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1. Council’s Code of  
Conduct statement

Council is committed to safe and 
inclusive work environments where 

employees and others in the workplace 
interact with courtesy and respect – by 
upholding compliance with applicable 

legislation, our corporate standards, 
values and other requirements. 

Council strives to maintain a positive 
workplace culture where our workers 
act in the best interests of council and 

the communities we serve. 

Unlawful discrimination (direct or 
indirect), bullying, harassment and 

other inappropriate behaviour including 
vilification and victimisation will not be 

tolerated at council.

2. Application
The Central Highlands Regional Council Employee Code of 

Conduct (the Code) outlines the obligations for all persons 
working for or on behalf of Central Highlands Regional Council 

(council), regardless of role or location. This includes permanent, 
temporary and casual employees, contractors, consultants, 

work placement students and volunteers (collectively known 
as workers). The conduct of councillors is covered under the 

Councillor Code of Conduct - CHRP0040.

The Code represents council’s commitment to conducting its 
business with integrity by upholding compliance with the Local 
Government Act 2009, the ethics principles contained within the 

Public Sector Ethics Act 1994, our corporate standards, values 
and other requirements.

centralhighlands.qld.gov.au 3
Version: 7, Version Date: 18/03/2021
Document Set ID: 903186



3. RESPONSIBILITY 
UNDER THE CODE
All workers are 
responsible for upholding 
the principles of the Code 
within the workplace. 
Council will ensure that 
training on the Code is 
provided through the 
induction process and at 
regular intervals.

The Code cannot cover every 
scenario or situation, so it 
is important every worker 

ensures they understand the 
requirements of the Code by 

completing training and seeking 
further information if needed.
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4. COUNCIL’S CORPORATE VALUES 

5. LEGISLATIVE 
PRINCIPLES  

Respect and integrity
1.	  Building trust, teamwork, communication and a 

shared understanding

2.	  Actively listening to our communities

Accountability and transparency
1.	  Equal opportunities, fair and open consultation and communication

2.	 	Accepting	responsibility	for	our actions

Providing value
1.	  Best value for money outcomes for our community

2.	  Collaboration, managing expectations and working towards 
common goals

3.	 	Deliver	efficiency	and	effectiveness	in	all	that	we	do

Commitment and teamwork
1.	  Continually improve on our achievements and drive 

innovative solutions

2.	  Lead change and continuous improvement in delivering for 
our community

3.	 	Promote	a	positive	health	and	safety culture

The Local Government Act 2009 
(Qld) outlines the responsibilities 
of local government employees. 
These responsibilities include 
observing all laws relating to 
their employment, the ethics 
principles under the Public 
Sector Ethics Act 1994 (Qld) and 
complying with the Code. 

The Public Sector Ethics Act 
identifies four fundamental 
ethical principles that guide 
behaviour and conduct and form 
the basis of this Code. 

The four principles are: 

1.	 Integrity and impartiality

2.	 Promoting the public good

3.	 Commitment to the system 
of government

4.	 Accountability and 
transparency 

To ensure the system of local 
government is accountable, 
efficient and sustainable, 
the Local Government Act 
also requires that actions of 
employees, and anyone who 
is performing a responsibility 
under the Local Government 
Act, be consistent with the 
following principles: 

1.	  transparent and effective 
processes and decision-
making in the public interest

2.	  sustainable development and 
management of assets and 
infrastructure, and delivery of 
effective services

3.	  democratic representation, 
social inclusion 
and meaningful 
community engagement

4.	  good governance of, and by, 
local government

5.	   ethical and legal behaviour 
of councillors and local 
government employees.

Workers
Workers are responsible to ensure their conduct is in accordance with the 
Code, council’s corporate values and legislative principles. Inappropriate 
conduct or behaviour should be reported.

Leaders
Leaders, identified as those with supervisory responsibilities, have 
additional responsibilities to those they hold as a worker. 

Leaders must ensure they understand their responsibilities under the Code 
and should:

1.	  consistently demonstrate high standards of behaviour without misusing 
their power or position

2.	  ensure those supervised understand and can access the Code, 
corporate values and associated policies, procedure and guidelines

3.	  foster a culture where workers feel comfortable to raise concerns 
without fear of retaliation

4.	  proactively address inappropriate conduct or behaviour of others that 
may be contrary to the Code

5.	  encourage, identify and reward exemplary conduct or behaviour, 
as appropriate. 

Council
Council is responsible for ensuring the Code reflects the expectations 
of council, legislative principles and the general public. Council must 
ensure the Code is actively upheld, communicated to workers and 
regularly reviewed.
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6. Application of the code

This Code applies to verbal, written, 
physical, online and social media 
conduct by workers:

1.	 during and after scheduled 
work hours

2.	  at council functions, sponsored 
events or external meetings, training 
or conferences

3.	  while travelling or in accommodation 
provided by council

4.	  while representing council in 
any capacity

5.	  where a worker (or other person in 
the workplace) may be deemed to 
have a connection with council.

