff must not
wear a Unison uniform at events that do not relate to their work for Unison.

If a staff member and line manager disagree about whether the staff member’s attire is
appropriate, the matter is raised with the next level of management for resolution.
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Record keeping

Records serve an essential administrative function. Staff must keep full and accurate records as
required in the fulfilment of their duties, including capturing, storing, managing and maintaining
records in Unison’s systems, databases and files.

Working With Children & Young People

Staff must immediately report suspected child abuse to their line-manager.

Unison reports and investigates all significant allegations of child abuse or misconduct by a staff
member to the Commission for Children and Young People under the Victorian Reportable
Conduct Scheme.

In addition to complying with this and other legal reporting obligations, all people who come into
contact with children and young people on behalf of Unison:

hold a current Victorian Working With Children Check.

establish and maintain a child-safe environment in the course of their work.
treat children and young people with respect, acting as positive role models.
be professional in their actions and maintain strict impartiality.

contact the police if a child is at immediate risk of abuse (telephone 000).
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Communication & Social Media

Staff must not criticise or undermine Unison, other staff members, members of Unison’s board of
directors, or Unison customers in person or digitally (including via social media, forums or in blog
posts). Concerns and complaints regarding Unison, other members of staff or members of
Unison’s board of directors must be raised in accordance with relevant policies and procedures.

Staff must not publicly comment to or represent Unison to the media or third parties unless the
CEO has given them written approval to do so.

Staff have access to Unison’s information technology systems, including (as relevant to their role)
email, databases, computers, internet and social media, during their employment or engagement.
While using Unison’s information technology systems, staff must:

exercise good judgment and behave ethically.

act in accordance with Unison’s Information Privacy Policy.

use appropriate language.

avoid getting personal.

not send messages that are harassing, defamatory, threatening, abusive or obscene.

never use Unison’s networks to view, upload, download or circulate messages or material that
is: sexually related, violent, offensive or racist, malicious or libelous or relates to illegal
activities.
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Unison reserves the right to monitor and view any data stored or transmitted using its facilities.
Staff must report inappropriate communication or use of social media by others to their line
manager or the People Team.
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Smoking

Unison is a smoke free workplace. This means:

a. smoking at Unison offices and properties is prohibited (including car parks and garages).
b. staff must not smoke with Unison customers.
if a staff member needs to smoke, they must ensure they are at least 4 metres away from
entrances to all offices and buildings.

Drugs & Alcohol

Staff must not:

a. consume alcohol or drugs (apart from prescribed or over-the-counter medicine that does not
affect the staff member’s ability to safely perform their duties) at any time while at a Unison
workplace and/or conducting work for or on behalf of Unison.

b. attend a Unison workplace, travel to a Unison workplace or conduct any work for or on behalf
of Unison while affected by alcohol or other drugs.

Staff who are required to take prescription or non-prescription medications due to a medical
condition must seek their doctor’s advice on whether the medication may affect their ability to
perform their duties. Staff must notify their line-manager before performing any work if they are
aware that their medication may affect their ability to perform their duties and may be required to
take personal leave (sick leave) until they are able to properly perform their duties.

When attending functions or celebrations held by Unison or as a representative of Unison, staff
must conduct themselves in a professional and responsible manner and access safe and suitable
transport home. Staff must not consume alcohol at an event if they are required to return to work
after the event.

lllegal activities

Staff must not engage in illegal activities of any kind, including activities conducted via the internet
or email, in connection with their work. Staff must immediately notify their line-manager if they
are charged with a criminal offence.

Reporting Misconduct, Fraud or Corruption

Unison supports staff who, in good faith and on reasonable grounds, report concerns about the
conduct of other staff. Staff who report concerns about the conduct of other staff must not be
victimised.

Staff must report the following matters in accordance with applicable Unison policies and
procedures:

a. a breach of this Code of Conduct or Unison policy or procedure by another staff member.

b. discrimination, bullying or harassment (refer to Discrimination, Bullying and Harassment Policy
and Discrimination, Bullying and Harassment Procedure).

c. another staff member’s conflicts of interest (refer to the Conflict of Interest Policy and Conflict
of Interest Procedure).

d. potentially criminal activities or suspected corrupt conduct or improper administration by
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another staff member (refer to Whistleblower Policy & Procedure, Fraud and Corruption
Prevention and Control Policy).

e. inappropriate conduct by another staff member towards others, particularly children or young
people.

