bridge Policy

Code of Conduct

Chief Executive’s foreword

Bridge Housing is entrusted by the government, the community and its fenants to manage its
services and assets efficiently, fairly, impartially and with integrity. We hold an important position
in the community that requires transparency, honesty, respect and fairness for all people we
support and serve. As a community housing provider, we make decisions each day that impact the
lives of others. In everything we do, we are expected to act - and to be seen to act - in the interest
of those we are here to serve.

The Code of Conduct (the Code) explains the minimum standards of conduct and behaviour
expected of Bridge Housing Directors and employees.

All Directors, employees, contractors and consultants are expected to adhere to the Code in the
course of their duties and when representing the company at any external meeting or event.

Directors and employees are encouraged to discuss the Code with each other and to refer to it
when making important decisions.

Active and open discussion of ethical dilemmas and conflicts of interest helps to foster a healthy
and professional organisational culture and one that can withstand the highest scrutiny.

If there is anything in this Code that you do not understand, or an area that you believe is missing,
please speak to your manager.

Rebecca Pinkstone

Chief Executive Officer
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Bridge Housing Corporate Values

Our corporate values guide our actions and determine who and what we aspire to be. They are
expressed through our interaction with our colleagues, applicants and residents, suppliers and all
other Bridge Housing stakeholders including the wider community.

We use our Corporate Values to make decisions that will align with our long-term goal to “Change
people’s lives through more homes and quality services”. Our Values guide our behaviours. They
include:

1. We are a SOCIALLY RESPONSIBLE organisation with a commitment to social inclusion and
improving the lives of the people and communities we support. We seek sustainable and
environmentally responsible ways to fulfil our mission.

2. We are a PEOPLE FOCUSED organisation. We keep our applicants and residents’ needs at
the core of all activity and decisions, empathise with their needs and deliver our services
with fairness, respect, and sensitivity. We value and support our employees to enable them
to perform at their best and achieve their full potential.

3. We are COMMITTED and PASSIONATE and put our hearts and minds into our work. We
value and encourage innovation and continually seek to improve our performance.

4. We BUILD RELATIONSHIPS based on frust and respect to create positive outcomes for the
people and communities we serve.

5. We act with PROFESSIONALISM and INTEGRITY. We take responsibility for our decisions
and actions and provide a consistent high-quality service. Our decisions are based on sound
judgement and our culture engenders good governance, transparency, and honesty.

Purpose and Scope

Bridge Housing Directors and employees are responsible for upholding the integrity of the
organisation and complying with the Code of Conduct. One person’s misconduct can tarnish the
credibility of all of us and make it more difficult to achieve our organisational objectives.

All Directors and employees (full time, part time, temporary casual, in house
contractors/consultants) are expected to adhere to the Code in the course of their duties and
allow it to guide their behaviour, decision making and development whilst employed at Bridge
Housing.

The Code should be read in conjunction with other policies that are referred to in this document
and within the context of our Corporate Values.

Leadership Responsibilities

Directors and Managers have an important role in demonstrating ethical leadership, and role
modelling the standards of behaviour outlined in this Code.

Directors and Managers must demonstrate accountability for their own performance and
behaviour as well as that of their direct reports.

Directors and Managers are responsible for the health and safety and performance of their direct
reports. They are accountable for addressing continued unsatisfactory performance and errors,
misconduct and breaches of this Code and other company policies and procedures.

Directors and Managers are responsible for ensuring that their direct reports:

¢ Understand and follow the Code.
e Understand and adhere to relevant legislation, policies, procedures, and corporate values.

e Understand their jobs, how they are expected to do their job and the results for which they
are accountable.

e Have equitable access to learning and development opportunities.




Directors and Managers are also responsible for ensuring:
e They set a good example of ethical behaviour, accountability, and open honest
communication.
e They acknowledge and encourage ethical and professional work practices.

e The systems of work and the work premises and environment are safe and free from
inappropriate behaviour such as discrimination, harassment, bullying and fraud and any
other unlawful conduct.

e They encourage compliance with the Code and ensure that its principles are discussed
regularly through team meetings, one on ones and during the performance review process.

e They take appropriate action on breaches of the Code and report major breaches to senior
management.

e That any breach or potential breach is treated seriously and professionally and managed
promptly and confidentially.