Principle 1 
Integrity and impartiality 
Workers must:

1.	  follow lawful directions and 
reasonable instructions

2.	  undertake their duties and 
responsibilities within the 
requirements of the law as it applies 
to the worker’s work

3.	  make decisions impartially 
and faithfully

4.	  report conflicts of interest in 
accordance with policy

5.	   be committed to honest, fair and 
respectful engagement with 
colleagues, external stakeholders 
and the community

6.	  conduct themselves in accordance 
with best practice Equal 
Employment Opportunity (EEO) 
principles, and work with council 
to achieve a workplace free 
from discrimination, harassment 
and bullying.

Principle 2
Promoting the public good 
Workers must: 

1.	  be committed to excellent customer 
service that meets service standards 
and expectations

2.	  take reasonable steps to ensure the 
health and safety of themselves, their 
colleagues and the community, and 
diligently and proactively report risks 
and hazards and pursue controls 
that will eliminate or minimise risk 
wherever possible

3.	  undertake their duties and 
responsibilities in a conscientious 
and ethical manner that promotes 
community trust and confidence 
in council

4.	  be aware of and work within their 
delegation of authority and in 
accordance with the scope of their 
duties and responsibilities

5.	  utilise and manage council 
resources and assets economically 
and respectfully, in accordance 
with policy.
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Principle 3
Commitment to the system 
of government	
Workers must: 

1.	  accept and value their duty to uphold 
the system of government and the 
laws of the state, the Commonwealth 
and local government

2.	  be committed to conduct 
and behaviour that supports 
public confidence

3.	  be fair, transparent and impartial in 
the performance of their duties and 
do not use their official powers or 
position improperly.

Principle 4
Accountability and 
transparency 
Workers must: 

1.	  undertake their duties and 
responsibilities, and provide 
considered, independent and 
comprehensive advice, regardless of 
their personal political preferences 
or beliefs

2.	  ensure that policies, procedures or 
guidelines are clear, explained to 
those who are impacted or covered 
by them and are regularly reviewed 
to maintain relevance

3.	  perform their duties and 
responsibilities with a high level of 
care, diligence and competency

4.	  be committed to complying with 
reporting requirements

5.	  maintain confidentiality and privacy 
of council, other workers and 
customers

6.	  conduct themselves in an ethical and 
trustworthy manner, which includes 
not accepting or asking for gifts or 
benefits that may be for the purpose 
of influence (e.g. that it is, or may 
be seen, to affect the performance 
of the recipient’s official duties, or 
otherwise influence, or be seen 
to influence, the decision-making 
behaviour of the recipient)

7.	  immediately report inappropriate 
conduct and behaviours.

To support our people meet the 
requirements of these principles, 

additional information 
on expected standards of 

behaviour have been outlined in 
the next section of the Code.
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6.1. Our ethics and compliance

6.1.1. Human Rights
Council is committed to building a 
human rights culture and expects all 
employees to uphold this by ensuring 
our practices and behaviours are aligned 
with human rights principles.

6.1.2. decision-making 
Workers must ensure all decisions are 
fair, impartial and comply with applicable 
legislation, including decisions 
relating to:

1.	 recruitment and 
employment practices

2.	 performance management 
and appraisals

3.	 talent and development 
opportunities

4.	 reward and recognition

5.	 remuneration and  
employee benefits

6.	 accommodation

7.	 procurement practices and 
vendor selection

8.	  provision of services to the public. 

Workers shall not attempt to influence 
others for personal advantage or 
misrepresent their qualifications, 
experience or fitness for work.

6.1.3. Accepting Gifts 
and Benefits 
Workers must not ask for or accept a fee, 
gift or other benefit for doing something 
for a community member as a local 
government employee (section 199 (3) 
Local Government Act 2009). 

The acceptance of gifts or benefits of 
a nominal value may be permitted in 
limited circumstances (section 289 
Local Government Regulation 2012), 
where doing so does not create a real, 
potential or perceived conflict of interest 
or could be a bribe. Report any gifts to 
your supervisor.

6.1.4. Conflicts of 
interest
A conflict of interest arises when a 
worker’s role within council or their 

personal relationships, financial or other 
interests, have the potential to affect, or 
could have the appearance of affecting, 
their judgement, objectivity or ability to 
serve in the public interest.

Workers must declare in writing to 
their supervisor any real, possible or 
perceived conflicts of interest that 
could affect their objectivity in carrying 
out duties. Until the matter is resolved, 
workers must not participate in any 
decision-making processes related to 
the conflict of interest. 

