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Policy Number: PN 063
(Human Resources Manual)
RTA Corporate Policy

Code of Conduct and Ethics
Foreword
In order to achieve the RTA’s Vision and Values, and work effectively and efficiently within
government, the community, and stakeholders - the RTA must:
•

Uphold a position of integrity.

•

Maintain public confidence.

•

Operate within an ethical framework.

The Code of Conduct and Ethics sets the ethical framework for the RTA, and brings together
the relevant legislation, policies and procedures.
It informs the way we work and the corporate values we hold as an organisation. It has been
endorsed by myself and the executive.
All public sector employees are expected to demonstrate leadership in their ethical decisionmaking and actions. It is the responsibility of all RTA staff - and those engaged by the RTA - to
be familiar with, abide by, and uphold this ethical framework.
The two key platforms of the RTA’s Code of Conduct and Ethics are:
•

Public service – putting the public interest above personal and private interests.

•

Respect – the need to respect each other, our customers and clients, our indigenous
community, people of diverse ethnic backgrounds, the RTA’s resources and its reputation.

By conducting ourselves in a professional and ethical manner at all times, we are reflecting the
principles contained in the Code of Conduct and Ethics. We must also encourage and
contribute to a positive organisational culture that will result in a professional, safe and healthy
work environment.

(Signed)
Les Wielinga
Chief Executive
RTA
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Vision
A safe, sustainable and efficient road transport system.

Values
The RTA has long been a leader in many fields including road safety, customer service,
engineering, maintenance, accounting, and workforce development. Our values reflect this.
That is why our values are:

L

Learning

our

E

Expertise

Committed to improving our business through developing
staff and our technical and professional capabilities.
Using our extensive experience to deliver quality

results

A

Accountability

Being financially, environmentally and socially accountable.

D

Dynamic

Striving to be an organisation that is innovative in its
to all business activities and adaptive to

approach
change.

E

Equity

Being open, honest, ethical and fair in all our

dealings.

R

Responsiveness

S

Safety

Achieving effective results through flexibility, efficiency and
continuous improvement.
Ensuring the community and our workforce are safe.

Introduction
The RTA Code of Conduct and Ethics (the Code) sets out the ethical principles and
professional standards of conduct that you are expected to adopt in the course of your
employment, and in the performance of your duties.
The Code is not intended to be a comprehensive set of rules but rather a set of principles that
will form an ethical framework for your conduct and behaviour in the workplace. It provides
guidance on how to:
•

Carry out your duties in a lawful and ethical way.

•

Interact with other RTA staff and members of the public in a fair and courteous manner.

All permanent, temporary, casual and skill hire staff are required to comply with the Code and
approved RTA policies. If you have any concern or are uncertain about your own
responsibilities, the lawfulness or appropriateness of an RTA policy, practice, or direction you
should discuss these with a more senior member of staff. Alternatively, you can call the RTA
Ethics Hotline on 1800 043 642 for a confidential discussion.
While your concern is being handled you should - as far as practical - comply with the policy
or practice in question - unless it would be unsafe to do so.
Case studies and a ‘Key documents and contacts’ box in each section provide additional
reference points and explanations about the topics. This information is not intended to be
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exhaustive but as an indicator as to where further information may be obtained.

Staff obligations
The Code requires all staff to:
•

Show respect for all persons associated with RTA duties whether staff, clients or
customers.

•

Perform duties with professionalism, objectivity, honesty, integrity and compassion.
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•

Be conscientious, fair and equitable in the performance of duties, and accountable for
actions and decisions.

•

Serve public above private interests.

•

Avoid real or perceived conflicts of interest.

•

Ensure the proper use of official information.

•

Maintain proper standards of confidentiality.

•

Ensure efficient and effective use of public resources.

•

Demonstrate leadership.

•

Impartial implementation of State Government legislation and policies.

•

Report suspected breaches of this Code and any actual or suspected corrupt behaviour.