Elements of the Code

Our feam members must always act in our interests, including supporting on a professional level
all formal Board and management decisions. Our feam members must follow all relevant laws,
regulations and standards, and our team members must follow our policies and procedures. These
policies and procedures form part of our team members’ contractual obligation with us.

The Code sets out an overarching set of standards of behaviour and conduct but should be read in
conjunction with other policies of the organisation. Key elements of the Code are described below.

Professional conduct

Directors and employees should behave professionally in all situations and with all stakeholders
including, but not limited to, each other, Managers and Board members, suppliers, contractors,
clients, and other agencies.

Professional conduct is defined as exhibiting a courteous, conscientious, and generally business-
like manner. All people must be treated with respect.

At Bridge Housing this is demonstrated in your verbal language and communication, your
personal appearance and how you conduct and present yourself at work, in meetings, and at
external events, training and seminars.

The following are examples of acts which Bridge Housing considers unprofessional and
unacceptable:

o Offensive language including swearing and racial slurs.

e Showing aggression through yelling or making emotional gestures

e Refusing to follow or failing to carry out a reasonable instruction from your manager.

e Ignoring work duties or wasting time during work hours, such as through excessive mobile
phone or internet use for personal matters

e Serious delays in making a decision or taking action requested by management.

e Coming to work under the influence of alcohol or drugs or bringing illegal substances to
work

e Being absent from work without a valid reason or notifying your manager by text or email -
you must phone your manager when taking leave to ensure adequate provisions for your
work are made that day

e Being continually late for work, events, or meetings

e Being wasteful or neglectful of company equipment or using company resources for
unauthorised or illegal purposes.

It is imperative that all interactions with stakeholders are conducted in a professional and customer
focussed manner,




ensuring that, for example, social interaction with stakeholders via social media is avoided, only
work based phone.

numbers are used, social interaction outside of work hours is avoided (or disclosed to your manager
if unavoidable), and that we respond to all stakeholders in agreed timeframes.

Policy Reference: Office Etiquette Policy; Equal Opportunity, Discrimination, Bullying and
Harassment Policy




Discrimination, bullying and harassment.

Bridge Housing has a zero tolerance when it comes to discrimination, bullying, harassment and
violence of any kind.

Bridge Housing will ensure that all decisions affecting employees and tenants are free from
discrimination.

Bullying, harassment and violence of any kind are against the essence of Bridge Housing’s
Corporate Values and Code of Conduct, and you must ensure your behaviour and actions do not
offend, intimidate or humiliate any person you engage with in the course of completing your role.

Bridge Housing has a zero tolerance for violence or behaviour that may reinforce gender
inequality including the use of sexist language and sexually explicit jokes.

Policy Reference: Equal Opportunity, Discrimination, Bullying and Harassment Policy

Health and safety

Employees must adhere to the Workplace, Health and Safety Policy and report any accident, near
miss or injury to their manager as soon as possible.

Everyone at Bridge Housing is responsible for health and safety. As a minimum, your responsibility
is fo:

¢ Immediately report any hazard or potential hazard to your manager to avoid a potential

injury.

e Report any injury, accident or near miss to your manager as soon as possible.

e Ensure you know who your first aid officer and fire wardens are.

e Complete the WHS induction checklist on commencement.

e Request any equipment you need to ensure your health and safety at work.

Policy Reference: Work Health and Safety Policy

Corrupt conduct, gifts, bribes, and hospitality

Directors and employees must not participate in any activity that is fraudulent or gives the
perception of being fraudulent whether within the organisation or not.

You must not solicit or accept gifts, bribes, hospitality, benefits, service, or favours. This may be
considered corrupt conduct and certain types of corrupt conduct may amount to a breach of NSW
or Commonwealth Law.

Other examples of corrupt conduct may include providing a contractor with work in return for
personal benefit, offering or accepting money to provide unfair advantage, accepting a personal
gift or benefit from a tenant, applicant, or contractor in return for providing services.

In certain circumstances, declining a gift of nominal value may cause unnecessary offence. Gifts
of nominal value may be accepted if declared and approved by the CEO or Board.

Bridge Housing maintains a gift register which is monitored by the Board of Directors.

All Directors and employees have a responsibility to guard against and report instances or
potential instances of fraud and corruption. Staff are encouraged to report any concerns or seek
guidance from their manager, but we understand this is not always possible. As such, you should
refer to Bridge Housing’s Whistle-blower Policy and Whistle-blower Program, which is
administered by Your Call, an independent third-party organisation.