6.1.5. CONFIDENTIALITY 
and Privacy 
Council maintains information about 
individuals, businesses and commercial 
issues which is private and sensitive, and 
which could be harmful to a person’s 
interests if released. 

Workers should only access personal 
information and records required to 
perform their official council duties. 
Additionally, care must be taken to 
ensure that the collection, storage and 
use of personal information is completed 
in accordance with the privacy principles 
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outlined in the Information Privacy 
Act 2009.   

As a rule, privacy can be maintained by: 

1.	 not discussing work matters with 
persons not entitled to know 
such information

2.	 taking responsibility to safeguard 
confidential files and information 

3.	 ensuring collected information is 
only used in a manner consistent 
with the purpose for which it was 
originally collected.

In addition to the Information Privacy 
Act 2009, section 200 of the Local 
Government Act 2009 makes it 
an offence for a person who is, or 
has been, a council employee to 
release information that the person 
knows, or should reasonably know, is 
information that: 

1.	 is confidential to council 

2.	 council wishes to keep confidential. 

Confidential information includes (but is 
not limited to): 

1.	 trade secrets of council 

2.	 council’s policies, systems 
and protocols 

3.	 information about the business and 
affairs of council such as pricing 
information, marketing or strategic 
plans, commercial and business 
plans, financial information and 
data, and operational information 
and methods 

4.	 information about clients or 
customers of council, such as their 
specific requirements, arrangements 
and past dealings with council 

5.	 client lists, customer lists, business 
cards and diaries, calendars or 
schedulers and all other information 
obtained from council or obtained 
during employment with council that 
is by its nature confidential

6.	 details of employee remuneration, 
contracts of employment, medical 
results, performance, discipline and 
recruitment outcomes

7.	 details of any workplace 
investigations including 
subsequent outcomes. The need 
for confidentiality applies as a 
complainant, respondent, witness 
or investigator.

During employment or after termination, 
workers must not directly or indirectly 

use or disclose (or attempt to use or 
disclose) any confidential information 
for any unauthorised purpose, including 
for any benefit to themselves or any 
other person. 

Workers are to ensure that if they share 
information based on personal and 
professional experience e.g. in seminars, 
training programs or on social media, 
they do not breach the confidentiality 
of council information or privacy of 
other persons.

Personal and other information may on 
occasion be sought from council by 
an employee or other members of the 
public under the Right to Information 
Act 2009. If such a request is received, 
the worker must ensure the request is 
promptly referred to the council officer 
nominated to handle these requests.

6.1.6. Fraud and 
Corruption 
Fraud includes unethical and illegal acts 
which have the intention of deceiving 
others or the organisation. Corruption 
is a dishonest activity in which a person 
acts in a way that is against the best 
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interests of the organisation. Both may 
have legal implications. Fraud and 
corruption include: 

1.	 gaining benefit by dishonesty (e.g. 
falsifying timesheets, claiming 
allowances not entitled to, not 
completing a leave application when 
leave has been taken) 

2.	 misusing or deliberately misallocating 
council resources (e.g. using vehicles 
for private use without authorisation, 
using corporate expense card for 
non-work-related purchases)

3.	 accepting gifts, money or 
entertainment in response to, or in 
the expectation of, favourable tender 
outcomes or other decisions 

4.	 accepting or encouraging collusion in 
relation to tender pricing or conditions  

5.	 making false statements about 
qualifications, experience or 
competence for the purpose of 
obtaining a promotion or similar 

6.	 using your position to influence 
outcomes or access information for 
personal gain.

Council maintains fraud and corruption 
prevention controls. Workers have 
an obligation to prevent, detect and 

promptly report suspected fraud and 
corruption events in accordance with 
council’s Fraud and Corruption Control 
Policy – CHRC0012 and Fraud and 
Corruption Plan.

6.1.7. Public Interest 
Disclosures under 
The Public Interest 
Disclosure Act 2013
Public interest disclosures shall be made 
through council’s Confidential Disclosure 
Line. Details of this service are available 
at www.talkintegrity.com/chrc/

This line may be used by councillors 
and workers to report suspected and 
actual fraud or corruption. You do 
not have to identify yourself when 
making a disclosure. The Public Interest 
Disclosure Act 2013 provides disclosers 
with protections. 

Any person involved in receiving, 
handling or investigating a public 
interest disclosure must not disclose that 
information, intentionally or recklessly, to 
any unauthorised person. 

6.1.8. Acting within 
the law 
Workers must comply with applicable 
legislation, awards, certified agreements, 
council policies, procedures, guidelines 
and local laws. 
Workers must promptly notify their 
supervisor of any charges against them 
and license or authorisation suspensions 
which may impact on their ability to 
carry out the inherent requirements of 
their role or may impact the reputation 
of council. Such disclosures shall be 
treated as confidential. 

