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CODE OF CONDUCT

SUPPORTING 
OUR  

COMMUNITY 
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At WDEA Works, we  
have a common purpose. 
We work together under 
four core values to unite 
our organisation’s vision. 

The Code of Conduct is a fundamental 
document, demonstrating our core  
values and how they apply to everyone  
in our organisation. 

The Code brings us together, clearly outlining our 
shared culture and showing us the expectations of 
behaviour for everyone at WDEA Works, including 
our people, work experience students, volunteers, 
community connections and contractors.   

Our Code also encompasses legal requirements 
including Equal Opportunity, Privacy, Occupational 
Health and Safety legislation. Any questions about 
the Code of Conduct should be taken to the Human 
Resource team. 

CODE OF 
CONDUCT
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We are a values-based 
organisation.  WDEA Works 
has designed the Code of 
Conduct to be specific to its 
core values, making this Code 
unique to WDEA Works.

Our values of Integrity, Respect, Empathy 
and Innovation underpin our purpose 
to improve the lives of people in our 
community. WDEA Works also references 
these values in our day-to-day behaviours 
and interactions with each other. 

OUR 
VALUES
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Integrity
Our clients trust us. We owe them honesty 
and transparency. Every person who comes to 
WDEA Works deserves to be treated in a fair 
and objective way. We’re accountable for our 
actions and we follow through.

Respect
Each person we work with is worthy and should 
be seen in a unique context. Diversity shows us 
new ways to build on a person’s strength.

Empathy
Everyone experiences life differently. Relating 
to each other helps us understand someone 
else’s perspective so we can create solutions for 
individuals.

Innovation
How can we make someone’s life better? Using 
new ideas can solve challenges of all sizes and 
levels. A little innovation might have a big 
impact for our community. 
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Integrity

Respect

Empowerment

Responsibility

Representation

Advocate

WDEA WORKS HAS  
SIX CODES OF CONDUCT
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INTEGRITY
Our people trust us. We owe them honesty and transparency. 
Every person who comes to WDEA Works deserves to be 
treated in a fair and objective way. We’re accountable for our 
actions and we follow through.

I show integrity when:

  I make transparent decisions and conduct 
myself with honesty and reliability 

  I don’t engage in unlawful behaviours, such 
as fraud, bribery or other illegal conduct

  I provide constructive, respectful feedback 
without favouritism 

	 	I	report	potential	conflicts	of	interest	
to the right people in order to mitigate 
problems

  I make sure all my actions are in  
the best interest of WDEA Works

	 	I	don’t	financially	exploit	our	vulnerable	
people, including children, and I quickly  
act on suspicion of exploitation

  I carefully manage the accurate  
recording and reporting of WDEA  
Works’ information

  I act with integrity, honesty  
and transparency
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RESPECT
Each person we work with is worthy and should be 
seen in a unique context. Diversity shows us new 
ways to build on a person’s strength.

I show respect when:

  I treat everyone with courtesy  
and respect

  I respect the privacy of people  
with a disability

  I use language that is appropriate 
and respectful to our people 
and community

  I value the contributions of others 
and acknowledge their input. 

  I don’t engage in any unacceptable  
or unlawful behaviour such 
as bullying, discrimination, 
victimisation or harassment.

  I undertake my work in a way 
 that helps people trust me

  I contribute to discussions  
in a constructive way

  I act with respect for individual 
rights to freedom of expression,  
self-determination and decision-
making in accordance with 
applicable laws and conventions
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EMPOWERMENT
We work together to empower each other, striving 
to do our best for WDEA Works and its clients.

I demonstrate empowerment when:

  I develop my skills and abilities and help 
others improve and maintain theirs

  I share information and act in good faith

  I work to the best of my abilities and 
support my team members to achieve 
common goals

  I offer innovative ideas to help improve 
our work and the lives of our people

  I recognise the importance of 
enjoyment and fun in the work  
environment 
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RESPONSIBILITY
We are accountable and responsible for our personal 
behaviour and expect the same from others. 

