
 

 

Code of Conduct Policy 

 

Purpose 

This Code of Conduct has been developed to guide our everyday decisions, actions 

and behaviours.  

Our Code of Conduct reinforces a high standard of integrity and accountability. By 

demonstrating professional behaviours we will build and strengthen trust with our 

communities and Government.  

Emerging forces are driving significant changes in our communities, to which we must 

provide effective responses. Within this dynamic context we cannot write policies and 

rules to govern every eventuality. Our Code of Conduct has been developed to guide 

our decisions when we are faced with ethical dilemmas and new challenges during 

our day-to-day work. 

You are encouraged to read and understand our Code of Conduct. If you have any 

questions, please discuss with your line manager. 

Our commitment to this Code of Conduct will help each of us make the right decisions 

to enhance Western Australian communities and their futures. 

Scope 

The Code applies to all Departmental and Culture and Arts Statutory Authority 

employees whether by way of appointment, secondment, casual, fixed term contract or 

traineeship. 

  



 

Policy Statement 

The Public Sector Code of Ethics 

The Public Sector Code of Ethics defines the minimum standard of conduct for all public 

sector bodies and employees. The Code of Ethics is the foundation of our Code of 

Conduct. These are: 

Personal integrity: We act with care and diligence and make decisions that are honest, 

fair, impartial, and timely and consider all relevant information. 

Relationships with others: We treat all people with respect, courtesy and sensitivity 

and recognise their interests, rights, safety and welfare. 

Accountability: We use the resources of the state in a responsible and accountable 

manner that ensures the efficient, effective and appropriate use of human, natural, 

financial and physical resources, property and information. 

Code of Conduct Principles 

The Code of Conduct defines the following seven principles to govern our conduct. 

 Personal behaviour. 

 Communication and official information. 

 Fraudulent or corrupt behaviour. 

 Use of public resources. 

 Record keeping and use of information. 

 Conflicts of interest and gifts and benefits. 

 Reporting suspected breaches of the Code. 

The Conduct Expectations, within each principle, define the standards of behaviour 

expected of you.  The Compliance Context, at the end of the Code, provides information 

that supports the Code and provides you with further direction on how to meet the 

conduct expectations.  For each principle you will find a list of legislation and associated 

instruments relevant to that conduct area so that you know where you can obtain further 

information.  

It also articulates any sector wide policies or frameworks that contain mandatory 

requirements to ensure accountability and proper process across all of government.    



 

Principle 1: Personal behaviour 

We have a personal responsibility to act ethically, with honesty and integrity, and to 

make decisions in the public interest. We represent the Government and are role 

models for public sector employees, stakeholders and the members of the community 

we serve.  

Professional personal behaviour requires good judgement guided by the applicable 

requirements as set out in relevant legislation, policies or procedures. 

 

  

Conduct Expectations 

I will: 

 act ethically and with integrity when performing my official duties; 

 treat colleagues and members of the public with courtesy, respect, honesty 

and fairness, having proper regard for their interests, rights, safety and 

welfare; 

 make decisions honestly and impartially, considering all available information, 

legislation, policies and procedures; 

 act upon lawful instructions, agency policies and codes of conduct; 

 serve the government professionally and impartially, and provide timely, well-

considered information and policy advice; 

 take responsibility for my decisions and actions; 

 handle complaints and grievances fairly and equitably; 

 maintain and contribute to a harmonious, safe and productive work 

environment for all; and 

 ensure my professional behaviour, work performance and working 

relationships are not compromised by use of alcohol or drugs. 



 

Principle 2: Communication and official information 

Confidential information is any official information or document acquired in the course 

of employment that may be considered sensitive and only to be viewed or accessed 

by certain persons.  

We have access to information that may not be in the public domain, and have certain 

obligations as to how this information is managed, and when and how it is released. 

Certain information must be treated with extra security and sensitivity, for example, 

Cabinet-in-Confidence documents, and sensitive personal or financial details.  

Where there is any doubt regarding the information to be released you should discuss 

the matter with your line manager, Director or Executive Director.  

 

  

Conduct Expectations 

I will: 

 maintain appropriate confidentiality and privacy of all official information; 

 disclose official information only in the capacity of official duties as required by 

law or where proper authorisation is given; 

 not use official information for personal or commercial gain for ourselves or 

others; 

 not make inappropriate comments, including comments containing any official 

information, in public or on social media; and 

 adhere to policies and directives regarding communication with Ministers, 

ministerial staff, Members of Parliament and their staff, lobbyists and members 

of the media. 