The outcome of the notification 
will be dependent on the individual 
circumstances of the case, the nature 
of the charge or conviction and its 
relevance to the inherent requirements 
of the worker’s position.  

6.1.9. Copyright
Council expects workers to ensure their 
actions do not breach or infringe the 
Copyright Act 1968 by unlawfully using 
the intellectual property of any individual 
or organisation. 
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investment. The Local Government 
Act 2009 sets out five sound 
contracting principles: 

1.	 value for money

2.	 open and effective competition

3.	 the development of competitive 
local business and industry

4.	 environmental protection 

5.	 ethical behaviour and fair dealing. 

Suppliers must comply with legislative 
requirements for the supply of goods and 
services, including their obligations under 
the Human Rights Act 2019, Work Health 
and Safety Act 2011 (Qld) and Mining and 
Quarrying Safety and Health Act 1999.

Workers must comply with 
legislated and council requirements, 
including delegations of authority 
for the various stages of goods and 
services procurement. 

Workers approved to be involved in 
offering contracts or purchasing goods 
and services from outside council must 
follow a fair, transparent and impartial 
process to allow all potential suppliers to 
bid for work. 

Workers must not incur any liability or 
enter any contract on behalf of council 
or alter the terms or conditions of any 
contract which council has already 
entered, unless they hold the appropriate 
delegation of authority to do so.

6.1.12. Diligence, care 
and attention 
Council aims to conduct its business 
with integrity and to achieve customer 
service and delivery excellence. Workers 
contribute to this aim by taking due 
care and attention and carrying out 
duties responsibly, to the best of their 
ability and in accordance with this Code. 
This includes: 

1.	 maintaining punctuality, taking 
only allocated breaks and not 
being absent from your workstation 
or location during work time 
without reason 

2.	 ensuring advice, information or 
data provided is accurate, reliable 
and timely

3.	 completing work tasks within 
required time frames and to 
quality standards

4.	 asking for assistance or additional 
information before commencing a 
task if uncertain how to complete it 
safely or as directed 

5.	 escalating issues or delays to 
task completion promptly to 
the supervisor

6.	 taking a continuous 
improvement approach

7.	 participating in performance 
appraisals, training and development

8.	 ensuring conduct is consistent with 
the requirements of the Code.

Leaders have further responsibilities, in 
addition to those as a worker, to ensure: 

1.	 own performance and conduct are in 
accordance with the Code and sets 
the example for those supervised

2.	 workers are provided with necessary 
information and training for effective 
work performance 

3.	 performance expectations are set, 
regularly monitored and workers are 
provided constructive and timely 
feedback on their performance

4.	 workers are held to account for poor 
performance or conduct

5.	 employees who collect, handle 
or disburse public money are 
properly supervised 

6.	 workloads, task and equipment 
allocation and training and 
development opportunities are 
distributed fairly

7.	 prompt escalation of concerns 
or matters with the potential to 
cause damage/harm (e.g. safety, 
environment, financial, reputational, 
legal implications)

8.	 thorough review of timesheets, 
reports, inspections, contracts and 
other items before approving 

9.	 you do not come under a personal 
financial obligation to an employee 
you supervise.

6.1.13. gambling 
activities
Workers must not gamble or bet at 
council premises (except for authorised 
sweeps and tipping competitions).

Workers must not store, copy or use 
printed media, audio, videos, images or 
software on council assets without an 
appropriate license or approval of the 
material owner.

6.1.10. Public money 
Workers must maintain high standards 
of accountability if collecting and using 
public money or other cash equivalent 
items such as vouchers, gift cards or 
purchase cards. 

It is not acceptable to borrow or use 
council money, gift cards, taxi vouchers 
or purchase cards for personal use. 

Workers using council monies, gift cards, 
vouchers, purchase cards or incurring 
other expenditure on behalf of council, 
must do so strictly in accordance with 
council’s policies and procedures.  

6.1.11. Fairness to 
suppliers 
Council is committed to fair, transparent 
and impartial procurement practices 
which comply with legislation, support 
supplier diversity and local region 
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6.2.1. Behaviour towards each other 
Council strives to ensure an inclusive and safe work environment where 
workers feel valued, part of the team, can contribute and reach their full 
potential. Unlawful discrimination (direct or indirect), workplace bullying, 
harassment and other inappropriate behaviour including vilification and 
victimisation, will not be tolerated at council. Workers breaching the 
requirements of the Code will be subject to disciplinary action.

All workers have an obligation to treat every person in accordance with 
their human rights, the Code requirements, council’s corporate values 
and other policies including the Diversity, Inclusion and Equal Employment 
Opportunity Policy – CHRCP0034. This obligation includes treating others 
with courtesy, trust, respect, honesty, fairness and sensitivity. 

