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BLUE FEATHERS 

CODE OF CONDUCT DECLARATION 
Blue Feathers acknowledges and agrees to abide by the following Code of Conduct, which is based on the 
principles outlined in the National Disability Insurance Scheme (NDIS) Code of Conduct and applies to all 
workers and providers who deliver services to NDIS participants. 

This code must be read in conjunction with NDIS Code of Conduct | NDIS Quality and Safeguards 
Commission and Code of Conduct for Disability workers - DFFH Service Providers 

Policy brief & purpose 

Our Employee Code of Conduct policy outlines our expectations regarding employees' behaviour towards 
their colleagues, participants and overall organization. 

We promote freedom of expression and open communication. But we expect all employees to follow our code 
of conduct. They should avoid offending, participating in serious disputes and disrupting our workplace. We 
also expect them to foster a well-organized, respectful and collaborative environment. 

Scope 

This policy applies to all our employees regardless of employment agreement or position. 

Policy elements 

What are the components of an Employee Code of Conduct Policy? 

Company employees are bound by their employment to follow our Employee Code of Conduct while 
performing their duties. We outline the components of our Code of Conduct below: 

Compliance with law 

All employees must protect our company's legality. They should comply with all environmental, safety and fair 
dealing laws. We expect employees to be ethical and responsible when dealing with our company's finances, 
products, partnerships and public image. 

Respect in the workplace 

All employees should respect their colleagues. We won't allow any kind of discriminatory behaviour, 
harassment or victimization. Employees should conform with our equal opportunity policy in all aspects of 
their work, from recruitment and performance evaluation to interpersonal relations. 

 
 
 
 
 
 

https://www.ndiscommission.gov.au/rules-and-standards/ndis-code-conduct
https://www.ndiscommission.gov.au/rules-and-standards/ndis-code-conduct
https://providers.dffh.vic.gov.au/code-conduct-disability-workers
https://resources.workable.com/workplace-harassment-company-policy
https://resources.workable.com/workplace-harassment-company-policy
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Protection of Company Property 
 
All employees and participants should treat Blue Feathers’ property, whether material or intangible, with 
respect and care. 

Employees: 

o Should not misuse company equipment or use it frivolously. 
o Should respect all kinds of incorporeal property. This includes trademarks, copyright and other 

property (information, reports etc.) Employees should use them only to complete their job duties. 
o Employees should protect Blue Feathers’ facilities and other material property from damage and 

vandalism, whenever possible. 

Professionalism 
All employees must show integrity and professionalism in the workplace: 
 
Personal appearance 
All employees must wear appropriate clothing and present well in regards to their personal appearance.  
 
Corruption 
We discourage employees from accepting gifts from clients or partners. We prohibit briberies for the benefit of 
any external or internal party. 
 
Job duties and authority  
All employees should fulfill their job duties with integrity and respect toward our consumers / participants, 
stakeholders and the community. Supervisors and managers must not abuse their authority. We expect team 
members to follow managers’ instructions and complete their duties with skill and in a timely manner. 
 
Absenteeism and tardiness 
Employees should follow their work schedules. We expect employees to be punctual when coming to and 
leaving from work. If an employee is unable to work a rostered shift, they are to advise Blue Feathers in a 
timely manner.  
 
Conflict of interest 
We expect employees to avoid any personal, financial or other interests that might hinder their capability or 
willingness to perform their job duties. 
 
Collaboration 
Employees should be friendly and collaborative. They should try not to disrupt the workplace or present 
obstacles to their colleagues' work. 
 
Communication 
All employees must be open in their communication with their colleagues, team members, participants and 
management. 
 
Disciplinary actions 
Blue Feathers may have to take disciplinary action against employees who repeatedly or intentionally fail to 
follow our code of conduct. Disciplinary actions will vary depending on the violation. 
 
Policies 
All employees should read and follow our company policies. If they have any questions, they should ask their 
managers. 
 

https://resources.workable.com/tutorial/employee-integrity-tests
https://resources.workable.com/dress-code-company-policy
https://resources.workable.com/open-door-company-policy
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1.  Act with respect for individual rights to freedom of expression, self-determination, 
and decision-making in accordance with relevant laws and conventions 
We will treat all individuals with disabilities, their families, and carers with respect, dignity, and sensitivity. 

We will uphold the rights of individuals with disabilities to make choices and decisions about their own 
lives, to act with respect to freedom of expression, self-determination, and decision-making. 

Implementation:   

 We will provide training to all staff to understand and respect the rights of individuals with disabilities. 
This will include annual training on the NDIS Code of Conduct via the online Worker Orientation 
Module, and training on our Violence, Abuse, Neglect, Exploitation and Discrimination Policy 
and Procedure.  

 Our policies will support clients' decision-making, by ensuring they are involved in decisions 
affecting their care. 

 Meetings with clients will be held to review and adjust support plans, ensuring their preferences are 
prioritised. 

2.  Respect the privacy of people with disability 
We pledge to uphold the privacy and confidentiality of individuals with disabilities in accordance with the 
Privacy Act 1988.  

We will safeguard their personal information, respect their autonomy, and honour their right to privacy in 
all interactions and engagements. 

Implementation: 
 All staff will undergo training on our Privacy and Confidentiality Policy and Procedure which is in 

compliance with the Privacy Act 1988, to ensure the confidentiality of clients' personal information. 
 We will implement secure storage systems (both physical and electronic) for client records through 

passwords and/or physical locks, accessible only to authorised personnel. 
 We will ensure that our clients are informed and have access to our Privacy and Confidentiality 

Policy and Procedure and are educated on the handling and sharing of their information. 
 We will ensure that sharing or handling of the personal information of our clients has the consent of 

our clients through our Participant Information Consent Form. 