 

Principle 3: Fraudulent and corrupt behaviour 

Fraud is a dishonest activity that causes actual or potential financial loss to any 

person or organisation. Corrupt conduct occurs when a departmental employee uses 

or attempts to use their position for personal advantage or to cause detriment to 

others.  

Community confidence is lost when fraudulent or corrupt behaviour occurs. Left 

unchecked, fraudulent and corrupt behaviour undermines the culture of a public sector 

body.  It can damage the reputation of a public sector body and its employees, as well 

as the broader public sector. It may also result in an employee facing disciplinary, or 

possibly criminal charges.  

 

  

Conduct Expectations 

I will: 

 not engage in fraud or corrupt behaviour; and 

 report any fraudulent or corrupt behaviour (refer Principle 7).  



 

Principle 4: Use of Public Resources 

We have access to, and use of, a range of public resources to carry out their daily 

duties. Public resources include, but are not limited to, credit cards, motor vehicles, 

computers, software, photocopiers, mobile telephones, laptops and tablets, printers, 

other office equipment and departmental employees’ time. These resources are public 

property as they are purchased with public money.  

 

  

Conduct Expectations 

I will: 

 be accountable for official expenditure; 

 use corporate credit cards and taxi vouchers only for authorised work related 

purchases; 

 use all public resources (including computers; telephones and other office 

equipment; vehicles and building facilities) efficiently and effectively; 

 safeguard these resources while undertaking official duties and ensure all 

reasonable precautions are taken to prevent loss, damage, debt, or use by 

unauthorised persons; 

 not use public resources for party political purposes, private commercial 

activities,or private financial gain; and 

 make ethical decisions in the procurement and disposal of goods and 

services. 



 

Principle 5: Recordkeeping and use of information 

Correspondence and documents created or received in the course of official business 

are government records. All employees are responsible under the State Records Act 

2000 for creating and managing government records. Employees need to take 

particular care in the way information is recorded and handled, including confidential 

and sensitive information.  

Making and maintaining proper records assists with accountability and transparency 

by demonstrating the basis for decisions and the process used to make the decision. 

Documentation enables decisions to be reviewed, including by an independent person 

or authority. Members of the public can also seek access to public sector bodies’ 

information and documents under the Freedom of Information Act 1992.  

 

 

 

  

Conduct Expectations 

I will: 

 record official actions, decisions and work practices in accordance with policy 

and procedures; 

 not disclose official information to unauthorised persons; 

 not access information without a legitimate work related purpose, and 

demonstrate why the information was accessed if required; 

 ensure the secure storage of sensitive and confidential information, both within 

and outside the office; and 

 comply with record retention and disposal requirements. 



 

Principle 6: Conflicts of interest, gifts and benefits 

The community has a right to expect that we will perform our duties in the public 

interest, not for personal gain or to cause detriment to others. As such, we must not 

allow our private interests to influence our decisions or actions. This includes 

appropriately identifying, declaring and managing any personal or private interests 

that conflict the broader public’s interest.  

Conflicts of interest arise where there is a conflict between the performance of public 

duty and private or personal interests. Conflicts may involve personal, financial or 

political interests and may be actual, perceived or potential.  A conflict of interest in 

itself is not necessarily wrong or unethical. 

It is not always possible to avoid a conflict of interest, therefore it is the management 

of that conflict, actual, perceived or potential, that is important. You must declare any 

conflict of interest of which you become aware. Your supervisor will manage the 

implications of the conflict.  

 

 

Conduct Expectations 

I will: 

 identify, declare and appropriately manage any conflict of interest, whether 

actual (conflict is present now), perceived (conflict is only believed to exist) or 

potential (conflict is a future possibility), between personal interests and public 

duty; 

 not engage in political or other outside activities that may conflict with official 

duties and responsibilities; 

 politely refuse all offered gifts, unless previously approved by the Director 

General (or Statutory Authority equivalent), and register accepted gifts on the 

Department’s gift register; 

 seek approval before undertaking secondary employment, appointments, 

representative roles, or voluntary activity. 



 

Principle 7: Reporting suspected breaches of the code 

The primary aim of this Code of Conduct is to guide you in determining appropriate 

ethical behaviour and to ensure we maintain a professional level of behaviour toward 

one another and toward the community we serve.  

When there is evidence of a breach of the Code, we must take appropriate action. The 

reporting of suspected or actual wrongdoing by employees strengthens the integrity of 

the public sector. We value those of us who are prepared to raise their concerns by 

reporting suspected breaches of our Code. Your reporting allows us to improve how 

we comply with our Code.  