Effective teamwork is an essential part of a productive workplace culture. 
Each team member needs to work cooperatively. 

6.2. Our workplace interactions
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6.2.2. Equal employment opportunity
Council is an equal opportunity employer and strives to ensure its 

practices do not discriminate (directly or indirectly) based on an 

identified attribute, including:

1.	 relationship status

2.	 gender

3.	 pregnancy

4.	 parental status

5.	 breastfeeding

6.	 age

7.	 race/ethnic origin

8.	 impairment including infectious diseases

9.	 religious belief, activity or inactivity

10.	political belief, activity or inactivity

11.	  trade union/industrial activity, membership or non-membership

12.	 lawful sexual activity

13.	 gender identity

14.	 sexuality

15.	 family responsibilities

16.	 association with, or relation to, a person identified on the basis of 

any of these attributes.

Vilification involves publicly inciting hatred, serious contempt or 

severe ridicule of someone because of their race, religion, sexuality 

or gender identity.

Unlawful discrimination and vilification will not be tolerated at 

council. Workers found to vilify or to be unlawfully discriminating 

against others in the workplace or towards members of the 

community, will be subject to disciplinary action, up to and 

including termination.

6.2.3. Workplace Bullying, Harassment 
and inappropriate behaviour
Workplace bullying, harassment (including sexual harassment), 
other inappropriate behaviour and victimisation will not be 
tolerated	at	council.	Workers	found	to	be	bullying,	harassing	or	
displaying other inappropriate behaviour towards others in the 
workplace, including members of the communities, will be subject 
to	disciplinary	action,	up	to	and	including termination.

Workers and members of the community have the right to report 
bullying, harassment and other inappropriate behaviour, without 
fear	of	retaliation	or	victimisation.	Workers	found	to	retaliate	or	
victimise others in the workplace or members of the community 
because they have exercised their right to report, will be subject to 
disciplinary	action,	up	to	and	including termination.
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6.3. Our people

6.3.1. Lawful and 
reasonable directions 
Workers are expected to carry out all 
lawful and reasonable directions given 
by a council employee having the 
authority to give such directions. 

Workers have the right to respectfully 
stop work and discuss the direction 
with the supervisor where there is 
an imminent risk to the safety of self, 
others or the environment, or where the 
direction may be in breach of the law 
or considered unreasonable. Escalate 
unresolved matters to the manager.

6.3.2. Work Health 
and Safety 
Council is committed to zero harm in 
the way we conduct our business and 

1.	 to comply with instructions given for 
health and safety at the workplace

2.	 to use personal protective 
equipment provided

3.	 not to wilfully or recklessly interfere 
with or misuse anything provided for 
health and safety at the workplace 

4.	  not to wilfully place at risk the 
health and safety of any person at 
the workplace 

5.	  not to willfully injure themselves 

6.	  ensure personal or council 
communication devices (UHF radio 
excepted) are not accessed while 
driving or operating vehicles, plant 
and equipment. 

 Workers also have a duty to: 

1.	 identify hazards and manage risks 
to health and safety, including 
eliminating hazards to reduce risks, 
to maintain safe work practices 

2.	 perform all work safely and follow 
safe work practices 

activities, firmly believing all incidents 
are preventable. Council provides 
and maintains safe and healthy work 
conditions for the prevention of work-
related injury and ill health for our 
workers and visitors. 

Council strives to eliminate work-related 
injuries and illness across council and to 
ensure persons are free from: 

1.	 death, injury or illness caused by the 
workplace, relevant work area, work 
activities, or plant or substances for 
use at work

2.	 the risk of death, injury or illness 
caused by the workplace, relevant 
work area, work activities, or plant or 
substances for use at work.

Workers must take reasonable steps 
to ensure their own safety, health and 
welfare in the workplace. Workers also 
have a duty of care to fellow workers and 
members of the public.  

Workers have the following obligations 
at the workplace:
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3.	 report any incidents or 
hazards immediately and 
support investigations 

4.	 take corrective action to ‘make 
safe’ the workplace, relevant 
workplace area or work activities 
and implement improvements 

5.	 participate in rehabilitation and 
‘return to work’ programs if required 

6.	 place the health, safety and 
wellness of workers and persons 
ahead of all other considerations

7.	 ensure a safe system of work

8.	  participate in consultation 
processes regarding workplace 
health and safety

9.	  take actions necessary to provide 
for own safety and the safety of 
other persons 

10.	understand allocated work tasks, 
the associated risks and ensure 
required controls are in place, 
before starting tasks. 

