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Disability Advocacy and Complaints Service SA Inc.


Code of Conduct

For all Volunteers, Management Committee Members and Employees of 
Disability Advocacy and Complaints Service of South Australia Incorporated

Statement of Intent

This code applies equally to all individuals associated with Disability Advocacy and Complaints Service of SA Inc., wether they are involved in a voluntary or in a professional capacity. 

This code is issued as a guideline for the employees and volunteers to conduct themselves professionally at all times and it also outlines the expectations that  the employee’s employed by Disability Advocacy and Complaints Service of SA Inc., will act with integrity by not compromising the integrity of the agency or bringing the agency into disrepute. 

The Code of Conduct applies to Disability Advocacy and Complaints Service of South Australia Inc.’s:

· Management Committee Members

· Employees

· Volunteers

Rationale

The public and Disability Advocacy and Complaints Service of South Australia Inc.’s clients have a right to demand that employees and volunteers maintain a high standard of ethical behaviour.

The Code of Conduct outlines the high standard of ethical behaviour expected from employees, volunteers and members.  
Breaching this Code will have consequences reaching from counselling volunteers or employees to instant dismissal.  

Please consult the Charter of Service Delivery to find out how we deliver our services.

Rights and Obligations of Employees and Volunteers

All employees and volunteers will, to the best of their ability, respect clients’ rights and dignity of choice by: 

· behaving at all times in a way that upholds the values and the integrity and good reputation of Disability Advocacy and Complaints Service of SA Inc;
· being punctual for appointments; 

· responding to requests for contact within a reasonable time; 

· engaging with honesty, openness and courtesy with clients; 

· working with diligence while being accountable for all actions to clients;
All employees and volunteers have the right to work in an environment that is safe and without harassment.  They have the right to be treated with respect and courtesy by clients, members and other colleagues.

Employees and volunteers are required to:

· Comply with the provisions of this Code;
· Perform their duties with professionalism, integrity and efficiently;
·  Be effective and efficient in terms of the clients they serve;
· Exercise proper courtesy, consideration, sensitivity, fairness and equity in their dealings with members of the public and fellow employees and volunteers;
· Avoid real or apparent conflicts of interest;
· Be conscientious in the performance of official duties and scrupulous in the use of official information, equipment and facilities;
· Exercise proper standards of financial management and accounting at all times;
· Take reasonable care to protect their own health and safety and the health and safety of others;
The behaviours outlined below are unacceptable and may lead to instant dismissal or termination of contract:

· Engaging in any form of sexual conduct with clients, students, research participants or others while providing a service to the client, constitutes a severe breach of the Code of Conduct;   
· It is advisable for employee’s intending to engage in an intimate or sexual relationship with a former client to seek confidential consultation with the CEO for any such relationship to be considered; 
· Psychologically, emotionally, physically or sexually harassing a client, colleague or member of the public; 
· Non- disclosure of a conflict of interest, to the organisation and/or to the client; 
· Misuse of position for personal gain or to further personal interests

· Breach of confidentiality;

Evaluation of Service

The Disability Complaints Service will endeavour to provide the best possible services and will ensure that all services meet professional standards.

· All programs and services will be subjected to appropriate evaluation and quality assurance procedures;
· All staff will undertake regular performance appraisal and will be trained in quality assurance procedures;               
Summary:

Disability Advocacy and Complaints Service of South Australia Inc. endeavours to provide an advocacy service based on high ethical standards.  

All employees and volunteers are required to sign this Code of Conduct and comply with it at all times.
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