Personal responsibilities
The RTA has a responsibility to provide you with access to policies and procedures your are
required to comply with.
As a member of staff you have a responsibility to familiarise yourself with these and to
cooperate in implementing them. You also have a responsibility to make enquiries on your
own behalf if you are unsure about what actions to take.
You must act in a way that promotes public trust and confidence in the integrity of the RTA’s
operations and administration. You need to be aware that the reputation of the RTA can be
affected by your actions at work and, in certain circumstances, by your conduct outside the
workplace.
You are required to:
•

Behave in a lawful manner.

•

Act within your delegated authority and in accordance with RTA policies and procedures,
and any relevant legislative, industrial and administrative requirements.

•

Conduct yourself in a professional and ethical manner at all times while at work or when
your actions can be associated with the RTA.

•

Not bring the RTA into disrepute by your actions or conduct.

•

Be prepared to take personal responsibility and be accountable for your own conduct,
actions or omissions.

•

Co-operate with and obey lawful requests, directions or instructions given to you in the
course of your employment by any person having the authority to do so.

•

Keep up to date with advances and changes in your area of expertise and in the RTA.

•

Disclose to your manager or supervisor any charge or conviction, that may impact on
your capacity to carry out your duties (e.g. loss of driver licence).

•

Report behaviour that breaches RTA policy.

Case Study: “Don’t blow it”
Issue. You are away on RTA business. At the end of the day you catch up with your friend
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and have a few drinks. You are sure you’re okay and drive back to your motel; but you are
stopped by the Police and charged for mid-range Blood Alcohol Concentration (BAC).
Because of other driving offences you know you will possibly lose your licence. You realise
this will affect your work because driving is an essential part of your duties.
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Response. The next day at work – you take responsibility and decide it would be wrong to
hide that you’ve been charged. You tell your manager about the charge and the possibility of
losing your licence.
Key documents and contacts
•

Policy Statement

Appropriate Use of the Internet
and Email Policy

•

Delegations Manual

•

Drug and Alcohol Policy

•

Occupational Health and Safety

•

Personal Use of RTA Resources
Policy

•

Safe Driving Policy

Manager and supervisor responsibilities
An essential function of all managers and supervisors is the fair and effective management of
their staff.
If you are a manager or supervisor you are expected to demonstrate high standards of ethical
conduct and to lead by example. You are required to:
•

Be accountable for your own actions or omissions, and those of your staff.

•

Be aware of acts or omissions that are sufficiently serious, repeated, or widespread
enough that you should have been aware of and corrected them.

•

Be fully informed about the matters you deal with.

•

Record and give reasons for your decisions and actions to those people who are affected.

•

Ensure workplace procedures and practices are established, complied with, and regularly
reviewed in your area.

•

Ensure your staff are informed of their duties and responsibilities, and receive adequate
information, instruction and training to perform them effectively, efficiently and safely.

•

Inform staff of the performance standards and results expected and provide your staff
with constructive feedback on their performance.

•

Share information with your staff and encourage open communication and staff
participation in the business of the workplace through individual and team consultation.

•

Make sure the workplace is free from all forms of harassment, discrimination and bullying
and resolve workplace disputes and grievances in a fair and timely manner and in
accordance with the relevant policy.

•

Ensure a safe workplace by undertaking appropriate risk assessments and establish safe
work methods.

•

Treat your staff courteously and fairly and consider different views.

•

Promote and acknowledge excellence and innovation and deal fairly and effectively with
instances of under performance.

•

Ensure work practices consider the diversity of staff members and customers.