6.3.3. Fitness for duty
Workers must maintain their fitness for duty to be able to safely complete the 
inherent requirements of their role. This includes:

1.	 not attending work impaired by fatigue, alcohol or other drugs

2.	 disclosing previous, existing or developing health conditions which may impact 
their ability to safely complete the inherent requirements of the role

3.	 participating in health monitoring

4.	 undertaking medical assessments with a doctor of council’s choosing

5.	 participating in assigned health management plans. 

6.3.4. Alcohol and other drugs
Council is committed to keeping our workplaces drug and alcohol free to ensure the 
health and safety of all workers and maintain the trust of the general public. The use of 
drugs or alcohol can adversely affect productivity, attendance, judgement and safety. 

Workers must be fit for duty and: 

1.	 shall not come to work impaired by the effects of alcohol or drugs

2.	 shall not use, be impaired by the effects of drugs or possess illegal drugs or drug-
taking implements whilst on duty

3.	 shall not consume or possess alcohol while on duty or in the workplace other than 
in accordance with council policy 

4.	 declare medications which may impact fitness for duty

5.	 participate in testing for alcohol and drugs

6.	 report suspected alcohol or drug usage or impairment in the workplace.

6.3.5. Other safety obligations
Additionally, workers must not: 

1.	 smoke anywhere within council’s buildings, vehicles, equipment, in any enclosed 
spaces whilst on site or within four metres of any part of an entrance to an 
enclosed place

2.	 undermine council’s service to customers by leaving your workstation or location 
in order to smoke, except in authorised breaks

3.	 operate plant, equipment or vehicles you are not trained and authorised to 
operate or in a manner not consistent with local laws and Original Equipment 
Manufacturer (OEM) requirements.

6.3.6. Attendance at and absence from duty 
Workers are required to attend work and take leave in accordance with the 
requirements of employment contracts, working arrangements, the certified 
agreement and other rulings. This includes not being absent without approval and 
accurately recording work and leave periods. 

All workers have an obligation to ensure they promptly notify their supervisor 
as soon as practicably possible (and preferably before commencement of shift) 
upon becoming aware they will be absent from work or attend late.  Workers shall 
provide documentation in support of absences, as per the certified agreement or 
employment contract.

Workers may be subject to disciplinary action for taking excessive or unauthorised 
leave, failing to promptly notify of absences or failing to provide required 
supporting documentation. 

6.3.7. Using personal devices  
Council allows limited use of personal electronic devices during work hours, where 
use is in accordance with this policy. 
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6.4. Our resources

6.4.1. Protecting 
Council assets  
Council’s assets include 
property, plant, equipment, 
information systems, computing 
resources, intellectual property, 
goods, products and/or 
valuables (this includes surplus 
material, waste material and 
offcuts). All workers share 
the responsibility for looking 
after them. 

Council may monitor and review 
usage of any assets, at any point 
in time.  

Workers are required to protect 
assets under their care to ensure 
asset security, efficient use, 
proper storage, maintenance 
and repairs. It is an offence to 
misuse or allow anyone else to 
misuse council assets. 

Council assets shall only be 
used for official business, 
unless prior written approval 
has been granted from a 
council officer with delegation 
to authorise such use. Usage 

must be in accordance with the 
applicable policy. 

Council permits limited and 
infrequent personal use of the IT 
system for emails, web browsing 
and to make local telephone 
calls which cannot be made 
conveniently outside work hours.

Workers must not store personal 
files on council’s IT assets. Any 
files stored on, or information 
accessed using council assets, 
are discoverable by council. 

All council assets must 
be returned prior to 
employment terminating. 

6.4.2. Intellectual 
property 
Council owns all intellectual 
property created by workers in 
the course of their duties:

1.	 created in or during 
employment or engagement 
by council

2.	 using or accessing 
council resources.
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6.5. Our reputation

6.5.1. Public comments on 
Council business 
Only councillors and authorised officers 
can comment publicly on council 
business. Refer requests for comment 
from media or other persons to council’s 
communications team.

6.5.2. External activities
A worker’s involvement in any external 
organisation, activity, personal interest or 
secondary employment must not create 
a real, potential or perceived conflict of 
interest or negatively impact:

1.	 performance of duties as a 
council worker

2.	 provision of impartial, apolitical and 
sound advice or decision-making

3.	 council’s reputation.

Workers must not use or share 
council resources (physical and non-
physical assets including IT systems, 
confidential, company or third-party 
information, intellectual property, 
facilities, equipment etc.) for the benefit, 
advancement or their participation with 

any external organisation, activity, personal interest or secondary employment. This 
includes making comments through social media or taking part in political affairs, 
external activities or secondary employment whilst on duty.

Workers must ensure public comments in connection with external organisations, 
activities, personal interests or secondary employment do not breach legislation, the 
Code and are clearly distinguished as being the worker’s personal opinions, not the 
position of council. 