If you have concerns about whether your actions, or the actions of a fellow employee, 

meet the department’s standards, discuss your concerns with your line manager, 

Executive Director or the Executive Director Corporate Services (or Statutory Authority 

equivalent). For some matters you may wish to speak to a Public Interest Disclosure 

officer. 

Those with management responsibility are to demonstrate personal and professional 

integrity at all times and promote this with their employees.  All reports of suspected 

breaches of the code are to be treated seriously and confidentially, and considered in 

a timely manner. 

  

  

Conduct Expectations 

I will: 

 familiarise myself with the reporting mechanisms available to report suspected 

breaches of the Code; 

 promptly report suspected breaches of the Code to the Executive Director, 

Corporate Services or the Director Human Resources (or Statutory Authority 

equivalent) without bias or malice; and 

 acknowledge that there are consequences for breaching the Code. 



 

How to report suspected breaches of the Code  

Every employee has a responsibility to report behaviour that they suspect may 

breach the department’s Code of Conduct.   

Any behaviour that is suspected to have breached the Code must be reported to 

the Executive Director Corporate Services or Director Human Resources (or 

Statutory Authority equivalent).  Behaviour that is not deemed to constitute either 

minor or serious misconduct does not need to be reported to external bodies, but 

will be addressed internally either through improvement action or the discipline 

process. 

The Director General (or Statutory Authority equivalent) must make an informed 

decision about whether a matter constitutes minor or serious misconduct as 

defined in the Corruption, Crime and Misconduct Act 2003 (CCM Act) and notify 

either the Public Sector Commission or the Corruption and Crime Commission 

accordingly.  Where it is suspected that there is criminal activity, the WA Police 

must also be notified. These bodies will then give direction to the Director 

General on the actions to take. 

The following examples provide guidance as to the types of issues or behaviours 

that would generally be resolved as part of a manager’s day to day people 

management responsibilities and those that would generally be regarded as 

having breached the Code.  These may also constitute minor or serious 

misconduct and must be reported to the Executive Director Corporate Services or 

Director Human Resources (or Statutory Authority equivalent) to determine an 

appropriate course of action.  

Examples have been provided against each of the principles of the Code, but it 

should be noted that in some cases, multiple principles may apply or have been 

breached. 

It is important to note that these are examples only and do not cover all instances 

of suspected breaches of the Code. 

For further information you may wish to visit the Public Sector Commission 
website or the Corruption and Crime Commission website.  

.

https://publicsector.wa.gov.au/public-administration/public-sector-governance/good-governance-wa-boards-and-committees/resources/misconduct
https://publicsector.wa.gov.au/public-administration/public-sector-governance/good-governance-wa-boards-and-committees/resources/misconduct
https://www.ccc.wa.gov.au/reporting-misconduct


 

Code of 
Conduct 
Principle 

Examples of issues / behaviour Such behaviour is generally regarded as: 

Report to: 
It is suspected that an employee has: 

a performance / 
management 

issue 

a breach of 
the Code 

minor 
misconduct 

serious 
misconduct 

Principle 1 
Personal  
Behaviour 
 

been uncooperative on occasion in their behaviour towards a 
colleague 

    
Line Manager 

or Director 

told sexist jokes that offend others despite being previously 
warned to cease 

    ED Corporate 
Services / HR 

Director (or 
Statutory 
Authority 

equivalent) 

spread rumours about another employee’s personal relationships 
which had a detrimental impact on the other employee 

    

physically abused a colleague or customer     

Principle 2: 
Communication 
and official 
information 

sent a response to a ministerial direct to the Minister’s office rather 
than through the Director General’s office 

    
Line Manager 

or Director 

made comment on Facebook about a confidential departmental 
inquiry in which they are involved 

    
ED Corporate 
Services / HR 

Director (or 
Statutory 
Authority 

equivalent) 

used their work computer to access a secured database to view 
confidential information and pass it on to someone external to the 
department 

    

Principle 3: 
Fraudulent or 
corrupt 
behaviour 

used their personal loyalty card when purchasing official goods      
Line Manager 

or Director 

used a corporate credit card for non-work related purchases and 
personal use 

    
ED Corporate 
Services / HR 

Director (or 
Statutory 
Authority 

equivalent) 

given a competitor information (e.g. prices/tender documentation) 
about another company that the department uses 

    

  



 

Code of 
Conduct 
Principle 

Examples of issues / behaviour Generally regarded as: 

Report to: 
It is suspected that an employee has: 

A performance / 
management 

issue 

A breach of 
the Code 

Minor 
misconduct 

Serious 
misconduct 

Principle 4:  
Use of Public 
Resources 

used departmental equipment and supplies to make copies of 
and laminate their child’s school achievement awards 