Policy Reference: Fraud Control Policy, Whistle-blower Policy, Gift Policy, Statement of Business
Ethics

Conflict of interest

All Directors and employees will avoid any actual, perceived, or potential conflict of interest with
the primary responsibility being the disclosure of the conflict in advance.




Conflicts of interest are particularly likely to arise where a staff member has a family or personal
relationship with another party. As such, employees are required to disclose these relationships
immediately where it may affect or be seen to affect Bridge Housing’s efficiency or reputation.

For other examples of where conflicts may arise and how to manage and disclose an actual or
perceived conflict, please refer to the Conflict-of-Interest Policy.

Policy Reference: Conflict of Interest Policy

Child protection - mandatory reporting obligations and alternative
reporting pathways
Bridge Housing employees should consider the safety, welfare and wellbeing of children and

young people and, if their work involves contact with children and young people, comply with
relevant policies and guidelines that apply to such work.

Bridge Housing employees are ‘mandatory reporters’ under the Keep Them Safe shared approach
to child welfare which was introduced as part of the Children’s Legislation Amendment (Wood
Inquiry Recommendations) Act 2009. This means they are legally obliged to make a report to the
Child Protection Helpline if, during their work, they have reasonable grounds to suspect that a
child or youth is af risk of significant harm.

Bridge Housing employees can refer to the Keep Them Safe Mandatory Reporting Guide or
contact the Child Protection Helpline for advice about reporting requirements and related
obligations.

Policy Reference: Child Protection Policy

Use of equipment and facilities

You must be careful and mindful when using company equipment and resources. You must not
abuse, waste, or destroy company equipment and resources.

Reasonable use of company equipment and resources for personal purposes is acceptable,
however this must not be abused or impinge on the operations of the business, your ability to
complete your work, or impact the company financially through time or resource wastage.

Any use of company equipment must not be used for gambling, pornographic, racist, to incite
violence or threats or other illegal purposes and not breach other Bridge Housing policies or
damage the reputation of Bridge Housing.

Company cars can only be used for business purposes.

Policy Reference: Use of Company Equipment Policy; Car Usage Policy; Computer, Internet, Email
and social media Policy

Procuring goods and services

When procuring goods and services for Bridge Housing, employees must be responsible with the
company’s money and ensure good value for money.

You must follow the Bridge Housing ‘s Schedule of Delegations and Procurement Policy when
purchasing for Bridge Housing and keep in mind our policies and codes related to conflict of
interest, bribes and corruption.

Policy Reference: Schedule of Delegations; Procurement Policy, Statement of Business Ethics,
Contractor’s Code of Conduct

Corporate Information
Privacy

Information kept by Bridge Housing will be kept confidential and only be used for functions or
activities that are reasonably necessary.




All Directors and Bridge Housing employees have a responsibility to ensure we comply with our
obligations under privacy legislation by following the Australian Privacy Principles which set out
the standards, rights, and obligations we have in relation to collecting, storing, accessing and
correcting personal information.

All Bridge Housing employees will also ensure they comply with the Health Records and
Information Act for information we collect and hold on health matters.

Policy Reference: Privacy Policy

Confidential information

Information which Bridge Housing has released to the public through our website, e.g., the Annual
Report, Strategic and Business Plan media releases should be considered public information. All
other information should be considered confidential unless otherwise approved by the Chief
Executive Officer.

If you are unsure what information is considered confidential, you should ask your manager
before disclosing any information related to Bridge Housing via any means or medium.

Public Comment

Bridge Housing Directors and employees must not make public comment on behalf of Bridge
Housing to media, on radio and television or in the press, journals, books, or other publications
without the prior written consent of the Chair or the Chief Executive Officer.

Record keeping

Bridge Housing employees have a responsibility to keep full and accurate records of its activities
relating fo employment, tenants and tenant applications in the relevant record keeping systems
and files.

Our records are our corporate memory and provide evidence that we have followed proper
procedures and the law in carrying out our work.

Record keeping and electronic and paper-based filing should be kept up to date as part of good
business practice and to also safeguard our privacy and confidentiality obligations.

Other employment or business

Employees are required to advise their Human Resources of any external business or employment
they are engaged in when joining Bridge Housing. Current employees wishing to undertake
additional work or start a business must advise their Human Resources before commencing such
activity.