Whilst employed by council all workers must have the express written consent of 
council to work in any other paid capacity.

6.5.3. Uniform and worker presentation
Council expects workers to uphold a professional image while on duty 
or representing council by maintaining acceptable standards of personal 
hygiene and wearing the uniform and required personal protective 
equipment (PPE) in accordance with the Corporate Uniform and Dress 
Administrative Guideline and the Personal Protective Equipment Policy - 
CHRC0031.  

It is mandatory for workers to wear all components of the uniform and 
required PPE without alteration and to ensure both are clean, fit for purpose 
and appropriate to the worker’s role.  This applies to both indoor and 
outdoor employees. 

Council’s uniform requirements form part of our broader corporate branding 
strategy, which supports council’s desired image and reputation. 

Leaders shall ensure workers always wear the uniform and required PPE to 
protect the safety and health of the worker and present a professional image. 
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6.7. Our communities

6.6. Our Sustainability

6.6.1. Concern for the environment 
We all share the responsibility to protect our natural environment, 
creating healthy surroundings for our community, and for managing the 
impacts	of	air,	water,	land	and	noise	pollution.	

This	includes	individual	responsibility	for	actions	(e.g.	taking	care	in	
disposing of waste, using and storing chemicals, reducing energy 
consumption and waste, applying high standards of environmental 
protection	across	the	region	and	reporting	incidents).	

Workers must ensure compliance with general environmental duties and 
where applicable, the duty to notify of environmental harm (refer to the 
Environmental Protection Act 1994).	

6.7.1. Native titleand cultural heritage
Council recognises the potential impact that some council activities may 
cause to Native Title and Aboriginal Cultural Heritage. The Aboriginal 
Cultural Heritage Act 2003 imposes a cultural heritage duty of care on all 
persons (including council employees) who carry out an activity, to take all 
reasonable and practical measures to ensure the activity does not harm 
Aboriginal Cultural Heritage. The following principles apply:

1.	 Recognition, protection and conservation of Aboriginal Cultural 
Heritage should be based on respect for Aboriginal knowledge, culture 
and traditional practices. 

2.	 Aboriginal people should be recognised as the primary guardians, 
keepers and knowledge holders of Aboriginal Cultural Heritage.

3.	 It is important to respect, preserve and maintain knowledge, 
innovation and practices of Aboriginal communities and to promote 
understanding of Aboriginal Cultural heritage.

4.	 Activities involved in recognition, protection and conservation of 
Aboriginal Cultural Heritage should be assessed for compliance with 
the Act and the Cultural Heritage Duty of Care Guidelines under the 
Act, because they allow Aboriginal people to reaffirm their obligation to 
‘law and country’. 

Workers must immediately stop the activity, secure the item/site and 
report any potential cultural heritage find or disturbance to their supervisor.

6.7.2. Children and Youth
Council is committed to the protection of all children and young people 
who participate in our organisation or access our services. Council 
supports the rights of the child and will ensure duty of care obligations 
and a child-safe environment is maintained in accordance with the 
Working with Children (Risk Management and Screening) Act 2000. This 
includes workers meeting the ongoing requirements of Working with 
Children checks.

Workers must ensure permission is granted from a child’s parent/guardian 
before taking an image of a child and the parent/guardian understands 
how the image will be used.
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6.8. Our council

6.8.1. Customer Service 
Council is committed to providing 
excellent customer service. All workers 
provide direct or indirect service to 
customers, ratepayers or members of 
the community.

 The following principles apply:

1.	 maintain service standards outlined 
in the Central Highlands Regional 
Council Customer Service Charter

2.	 customers have the right to complain 
about council services and delivery

3.	 treat customers and complainants 
with respect

4.	 work to resolve complaints or difficult 
situations, calmly and professionally

5.	 present a professional image through 
corporate uniform, language and 
customer service approach

6.	 promptly seek support from your 
supervisor or more experienced 
colleague, if feeling threatened or in 
an unsafe situation with a member of 
the public.

For more information on your 
obligations under the Code, please 

discuss with your supervisor, check out 
the resources on the Vine or speak with 

the People and Culture team.

6.8.4. Raising concerns 
Workers have the right to comment on or raise concerns in a respectful, honest and constructive way about council 
policies or practices, where they impact on the worker’s employment. 

Complaints considered vexatious or frivolous will not be progressed and may be managed as acts of misconduct.

Council has the right to determine its policy, procedures, guidelines, practices and priorities. 

6.8.2. Advice and assistance given to Councillors 
Councillors may ask for advice from workers in accordance with the Acceptable 
Requests Guidelines Policy – CHRCP0043 to assist them in carrying out their 
community responsibilities.