Staff speak to the People team if they are unsure which policy or procedure applies to the relevant
conduct by another staff member. A staff member is not absolved of their duty to report the
above matters because they do not know what policy or procedure applies.

Breach of Code of Conduct, Policies or Procedures

A breach of this Code of Conduct or a policy or procedure may lead to disciplinary action including
and up to termination of employment or cessation of engagement with Unison.

Line managers must take appropriate steps to address a breach as soon as they become aware of
it and should speak to a member of Unison’s People team regarding any potential breaches of this
Code of Conduct, policy or procedure.

Conflict of Interest

Unison must be aware of and manage conflicts of interest in order to:

a. preserve its integrity, business interests and the interests of its customers and stakeholders.
b. protect itself and employees from any allegations of corruption or preferential treatment.

Staff must:

a. avoid conflicts of interest (as defined in the Conflict of Interest Policy).

b. identify, declare and manage conflicts of interest in accordance with the Conflict of Interest
Policy and Conflict of Interest Procedure.

c. abstain from any decision-making process in which they could be compromised by a conflict of
interest.

d. participate in the management and monitoring of conflicts of interest in accordance with the
Conflict of Interest Policy and Conflict of Interest Procedure.

e. report any conflicts of interest involving other staff members to their line-manager as soon as
they are identified.

Secondary Employment

Full-time and part-time employees must not be or become an employee of any other person,
business or body (Secondary Employment) without Unison’s prior written consent. As a general
rule, full-time employees are not typically permitted to obtain Secondary Employment and part-
time employees are permitted to obtain Secondary Employment, however approval in each
situation depends on the specific circumstances of the employee and their proposed Secondary
Employment.

Employees who are permitted to have Secondary Employment must ensure they comply with the
Conflict of Interest Policy and Conflict of Interest Procedure at all times.
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Gifts & Hospitality

Staff must not provide gifts or benefits in any form and must discourage receiving gifts or benefits
in any form in connection with their employment or engagement, in line with the Gift and
Hospitality Policy.

Where goods are received or invitation to event extended to a staff member, the staff member
must declare it to and get approval from the relevant Director.

For the avoidance of doubt, staff are not prohibited from accepting token offers of hospitality
(such as tea and coffee during a meeting).

Relationships at Work

Occasionally, staff may be related to one another or develop an intimate personal relationship
with one another. Unison does not wish to intrude on the reasonable privacy expectations of its
staff, however Unison must manage the risk of conflicts of interest between personal/family
relationships and work responsibilities and other workplace issues arising. Staff must therefore
report any such relationships in accordance with the Conflict of Interest Policy and Conflict of
Interest Procedure.

In circumstances where an intimate personal relationship develops between a line-manager and
one of their direct reports, the line-manager must disclose the relationship to the Director People
so Unison can ensure appropriate measures are put in place to mitigate risks associated with such
relationships, which may include changing reporting lines so that the line-manager is not
responsible for the management of the person they have a personal relationship with as their
direct report.

Staff Tenants

Applications by staff members for Unison managed accommodation and applications by Unison
tenants for employment or engagement with Unison are managed in accordance with the Conflict
of Interest Policy and Conflict of Interest Procedure.

Privacy & Confidentiality
Staff may be given access to Unison’s confidential information in order to carry out their duties.

Staff must not at any time, either during or after ceasing employment or engagement with Unison,
use or disclose Unison’s Confidential Information, except as authorised or required in the
performance of their duties or as required by law.

Staff must take whatever measures are reasonably necessary to preserve the confidentiality of
personal Information and must immediately notify Unison of any suspected or actual
unauthorised use or disclosure of Confidential Information, whether deliberate or accidental, in
line with the Information Privacy Breach Procedure.

Staff must lock their computer before leaving it unattended.
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Unison Property

Intellectual Property

Staff may produce or create Intellectual Property during the course of their employment or
engagement with Unison. Unison owns any such Intellectual Property.

Where Intellectual Property is created by a person who is not a Unison employee (i.e. an
independent contractor or an employee of an independent contractor), then the relevant
agreement between Unison and that person (or their employer) determines ownership of
Intellectual Property created.

Staff members must:

a. not infringe the rights of other persons in the performance of their duties.

b. not use or access Unison’s intellectual property for any purpose other than the performance of
their duties.

c. seek the permission and advice of the relevant Director before sharing any Unison intellectual
property with third parties.

d. do all things necessary to assign any Intellectual Property rights to Unison if required by
Unison to do so.

