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1. Policy Statement/Objective(s)

This policy outlines the standards of behaviour Council expects from its staff and from
organisations in their business dealings with Council.

This statement outlines guidelines for staff, the Council and the community so that you will
know what you should be able to expect from Council when conducting business with us.

It also provides advice to assist external organisations, service providers, small businesses,
applicants, objectors and individuals to maintain standards of ethical behaviour that meet
Council’s requirements.

2. Scope

This policy applies to all members of Council staff, including Councillors and all consultants,
contractors, temporary or casual employees of Council.

Council aims to achieve the best value for money in the expenditure of public funds while
being fair, ethical and transparent. To achieve this, we rely on our business partners,
consultants, contractors, sub-contractors, suppliers and other business associates. In line
with our Core Values, we expect high standards of behaviour from all organisations and
individuals that do business with us.

Council is committed to high ethical standards and accountability. This Statement of Business
Ethics sets out the standards that Council requires of its business partners, consultants,
contractors, sub-contractors, suppliers and other business associates.

In dealing with Council you are responsible for working with Council officers and Councillors
to maintain our high ethical standards. Council expects all parties — Council officers,
Councillors, business partners, consultants, contractors, sub-contractors, suppliers and other
business associates — to perform their duties with integrity, honesty, fairness and
transparency.

3. References

The Local Government Act 1993
Local Government (General) Regulation 2005
ICAC Guidelines
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Council’'s Code of Conduct

Council’'s Procurement Policy

Council’s Related Party Disclosure Policy

Council’s Positive Working Relationships and Positive Workplace Behaviour Policy
Council’'s Workplace Health and Safety Policy

Council’s Customer Service Charter

4, External/Internal Consultations
Council’s Chief Financial Officer

Council’'s Manager Procurement and Supply
Council’'s Executive Manager

5. Definitions
Nil
6. Variation and Review

Council reserves the right to review, vary or revoke this policy.

Review History

Date Policy first adopted — version 1 12 June 2007
Date amendment adopted — version 2 10 August 2010
Date amendment adopted — version 3 27 March 2019
Date amendment adopted — version 4 3 May 2022
7. Policy
OUR VISION

To be a dynamic, responsive organisation working with the community to create a city we
can all be proud of.

OUR PURPOSE

Council’'s purpose is to provide open, responsible leadership and quality service to our
community, while striving for sustainability in all aspects of our operations.

The purpose of this policy is to define the relationship between the private sector and Council.
It provides important information about Council’'s core values, business principles, and
expectations of staff, Councillors, business partners, consultants, sub-contractors, suppliers
and other business associates. It also addresses how to report unethical behaviour.

OUR COREVALUES

Integral to this Statement of Business Ethics are our Core Values and supporting behaviour
statements which outline the minimum standards of behaviour expected of all Councillors
and Council including employees, business partners, consultants, contractors, sub-
contractors, suppliers and business associates. Specifically our Core Values apply to this
statement in the following ways:
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e Collaboration — working together to maintain high ethical standards of behaviour in
support of high performance and to achieve the best outcomes for our Community,
Councillors, Customers and Council.

e Accountability — demonstrating our commitment to maintaining high ethical standards in
the delivery of our services.

¢ Integrity — behaving professionally, ethically and reliably and being genuine, honest and
transparent in all our transactions.

e Respect — supporting a safe and healthy work environment that treats everyone with
fairness and equity.

e Sustainability — adopting a long term view in the decisions we make and the actions we
take so we can deliver enduring benefits to our community well into the future.

OUR SERVICE COMMITMENT

We will always do our best in performing our duties;

We will aim to answer your enquiry during your first contact with us;

We will listen to you and provide easy-to-understand information;

We will act professionally and with respect, honesty and impartiality in our dealings with
you;

e We will provide a comfortable and friendly environment and convenient ways for you to
complete your business.

71 General Principles

Council demands all its representatives, staff and Councillors to behave ethically in line with
our Core Value of Integrity. It is important that Council not only behaves ethically, but is seen
to be acting ethically. We are all required to abide by a written Code of Conduct. The Council
also expects private industry, public and non-profit sectors; their representatives; and any
individuals to maintain similar standards of ethical conduct when dealing with Council.

There are seven main principles that form the basis of Shellharbour City Council’'s business
ethos and support our Core Values. These principles are designed to enable external
organisations, service providers, small businesses, applicants, objectors and individuals to
promote their interests productively to the Council, while avoiding potentially questionable
activity.