I show responsibility when:

  I make commitments in the full knowledge 
that I can follow through and complete 
the tasks

  I am able to take full responsibility  
for my performance and work

  I recognise that I am responsible for 
ensuring my behaviour is in line with 
WDEA Works’ values, Code of Conduct  
and relevant policies and laws

  I am careful in my use of resources and strive 
to	reduce	waste	and	increase	efficiency

  I raise a breach of of the Code in good faith, 
and do not victimise others for doing so

  I ensure that other people clearly 
understand my reasonable expectations

  I am respectful of the correct usage  
of the physical and intellectual property  
of WDEA Works

  I acknowledge and recognise achievement, 
and also address underperformance in a 
fair, timely and open manner

  I am accountable for my  
personal relationships 

  I provide supports and services in a safe 
and competent manner with care and skill

  I promptly take steps to raise and act on 
concerns about matters that may impact 
the quality and safety of supports and 
services provided to people with 
a disability

  I take all reasonable steps to prevent  
and respond to misconduct



12    |    WDEA Works Code of Conduct

REPRESENTATION
We respectfully represent WDEA Works in  
a way that acknowledges our value.

Including at work or when publicly displaying a connection with 
WDEA Works (uniforms, pins, name badges) and in any situation 
where we are recognised as a representative of WDEA Works. 

Representation is  
demonstrated when:

  I act in a way that does no harm to 
 the reputation of WDEA Works

  I dress appropriately when conducting 
WDEA Works business, and ensure 
correct usage of the emblem

  I always consider the possible impact  
of my actions on the reputation of 
WDEA Works and its people

  I do not engage in party political  
actions while publicly representing 
WDEA Works

  I only accept gifts when they are 
genuinely offered and the giver is not 
seeking special treatment or favours
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ADVOCATE
We champion and stand up for all WDEA Works’ 
clients, policies and procedures.

I demonstrate advocacy by:

  Being an effective supporter by encouraging 
and promoting diversity at WDEA Works

  Recognising that our policies provide 
guidance on the way we treat each other, 
including policies such as: Equal Opportunity, 
Complaints Management, Unsatisfactory 
performance, Occupational Health and Safety, 
Privacy, Child Safe Environment, Drugs and 
Alcohol, and Diversity and Inclusion 

  Actively supporting all WDEA Works team 
members and community members in regards 
to their safety, health and well-being

	 	Protecting	the	privacy	and	confidentiality	of	
WDEA Works clients and associated partners, 
including donors and other supporters

  Adhering to WDEA Works Code of Conduct

  Take all reasonable steps to prevent and 
respond to all forms of violence against, and 
exploitation, neglect and abuse of people
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Recognising and acknowledging 
appropriate and excellent conduct

WDEA Works values excellent work 
and the appropriate acknowledgement. 
Showing someone appreciation for a 
job well done often has a much bigger 
impact than expected. We encourage all 
of our team to thank people directly when 
someone has displayed excellent work 
or conduct. You might also think about 
notifying their manager when you’ve 
witnessed good work. 

Breach of the Code 

WDEA Works treats breaches of  
this Code seriously. 

Everyone at WDEA Works, including 
volunteers, have a responsibility to act 
consistently with the behaviours of 
this Code. Failure to comply with the 
expectations set out in this Code may lead 
to disciplinary action or termination of 
employment as a staff member or volunteer. 
A breach of the law will be referred to the 

police or relevant legal authority under 
WDEA Works’ legal obligations.

Reporting a breach of the Code 

There are different ways of raising a 
breach. If you believe a breach of the Code 
has occurred in WDEA Works, you’re 
initially encouraged to raise your concerns 
with the person concerned (where you 
feel you can) or with your manager. If your 
manager is involved in the breach, you 
should raise it with their manager. If you 
feel unable to raise your concerns, you 
should contact the People and Culture 
team or the Director, People and Culture.  