Workers are expected to provide timely, objective, apolitical, impartial and thorough 
advice to councillors. Where a worker believes a conflict may exist between the 
councillor request and relevant legislation or council policies, the matter must be 
raised promptly with the worker’s supervisor. 

6.8.3. Acting in accordance with delegations and 
signing documents on behalf of Council 
Workers requested to undertake an action on behalf of the CEO or council, must 
ensure there exists an appropriate legislated delegation that allows the exercising 
of the power, prior to exercising that power. Refer to council’s Administrative 
Delegations Register. 

The following persons are the only persons who may sign a document on behalf 
of council: 

1.	 Mayor 

2.	 CEO

3.	 delegate of council 

4.	 councillor or council employee who is authorised, in writing, by the Mayor or CEO 
under an approved delegation. 
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7. BREACHES OF THE CODE
Conduct or behaviour in breach of the Code will be taken seriously by 
council and will not be tolerated. Where workers observe conduct or 
behaviours that may be a breach of the Code, its supporting policies or 
the law, they are encouraged to take the following actions.

1.	 ‘Call it’ – this means to discuss the matter with the person 
involved in the potential breach, so it can be quickly addressed 
and resolved.

2.	 If not comfortable ‘calling’ the conduct or behaviour, or ‘calling’ the 
conduct or behaviour has not addressed or resolved the matter, 
potential breaches can also be reported to any of the following:

 a)	 	your	supervisor	or	one-up manager

 b) People and Culture team.

3.	 Where the observed breach is of a serious or potentially corrupt 
nature, workers should report the breach directly to one of the 
representative’s	detailed	above	or	through	the	Confidential	
Disclosure Line (www.talkintegrity.com/chrc).

8. Consequences of a Breach
Consequences for breaching the Code are assessed on a case-by-
case basis and will vary depending on the extent of the breach. In the 
most serious circumstances, breaches could result in dismissal and 
where	required,	notification	to	the	Crime	and	Corruption	Commission	
and/or the police for investigation. 

Less serious breaches may be dealt with by disciplinary processes and 
relevant warnings.

9. What If You Report a Breach?
If you report a breach: 

1.	 you	are	required	to	keep	the	matter	confidential,	except	as	
authorised by law or to enforce legal rights and participate in any 
potential investigation process 

2.	 be aware that council does not tolerate bullying or the provision 
of false or misleading information used to bring someone into 
disrepute (i.e. those claims found to be unsubstantiated and made 
with the intention of causing detriment to another person)

3.	 in a similar manner, council does not tolerate the victimisation of, or 
reprisals against, workers who report a potential breach. 

There are serious penalties under the Crime and Corruption Act 
2001 (Qld) for any person who threatens, intimidates or harasses (or 
attempts to do so) any person who gives evidence or helps the Crime 
and Corruption Commission in the performance of its functions. 

There are also penalties under the Public Interest Disclosure Act 2010 
(Qld) for anyone who commits a reprisal against a person who has 
made	a	public	interest disclosure.
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10. DEFINITIONS 
	“CEO”	Chief	Executive	Officer,	a	person	who	holds	an	appointment	

under	section	194	of	the	Local Government Act 2009.	

“Employee”	a	person	holding	an	appointment	under	part	5	of	the	
Local Government Act 2009 (Qld). 

“Workers” include employees, contractors, labour hire, volunteers, 
consultants	and	students.

11. RELATED INFORMATION
Legislation

Public Sector Ethics Act 1994 (Qld)

Public Interest Disclosure Act 2010 (Qld)

Local Government Act 2009 (Qld)

Local Government Regulations 2012 (Qld)

Industrial Relations Act 2016 (Qld)

Crime and Corruption Act 2001 (Qld)

Work Health and Safety Act 2011 (Qld)

Anti-Discrimination Act 1991 (Qld)

Human Rights Act 2019 (Qld)

Sex Discrimination Act 1984 Cth

Age Discrimination Act 2004 Cth

Racial Discrimination Act 1975 Cth

Disability Discrimination Act 1992 Cth

Mining and Quarrying Safety and Health Act 1999 (Qld)

Working with Children (Risk Management  
and Screening) Act 2000 (Qld)

Council reference
Human Rights Policy – CHRCP0052

Diversity, Inclusion and Equal Employment Opportunity Policy – 
CHRCP0034

Procurement Policy – CHRCP0022

Workplace Bullying and Harassment Administrative Guideline

Personal Benefit and Gift Administrative Guideline

Recruitment Administrative Guideline

Councillor Code of Conduct - CHRCP0040

Motor Vehicle Policy and Procedure

Employee Use of Electronic Communications,  
Systems and Devices Policy

Acceptable Requests Guidelines Policy – CHRCP0043

Administrative Delegations Register
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