Asset Protection

Staff must manage Unison’s assets in a responsible manner and purchase assets in accordance with
Unison’s OH&S Management System Manual and Procurement Policy.

Staff must treat Unison’s property, whether material or intangible, with respect and care and
protect it from theft, damage or misuse.

Use of Work Resources

Staff must use Unison’s property, equipment and their time efficiently, including:

a. only using said resources for appropriate purposes.
b. ensuring decisions regarding the use of said resources are reasonable and correctly authorized.
c. avoiding wasting said resources.
d. seeking to achieve value for money and identifying opportunities to increase productivity.
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Renter & Client Relationships

Professional Boundaries

Staff are in a position of privilege and trust in relation to Unison renters and clients and are
responsible for setting and maintaining appropriate professional boundaries. Staff must not:

a. enter into an intimate relationship with a renter/client.

b. use their position to financially, sexually or emotionally exploit past or present renter/client.
borrow money from or loan money to past or present renter/client, carry on trade with a
renter/client or undertake paid work for a renter/client.

d. have social contact with a renter/client (including via social media) unless at Unison approved
events.

Dealing With Renters/Clients

Staff must act in accordance with Unison’s values when dealing with renters/clients. This means:

treating them with respect, honesty, courtesy and dignity.

providing accurate and timely information.

acting fairly and equitably.

not engage in abusive, threatening, violent or discriminatory behaviour.
encouraging a sense of co-operation.
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Written References for Renters/Clients

Staff may occasionally receive requests from a renter/client for references:

a. If providing a reference in a professional capacity (e.g. to a prospective landlord or employer),
information provided is restricted to factual, relevant details.
b. If providing a reference in a personal capacity, staff must not:
I.  represent the reference as being provided by Unison.
Il.  provide it on a Unison letterhead or using their Unison email address.
lll.  use their title and position at Unison for the purpose of providing the reference.

Signatures & Delegated Authority

Staff may be required to enter into contractual agreements on behalf of Unison in the
performance of their duties. Staff with authority to enter into contractual agreements on behalf
of Unison must:

a. only enter into contracts on behalf of Unison in accordance with their delegated authority.

b. carefully read all documents they are asked to sign.

c. notsign a document which they suspect is not true and correct.

d. only sign their own name and not permit anyone to sign a name other than their own.

e. in correspondence (such as emails and letters) only use their own name.

f. not hold themselves as having authority to enter into a contract they do not have the authority
to enter into.

g. asktheir manager for further information if unsure of what it is they are being asked to sign.

h. not give any person their login details and protect their login details from all persons.
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Definitions

Confidential Information means any information whatsoever of a confidential nature including,
but not limited to, operating policies and procedures, financial information, business and strategic
plans, technology, databases, computer software and programs, employees’ personal information,
trade secrets, marketing information, evaluations, supplier, partner and customer information
including personal and health information, project planning and details of any Unison intellectual
property of which staff become aware or generate in the course of their employment or
engagement with Unison, but does not include information which is in the public domain (other
than as a result of a breach of confidentiality by or involving a staff member).

Intellectual Property means statutory and other proprietary rights in respect of trademarks,
designs, patents, circuit layouts, copyrights, Confidential Information, know-how and all other
rights with respect to intellectual property as defined in Article 2 of the Convention Establishing
the World Intellectual Property Organisation of July 1967, as amended from time to time.

OH&S: Occupational Health & Safety

Document Owner

The Director People is responsible for the review of this document. Refer to them to suggest any
revision.

Related Information

Internal documents and links

e Discrimination, Bullying and Harassment Policy

e Discrimination, Bullying and Harassment Procedure
e Conduct and Performance Policy

e Conduct and Performance Procedure

e Conflict of Interest Policy

e Conflict of Interest Procedure

e Diversity and Inclusion Policy

e Diversity and Inclusion Procedure

e Fraud and Corruption Prevention and Control Policy
e Grievance Policy

e Grievance Procedure

e Occupational Health and Safety Policy

e OHS Management System Manual

e Procurement Policy

e Whistleblower Policy & Procedure

e Gift and Hospitality Policy

External documents and links

e Commission for Children and Young People
e Victorian Reportable Conduct Scheme
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