3.      Provide supports and services in a safe and competent manner with care and skill 
We will prioritise the safety, well-being, and welfare of individuals with disabilities at all times. 

We will provide support and assistance in a manner that minimises risks and promotes independence 
and empowerment. 

Implementation:   
 Risk assessments will be conducted for delivering services, and safety procedures will be updated 

as necessary. 
 We will train all staff on our Work Health and Safety, Risk Management, Hazard and Incident 

Management Policies and Procedures. 
 Incident and risk reporting systems will be in place to promptly address and mitigate any safety 

concerns. 

 



 

Code of Conduct Declaration January 2025 
Uncontrolled copy when printed  Version 1.0 

4 

4.  Act with integrity, honesty and transparency 
We will act with honesty, integrity, and professionalism in all aspects of our work. 

We will maintain confidentiality and privacy regarding personal information shared by individuals with 
disabilities, their families, and carers. 

We will be transparent about our business practices, policies, procedures and decision-making. 

Implementation:   
 All policies, procedures, progress notes, care records, care plans and service agreements will be 

available for review by clients and their families to ensure transparency. 
 All clients will be made aware of their right to access their own information and how they can do 

so. 
 Staff will receive training on how we are in compliance the NDIS Code of Conduct, emphasising 

honesty and integrity in interactions. 
 The client will be made aware of any interactions or sharing of information with other businesses 

providing services to the client, for example support coordinators, disability support workers and 
allied health professionals. 

5.  Promptly take steps to raise and act on concerns about matters that might have an 
impact on the quality and safety of supports provided to people with disability 
We will promptly act on concerns about matters that might have an impact on the quality and safety of 
supports provided to persons with a disability. 

We will respond sensitively and effectively to complaints, grievances, or feedback from individuals with 
disabilities, their families, and carers, ensuring that their concerns are addressed promptly and 
appropriately. 

Implementation:   
 We will establish a Complaints management system, ensuring clients have multiple ways to raise 

concerns confidentially. 
 Staff will be trained on how to handle complaints and feedback promptly and effectively, ensuring 

issues are resolved and lessons learned are integrated into practice. 
 Regular feedback sessions with clients will be held to proactively identify any concerns or 

improvements. 
 We will implement a Risk Management System that includes risk assessments for each 

participant and their activities, with regular reviews to identify, assess, and mitigate potential risks 
that could affect the safety and quality of supports. 

 An Incident Management System will be established, ensuring that any incidents impacting the 
quality or safety of supports are documented, reported, and reviewed. Follow-up actions will be 
taken to minimise recurrence and to improve safety procedures. 

 Staff will receive regular training on risk assessment, incident reporting, and management 
protocols to maintain high safety standards and to ensure they understand their responsibilities in 
minimising and managing risks. 

 We will conduct regular audits and safety checks of the environments where services are delivered 
to identify and rectify hazards, ensuring a safe and secure environment for participants and staff. 
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6.  Take all reasonable steps to prevent and respond to all forms of violence, 
exploitation, neglect, and abuse of people with disability 
We will promptly report any suspected instances of violence, exploitation, neglect, and abuse of people 
with disabilities to the appropriate authorities in accordance with the NDIS Reportable Incidents rules 
and/or to the appropriate family member or senior staff member.  

We will take all reasonable steps to prevent all forms of violence, exploitation, neglect and abuse of 
persons with a disability. 

Implementation:   
 We will implement training sessions for staff on recognising and preventing violence, neglect, 

exploitation, and abuse through our Violence, Abuse, Neglect, Exploitation and Discrimination 
Policy and Procedure. 

 Clear reporting pathways will be established, ensuring that any instances are immediately reported 
to appropriate authorities and documented according to the NDIS Reportable Incidents rules. 

 Support and debriefing will be provided to staff and clients involved in any reportable incidents. 

7.  Take all reasonable steps to prevent and respond to sexual misconduct 
We will promptly report any suspected instances of sexual misconduct in the support of persons with a 
disability to the appropriate authorities in accordance with the NDIS Reportable Incidents rules. 

We will take all reasonable steps to prevent sexual misconduct in the support of persons with a disability.  

Implementation:   
 All staff will be trained on our Violence, Abuse, Neglect, Exploitation and Discrimination Policy 

and Procedure including professional boundaries and appropriate conduct when working with 
clients to minimise risks. 

 A zero-tolerance policy on sexual misconduct will be communicated clearly to all employees, and 
immediate action will be taken against any breaches. 

 Regular reviews of staff conduct and client feedback will help monitor and ensure a safe environment 
for all. 

8.  Without a valid reason, not represent or charge or represent higher prices for the 
supply of goods for NDIS participants without reasonable justification 

We will not represent or charge a higher price to a person who is a NDIS participant when we also 
service clients who are not NDIS participants. 

Implementation: 
 We will publish our pricing structure transparently on our service agreements, ensuring no 

discrepancies exist. 
 Our business will ensure prices are comparable based on services provided for NDIS and non-NDIS 

clients to maintain fairness and compliance. 
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Contact Information 
For inquiries about this Policy or concerns regarding the handling of personal information, individuals may 
contact Trudi Richardson via email trudi@blufeathers.net or via phone 0416 119 716 or via post to: 

Trudi Richardson 
Blue Feathers 
PO Box 12 
Longlea, VIC 3551 
 
 

 