•

Ensure adequate supervision so all tasks are developed, performed and completed safely
and with regard to the safety of others.
6 of 24

Policy Name: Code of Conduct and Ethics
Version: 4.1
Last updated: September 2003

Vol 1.2

Effective date: April 2008
Approved by: Chief Executive
UNCONTROLLED WHEN PRINTED

6

E18-0736-AS-02-055-PR0001

Case Study: “Take responsibility”
Issue. You notice one of your staff is not as punctual as usual and is having difficulties focusing
on their tasks. This is impacting on the morale and productivity of the team. Rather than
letting it go, you meet confidentially with the staff member who discloses a serious family issue.
The staff member believes it is a short-term issue.
Response. You offer support by way of the RTA’s Employee Assistance Program, and
ongoing opportunities for the staff member to discuss their concerns with you.
Key documents and contacts
•

Flexible Work Practices Policy

•

RTA Leadership Framework

•

Grievance Resolution Policy

•

Sick Leave Policy

•

Harassment, Discrimination and
Workplace Bullying Policy

•

Anti Discrimination Act 1977

•

Occupational Health and Safety Act
2000

•

Protected Disclosures Act 1994

•

Employee Assistance Program
(1300 366 789)

•
•

Hour of Work including Flexible
Working Hours Policy
Managing Unsatisfactory
Performance and Conduct Policy

Working ethically
Working ethically is about ensuring we make decisions in accordance with RTA values.
Any information or advice you give or any decision you make should always be consistent with
RTA policies and procedures. Staff are required to follow principles of procedural fairness in
decision making where those decisions impact on the rights or entitlements of others. You
must always be able to justify a particular course of action and to demonstrate that a decision
you have made is reasonable, fair and equitable in the circumstances.
You are making an ethical decision when you:
•

Take into account all the relevant facts.

•

Take reasonable steps to obtain the necessary information to make a decision.

•

Be reasonably satisfied that the information is factual and correct.

•

Consider the merits of the case, including the consequences of any proposed action, and
don’t take irrelevant matters into consideration.

•

Ensure you make decisions in a fair and impartial manner.

•

Keep full records of any decision you make.

Where your personal views conflict with the performance of your official duties - or you
believe you cannot act impartially – discuss ways to resolve this with your manager.
When exercising discretionary power, ensure the power is being used properly, impartially,
equitably and consistently with relevant policies, guidelines and delegations.
Decisions and actions should be made in a timely fashion, so that the persons affected by the
decision are not disadvantaged by undue delay.
Case Study: “Above board”
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Issue. Your duties with the RTA mean that you do fieldwork for days at a time. You are
working on a project that is located near some of the best surfing beaches you know. Your
colleague, also a keen surfer, tries to convince you to take longer, unrecorded breaks so you
can have a decent surf.
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Response. You remind your colleague that its important to accurately record your working
hours and that it would be better to go surfing at the end of the day when you can both enjoy
it more.
Key documents and contacts
•

Statement of Business Ethics

•

Ethics Hotline (1800 043 642)

•

GM Governance Branch

Responsibility to the State Government and people of NSW
The people of NSW elect the State Government to put into practice policies believed to be in
the best interests of the wider community.
As a member of this community you have a right to enter into public debate on political and
social issues. However, regardless of your political and social views, when performing your
duties as a NSW public sector employee you are required to:
•

Implement the policies and decisions of the State Government in an impartial, efficient and
effective manner.

•

Provide impartial and accurate advice.

•

Put the interests of the public above your personal interests or the interests of another
individual or group.

•

Ensure that any participation in political activities does not conflict with your RTA duties.

•

Ensure there is no likelihood that your comment on public issues could be interpreted as
being official RTA comment made in your capacity as a staff member, unless you are
authorised to make such public comment.

•

Direct all media enquiries to the Manager, Media Unit and do not speak to the media
without prior and written authorisation.

•

Observe any requirements to resign or take leave if standing for election to State or
Federal Parliament.