    
Line Manager 

or Director 

used the work phone and/or work computer during their lunch to 
make phone calls related to their approved secondary employment 

    ED Corporate 
Services / HR 

Director (or 
Statutory 
Authority 

equivalent) 

used their work computer to view or download pornography      

allowed family members to use the departmental pool vehicle and 
refuel using the department’s fuel card 

    

Principle 5:  
Recordkeeping 
and use of 
information 

failed to place a confidential file in a locked cabinet when going to 
lunch 

    
Line Manager 

or Director 

accessed an official file unrelated  to their job for personal interest     ED Corporate 
Services / HR 

Director (or 
Statutory 
Authority 

equivalent) 

destroyed official documents without authorisation or in 
accordance with department’s Retention/ Disposal Authority 

    

used their work computer to access a secured database to view 
confidential information and pass it on to someone external to the 
department. 

    

Principle 6: 
Conflicts of 
interest, gifts 
and hospitality 

did volunteer work once a month but did not discuss it with their 
manager to decide if it represented a conflict of interest 

    
Line Manager 

or Director 

not declared that a family member was an applicant for a vacancy 
for which the employee was a panel member  

    ED Corporate 
Services / HR 

Director (or 
Statutory 
Authority 

equivalent) 

failed to disclose a prize of a holiday drawn from business cards of 
participants at a work funded conference  

    

circumvented the formal procurement process to obtain work for 
a friend who is a consultant 

    



Compliance Context – Legislation 

 
Principle 1  Principle 2  Principle 3  Principle 4  Principle 5  Principle 6  Principle 7 

Public Sector Management Act 1994        

Section 7: Public administration and management principles    
    

Section 8: Human resource management principles        

Section 8(2) - For certain matters the department or 
organisation is not subject to the direction of a minister 

 
      

Section 9: Principles of conduct by public sector bodies etc.      
  

Section 21(1)(d) & (e): Public Sector Commissioner to assist 
public sector bodies to comply with codes of conduct, and to 
monitor compliance with the principles in section 9 

      
 

Section 74: Relationship between ministerial officers, etc and 
employees of departments 

 
      

Section 102: Employees not to be employed outside 
Government etc. without permission 

     
  

Section 105: Members of parliament not to contact employing 
authorities about some appointments 

 x      

Public Sector Management (General) Regulations 1994        

Regulation 25: Personnel records prescribed     
   

Auditor General Act 2006        

Corruption, Crime and Misconduct Act 2003     
   

Section 4: Misconduct  
      

Section 25: Any person may report serious misconduct       
 

Section 28: Certain officers obliged to notify serious misconduct       
 

Section 45H: Certain officers obliged to notify minor misconduct       
 

Commonwealth of Australia Constitution Act         

Section 44: Disqualification, officers of the crown standing for 
federal elections 

     
  

Criminal Code Act Compilation Act 1913        

Section 81: Disclosing official secrets  
      

Section 82: Bribery of a public officer      
  

Section 83: Corruption  
   

   

Section 85: Falsification of records by a public officer     
   

Section 88: Bargaining for public office      
  

Chapter XIII Corruption and abuse of office   
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Principle 1  Principle 2  Principle 3  Principle 4  Principle 5  Principle 6  Principle 7 

Disability Services Act 1993        

Electoral Act 1907      
  

Regulation 28(3) - Public employees standing for election      
  

Environmental Protection Act 1986        

Equal Opportunity Act 1984        

Evidence Act 1906     
   

Financial Management Act 2006   
     

Section 49: Liability for loss of money or property        

Section 81: Actions inhibiting Minister’s parliamentary functions 
prohibited 

 
      

Freedom of Information Act 1992     
   

Industrial Relations Act 1979        

Section 49(d): Keeping of employment records      
   

Integrity (Lobbyists) Act 2016      
  

Library Board of Western Australia Act 1951     
   

Public Service Regulations 1988        

Regulation 8: Public Comment  
      

Occupational Safety and Health Act 1984       
 

Parliamentary Commissioner Act 1971        

Public Interest Disclosure 2003      
  

State Records Act 2000     
   

State Supply Commission Act 1991    
    

Statutory Corporations (Liability of Directors) Act 1996   
     

Treasurer's Instructions (TI)        

TI 321: Credit cards    
    

TI406: custody of public property    
    

TI 411: Motor vehicles    
    

TI 501: Employment Records     
   

TI 502: Records of attendance     
   

TI 825: Risk management and security  
      

Working with Children (Criminal Record Checking) Act 2004        

 