Approval will most likely be given if the activity will/does not adversely affect your ability to
perform your role or give rise to a conflict of interest.

Bridge Housing staff should not allow their participation in any other work, whether volunteer or
otherwise, to impact their ability to efficiently and effectively meet their obligation to Bridge
Housing or use Bridge Housing equipment, resources and time to complete this activity.

Bridge Housing reserves the right to review their decision should the activity affect your
performance or be in conflict with Bridge Housing’s business.

Leaving Bridge Housing

When you leave Bridge Housing, you are required to return all documentation and equipment
provided or obtained during the course of your employment.

After leaving, material, ideas and other work produced during the course of your employment
remains the property of Bridge Housing unless there is an agreement in writing to the contrary.

During subsequent employment and activities, you should continue to respect the confidentiality
of information gained during your time at Bridge Housing and not use it for personal or financial
gain.




Applying this Code

The Code of Conduct forms part of your conditions of employment. A breach of the Code of
Conduct may lead to disciplinary action ranging from counselling, further training and up to and
including instant dismissal.

Employees should be aware that criminal and civil legal action may also be taken against them as
a result of breaches of this Code where state and commonwealth law is breached.

We encourage you to report any concerns to your manager, Human Resources, or member of the
Senior Executive team. All reports will be freated sensitively, in confidence and without

reprisal. However, this assurance is only provided when reports are made in good faith and are
not vexatious. Any report of suspected misconduct will be fully investigated.




English

If you need help to understand this letter please contact the Telephone Interpreters Service on 131450 and
ask them to contact on 8324 0800 for you at no cost. You can also come to the Bridge Housing office and
ask for assistance in your language.

Simplified Chinese
R X BHME A A, IHRITE EERIRS 131450 EREiIFEEIF RS EEIRTT Bridge Housing, HLiF
8324 0800, XTI IRSS = A7), HABATLAE] Bridge Housing MI7PAENR. ERAEMES R IBHE.

Spanish

Si necesita ayuda para entender esta carta, por favor comuniquese con el Servicio Telefénico de
Intérpretes al 131450 y solicite que lo contacten sin cargo con Bridge Housing al 8324 0800. También
puede dirigirse a las oficinas de Bridge Housing y solicitar asistencia en su idioma.

Russian

Ecnuv ana noHMMaHusa cofepmaHua sToro nucsMa Bam Heo6xoMmMa NoMoLLb, CBAHUTECH, NOMaNyncTa, ¢
TenedoHHoOM NnepeBoa4ecKoi cnyx6oi no Homepy 131450 1 nonpocuTe coeanHuTe Bac ¢ Bridge Housing
no Homepy 8324 0800. 3a coerHeHWe NaaTUTb He HyHHO. Kpome Toro, Bel MoMeTe AMYHO NoceTUTb odurc
Bridge Housing v nonpocuTb 06 ycnyrax nepesBoiyvHa.

Greek

Edv xpeltdleote Porjfela yid va KATAvorGETE ThV TIApoUod ETIOTOAT], TIAPAKAAW EMIKOWVWVAOTE e TNV
Ymmpeoia ThAedpwvikwv Aleppnvewyv oto 131450 kat {nNTrioTe TOUG va eTIKOWVWVHioouv e To 8324 0800
yla e0d¢ Xwpig kapia xpéwon. Mmopeite emniong va eTiokedpOeiTe To ypadeio Bridge Housing kat va
{ntoeTe BorjBela oTn YAWood oag.

Vietnamese

Néu can ngudi gip dé hiéu thur nay xin quy vi lién hé véi Dich Vu Théng Ngén Dién Thoai s6 131450 va
nh& ho lién lac vé&i Bridge Housing qua s6 8324 0800 cho quy vi mét cach mién phi. Quy vi cling c6 thé dén
V&n Phong clia Bridge Housing va xin gitup d& béng ngén-ngir clia quy-vi.

Arabic
oy o Ladilg I daa Al doss ae JlodV sla, dlupl sie agd & dacluwa J) oaial 13
diSalag cble d81S3 0 90483240800 pd) fe 3Sas M Ilials ol pgia ilblg 131450

E

53205 saclwiadl L2l g Bridge Housing w3Sa J) 5 gudadl Ladl,