Sometimes, our external partners require 
us to subscribe to their Code of Conduct. 
In these circumstances, both this Code of 
Conduct and the partner organisation’s 
Code of Conduct apply. Social Enterprises 
workers will also be required to comply with 
the NDIS’s Code of Conduct.  WDEA Works 
Employment workers will also be required 
to comply with the DHHS’s Code  
of Conduct.
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Contact Your Local  
WDEA Works Team: 

ARARAT 
68 High Street Ararat 3377 
(03) 5352 3611 
ararat@wdeaworks.org.au

BALLARAT 
219 Mair Street Ballarat 3350 
(03) 5331 6566 
ballarat@wdeaworks.org.au

BENDIGO 
14 King Street Bendigo 3550 
(03) 4400 9777 
bendigo@wdeaworks.org.au

CASTLEMAINE 
161 Barker Street Castlemaine 3450 
(03) 5462 5252 
castlemaine@wdeaworks.org.au

COLAC 
178 Murray Street Colac 3250 
(03) 5231 3411 
colac@wdeaworks.org.au

CORIO (CORIO CENTRAL) 
Bacchus Marsh Road Corio 3124 
(03) 5292 1640 
corio@wdeaworks.org.au

GEELONG 
37 Malop Street Geelong 3220 
(03) 5292 1640 
geelong@wdeaworks.org.au

HAMILTON 
82 Brown Street Hamilton 3300 
(03) 5571 2443 
hamilton@wdeaworks.org.au

HORSHAM 
31 Wilson Street Horsham 3400 
(03) 5382 6100 
horsham@wdeaworks.org.au 

MARYBOROUGH 
87 Napier Street Maryborough 3465 
(03) 4410 7060 
maryborough@wdeaworks.org.au

MILDURA 
138 Lime Avenue Mildura 3500 
(03) 5065 3050 
mildura@wdeaworks.org.au

MOUNT GAMBIER 
16a James Street Mt Gambier 5290 SA 
(08) 8707 9920 
mountgambier@wdeaworks.org.au

PORTLAND 
35 Bentinck Street Portland 3305 
 03) 5521 7959 
portland@wdeaworks.org.au

SHEPPARTON 
74 Wyndham Street Shepparton 3630 
(03) 5899 9101 
shepparton@wdeaworks.org.au

STAWELL 
152 Main Street Stawell 3380 
(03) 5358 2799 
stawell@wdeaworks.org.au

SWAN HILL 
118 Curlewis St Swan Hill 3585 
(03) 4026 0010 
swanhill@wdeaworks.org.au

WARRNAMBOOL (HEAD OFFICE) 
52 Fairy Street Warrnambool 3280 
(03) 5561 2579 
warrnambool@wdeaworks.org.au

WDEA Works  
Social Enterprise: 

THE BIG GREEN SHED  
Elijah Street Hamilton VIC 3300 
0428 057 383 
enterprises@wdeaworks.org.au           

NIGRETTA  
4-6 Peck Street Hamilton VIC 3300 
(03) 5572 3577 
nigretta@wdeaworks.org.au                 

STEAM AND CLEAN  
194 Koroit Street  
Warrnambool VIC 3280 
(03) 5562 2598  
steam&clean@wdeaworks.org.au         

CLEAR CUT 
44 Bayne Street Terang VIC 3264 
(03) 5592 2225 
enterprises@wdeaworks.org.au           

WDEA WORKS SOCIAL 
ENTERPRISES,  
CREATE AND COLLATE ,  
E-WASTE RECYCLING,  
CLEAR CUT WARRNAMBOOL, 
THE BIG RS SHED 
11 Albert Street  
Warrnambool VIC 3280 
(03) 5564 5200 
enterprises@wdeaworks.org.au           
wdeaworks.org.au
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