Case Study: “No comment”
Issue. You are working on a sensitive, high profile project that has attracted media attention.
You walk outside to get some lunch and notice a group of people from the media. They ask
you if you have any information on the project and urge you to discuss it.
Response. You decline to do so because you are not an authorised RTA representative.
You advise the media to contact the RTA Media Unit.
Case Study: “Business only”
Issue. You have a passion for politics and are an active member of a political party. You are
proud of your political activities and you have a number of badges and pins supporting the
party. Your employment with the RTA requires you to wear an RTA uniform.
Response. You always make sure that you don’t wear any of your party political badges on
your uniform to ensure your political affiliation is not mistaken as official RTA endorsement.
Key documents and contacts
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•

Community and Political Participation Policy

•

Conflict of Interest Policy
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Corrupt conduct and unlawful conduct
As a NSW public sector employee, corrupt or unlawful conduct by you in the course of your
duties is not acceptable and will not be tolerated.
Corrupt conduct includes any dishonest or improper use of position or information which
provides – or may provide – a benefit to you or an associate of yours.
Corrupt conduct also includes any action by a member of the public to influence you to act
corruptly when carrying out your duties. Certain types of corrupt conduct and unlawful
conduct may amount to a breach of NSW or Commonwealth law and may be referred to the
police for investigation.
Corrupt conduct or unlawful conduct in the course of employment may include, but is not
limited to:
•

Theft and misappropriation of RTA material or financial resources.

•

Offering or accepting bribes, commissions or secret payments.

•

Accepting a gift or benefit that is intended to, or is likely to cause you to act in a biased
manner.

•

Fraudulent or criminal conduct.

•

Forgery and making false or fraudulent claims.

•

Misuse or unauthorised disclosure of information or material owned, held or maintained
by the RTA.

•

Wilful or negligent damage to RTA or third party resources.

•

Discriminatory behaviour.

•

Assault or other forms of unlawful violence against a person.

•

Possession or distribution of illegal drugs.

•

Possession or distribution of illegal pornography.

Case Study: “Letter of the law”
Issue. Your friend runs a garden business and tells you he has noticed sand and gravel at an
RTA stockpile near town. Your friend tries to convince you that a big organisation like the
RTA would not notice some missing sand and gravel, and asks you to deliver a truck load to
his business address.
Response. You tell him you won’t because the sand and gravel belong to the public of NSW
and to use an RTA truck to deliver the goods would also be a misuse of RTA resources. You
advise your supervisor of the situation.
Case Study: “Work not play”
Issue. Your sister is setting up a new business and asks you to design and print 1000 flyers for
her, assuming you will do this at work. You have estimated that designing the flyer will take
approximately six hours. You realise that spending this amount of time on non-work related
tasks will stop you from carrying out your duties for the RTA. You also know that printing
1000 flyers is an inappropriate use of RTA resources.
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Response. You tell your sister that you cannot use work time or RTA resources for this, but
you’re more than happy to help her in your own time away from work.
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Key documents and contacts
•
•

•

Bribes, Gifts and Other Benefits
Policy

•

Probity plan template

•

Corrupt Conduct and
Maladministration Prevention
Policy

Security Classification and
Protection for Records and
Information Policy

•

Personal Use of RTA Resources
Policy

Independent Commission Against
Corruption Act 1988

•

Ethics Hotline (1800 043 642)

Protected disclosures
If you report suspected corrupt conduct, maladministration or serious and substantial waste of
public monies in accordance with the reporting system set out below, it will be deemed a
protected disclosure under the Protected Disclosures Act 1994.
To have the report treated as a protected disclosure, you are required to report suspected
wrongdoing to one of the following Disclosure Officers:
•

Your general manager or director.

•

The General Manager, Governance or an RTA investigator.

•

The Chief Executive.

Any manager who receives a report of suspected corrupt conduct must treat the report
seriously and advise and encourage the staff member to inform one of the disclosure officers
listed above. The report must be treated impartially and kept confidential.
You can also report wrongdoing to specific external agencies such as:
•

Independent Commission Against Corruption (ICAC) – for corrupt conduct.

•

The NSW Ombudsman – for maladministration.