Those providing goods and services to Council also benefit from the assurance that their
competitors are required to behave in accordance with the same guidelines.

The seven key Principles are as follows:
7.2 Impartiality & Fairness

Consistent with our Core Value of Integrity, impartiality and fairness is about being objective,
even-handed and reasonable. An impartial person will objectively establish criteria for
determining best value for money and will objectively assess any matter against relevant
criteria. A fair person would not, for example, change or introduce new selection or
assessment criteria midway through a process, without advising all parties.

Being impartial also includes taking into account the practicalities of a given situation.
Impartiality does not, for example, mean that Council must automatically invite bids from
firms or individuals that have performed poorly in the past.

All decisions by Council officers must be made on the basis of merit.
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Fairness does not necessarily mean pleasing everyone. Some people are occasionally
adversely affected by fair decisions. That said, Council still operates from the viewpoint that
it wishes to be fair and be seen to be fair in all its dealings and to minimise, where possible,
any adverse effects of its decisions.

7.3 Value for Money

Value for money is determined by considering all the factors that are relevant to a particular
process. For example, quality, reliability, timeliness, service, initial and ongoing costs are all
factors that can make a significant impact on benefits and costs. Value for money does not
mean ‘lowest price’. However, the lowest price bid might also offer best value if it meets other
essentials such as quality and reliability supporting our Core Value of ‘Sustainability’.

74 Reasons and transparency
Subject to Legal and commercial constraints, Council will provide reasons to explain
decisions which:
e Are not in accordance with a relevant established policy.

o Are likely to detrimentally affect the rights or interests of individuals or organisations to
any material extent.

o Involve conditions attached to any approval, consent, permit, licence or other
authorisation.

Reasons should explain the decision as fully and clearly as possible, in a way that is clear
and easily understood by informed members of the public.
7.5 Council expects Council officers and Councillors to:
e Respect and follow Council’s policies and procedures;
e Equitably treat all tenderers for the supply of goods and services;
¢ Promote fair and open competition while seeking best value for money;
e Protect confidential information;
o Meet or exceed public interest and accountability standards;

o Invite Tenders or Expression of Interests (EOIs) only if Council has an intention to
proceed to contract;

o Disclose related party transactions as per Council’s Related Party Disclosure Policy;

e Avoid situations where private interest could conflict or be seen to conflict with public
duty;

¢ Never solicit or accept remuneration, gifts or other benefits from a supplier for the
discharge of official duties;

e Be fully aware of the provisions of Council’s adopted and published Code of Conduct,
especially Part 7 dealing with Personal Benefit;

¢ Respond promptly to reasonable requests for advice and information.

This also supports our Core Values of Collaboration, Accountability, Integrity and Respect.

COLLABORATION | SUSTAINABILITY
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7.6 Council expects suppliers, consultants, contractors & individuals to:

Be Respectful

e Respect the conditions set out in documents supplied by Council.

e  Council supports White Ribbon objectives and a zero tolerance towards domestic
violence in the workplace and the broader community. As such, the contractor
agrees that, in performing services, they will at all times act in a manner that is
non-threatening, courteous, and respectful; and comply with any instructions,
policies, procedures or guidelines issued by the department regarding acceptable
workplace behaviour.

e Respect the environment, comply with environmental laws and have sustainable
practices in the use of resources and waste management.

e Respect the obligation of Council staff to abide by Council’s policies and Codes.

e At all times be respectful and courteous towards the public, Council staff and
Councillors and not bring Council into disrepute.

Be Lawful and Comply With Council Policies

e Obey all relevant laws and contractual obligations.

e Be aware of Council's Code of Conduct and expected standards of behaviour of
Councillors and staff. The Code is available on Councils website.

e  Comply with Council’s procurement policies and procedures.

e Take reasonable steps to ensure goods and services you procure or produce are not the
product of modern slavery.

Ethical Communication

e Communicate clearly and respond promptly to questions resolving any issues
quickly.

e Act ethically, fairly and honestly in all dealings with Council.

e Refrain from engaging in any form of collusive practice, including offering council
officers inducements or incentives designed to improperly influence the conduct
of their duties.

e Assist Council to prevent unethical practices in our business relationships.

e  Comply with privacy legislation in relation to personal information obtained through
dealings with Council or work undertaken for Council.

Conflict of Interest

e Provide accurate and reliable advice and information when required.

e Declare actual or perceived conflicts of interest as soon as you become aware of
the conflict.

Customer services

e Council is commitment to Customers through the Customer Service Charter which
outlines standards Council uses to deliver professional, reliable and consistent customer
service. The Customer Service Charter is available on Council’s website.

Lobbying

e Lobbying is an acceptable part of the democratic process.

e Lobbying is not acceptable if it undermines public confidence in impartial decision-
making and falls outside the bounds of appropriate and lawful behaviour.

o Inappropriate or unlawful conduct on the part of someone lobbying a Councillor usually
involves an attempt to obtain preferential consideration or treatment based on factors
other than the merits of a matter.
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Council Resources

o The use of Council resources by contractors, sub-contractors, suppliers and business
associates may only occur if approved by a Council official.

e Council resources include but are not limited to material, equipment, vehicles,
documents, records, data and information.

Gifts and Benefits

e Council has a zero tolerance towards gifts and benefits.

e Please refrain from offering council officers or Councillors any financial or other
inducement.

Confidential and Personal Information

e Refrain from discussing Council business or information with the media.

e Prevent unauthorised release of privileged information, including confidential
Council information.

e You must take care to maintain the security of any confidential or personal
information that arises from your interactions with Council.

e You must abide by the Government Information (Public Access) Act 2009 and
Government Information (Public Access) Regulation 2009, and the Federal
Privacy Act 1988, governing the collection, holding, use, correction, disclosure or
transfer of personal information obtained through your dealings with the Council.

e Personal information is any information about a person where you know who the
person is or you can guess who the person is.

e All Council information is to be treated as confidential unless otherwise indicated.
e Copyright and intellectual property laws and standards must also be adhered to.

¢ In business relationships with Council, parties will respect each other’s intellectual
property rights and will formally negotiate any access, licence or use of intellectual
property.

Safety
e Provide a safe work environment free of harassment or discrimination.
e Protect the safety of staff and others in the work environment and the public arena.

Alcohol and Drugs

¢ No contractor, subcontractor, supplier or business associate should come to work for
Council, or return to work, under the influence of alcohol or other drugs that could impair
their ability to carry out their job or cause danger to the safety of themselves or others.

Offers of Secondary Employment

¢ Do not offer a second job to a council officer if the job would conflict with a council officer’s
duties or role at Council.

e Under Council's Code of Conduct, all staff are required to seek approval from the
General Manager prior to undertaking secondary employment.

o Approval will not be given if the second job is likely to result in unmanageable conflict or
the appearance of conflict with their Council duties.

Sponsorship

o  Sponsorship accepted by Council will not influence decisions or actions by Council, limit
its ability to carry out its functions fully or impartially.

e  Council will not seek, accept or provide sponsorship to an organisation if the sponsorship
arrangement could compromise, or be seen to compromise, Council’s ability to exercise
its regulatory and planning functions.
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o All sponsorship arrangements must comply with Council’s Sponsorship Policy.

Quality

e Provide Council with a quality product or service on time that gives us value for
money.

Council is commitment to Customers through the Customer Service Charter which outlines
standards Council uses to deliver professional, reliable and consistent customer service.
The Customer Service Charter is available on Council’s website.

7.7 It is incumbent upon all providers of goods and/or services to Council to declare to
Council at the earliest opportunity) if they:

e Been convicted of fraud or a fraud-related offence, or, where the provider is a company,
the directors have been convicted of fraud or a fraud-related offences;

e Been declared bankrupt or entered into a deed of company arrangement.

e Been placed into external administration or into Liquidation;

e Have had any corrupt findings recorded against them, or been identified as a person of
interest, by the Independent Commission Against Corruption (ICAC).

The responsibility for such declaration at all times lies with the provider. Please contact
Council’'s Governance Manager if any of the above matters arise.

Again this is consistent with our Core Values of Collaboration, Accountability, Integrity and
Respect and in adhering to above, Sustainability can be achieved.

7.8 Importance of compliance

Complying with Council’s Statement of Business Ethics will ensure will avoid unfair or
unethical conduct allegations in your dealings with this Council. Non-compliance of this
Policy could lead to:

e Termination of contracts with Council;

e Loss of work;

e Damage to your reputation;

e Investigation for corruption;

e Matters being referred for criminal investigation; and

e  Criminal Prosecution.

8. Related Forms/Documents

Nil

9. Attachments

Nil
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Policy Authorised by:

Name: Council Resolution Number: 12

Date: 26 February 2019
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