•

The Auditor-General – for substantial and serious waste of public monies.

The RTA will support you if you:
•

Report any suspected wrongdoing in accordance with the RTA’s procedure for making a
protected disclosure.

•

Deal properly and quickly with reports you receive of suspected wrongdoing.

The Protected Disclosures Act 1994 affords protection against victimisation or discrimination to
people who report suspected corrupt conduct to one of the persons or agencies specified
above. The RTA may take disciplinary action against:
•

Any staff member found to have taken detrimental action against a person making a
report of suspected corrupt conduct.

•

Any staff member who makes reports proven to be vexatious, malicious, or lacking in
foundation.

Case Study: “Honesty is the best policy”
Issue. You are responsible for creating all accounts payable cover sheets in your section.
You come across a completed cover sheet for a supplier unknown to you. You seek
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clarification with the Accounts Payable section and are advised the supplier has been paid on
many occasions over the past year. You have not seen the authorisation signature before and
suspect corrupt conduct. You discuss your concerns with your manager who tells you they do
not know who the supplier is or who approved the payment.
Response. You contact a Disclosure Officer to discuss your concerns as you are unaware of
who the supplier is and who approved the payment.
Key documents and contacts
•

Bribes, Gifts and Other Benefits
Policy

•

Procedure for making a protected
disclosure

•

Corrupt Conduct and
Maladministration Prevention
Policy

•

Protected Disclosures Act 1994

•

Ethics Hotline (1800 043 642)

Conflict of interest
A conflict of interest exists when it is likely that you could be influenced, or may appear to be
influenced, by a personal interest (financial or otherwise) in carrying out your RTA duties.
Conflicts of interest that lead to partial or biased decisions may constitute corrupt conduct.
Some circumstances that may give rise to a conflict of interest include:
•

Where you, a family member, relative, friend or associate has a financial interest in a
matter you deal with or have the power to influence.

•

Secondary employment or activities that conflict with your duties, or the efficient and safe
work of the RTA.

•

Personal political activities that conflict with your responsibility to undertake your duties
in an impartial way.

•

Making adverse public comments that relate to RTA work or affect your capacity to
undertake your duties effectively.

•

Misusing your position or business information you have access to, to secure future
employment advantages outside the RTA or to benefit a family member, relative, friend or
associate.

You may often be the only person aware of the potential for conflict. To ensure that your
honesty and integrity is not questioned, it is your responsibility to:
•

Recognise and disclose any actual or potential conflict of interest to your immediate
manager or other senior manager.

•

Take appropriate steps to resolve the conflict of interest in accordance with policy and
prior to engaging in the affected work.

•

Not misuse your position or make decisions that may, or may appear to obtain a benefit
of any kind for yourself, family members, relatives, close friends or associates.

•

Seek approval in accordance with relevant policy prior to embarking on any proposed
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private employment while giving employment with the RTA primary consideration.
When you are uncertain whether a conflict exists, you should discuss this with your manager.
Case Study: “Better to be safe than sorry”
Issue. You are on a panel to select a new cleaning company for the regional office. A close
friend recently set up a cleaning business and told you the contract would really help establish
the business. He has submitted a tender for the contract.
Response. You speak with your manager and disclose the relationship with your friend. You
both agree it’s best if you withdraw from the selection panel.
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Key documents and contacts
•

Community and Political
Participation Policy

•

Conflict of Interest Policy

•

Secondary Employment Policy

Respect for people
The RTA is committed to creating an environment where we can all enjoy rewarding and
fulfilling professional working relationships and where differences are respected.
Administrative decisions are to be based on sound management principles and on respect for
people. As a member of staff you are required to:
•

Treat other staff, customers or members of the public fairly, with courtesy, respect and
not give any preferential treatment.

•

Ensure you do not discriminate against, harass, intimidate, bully or threaten staff,
customers or members of the public.

•

Ensure you do not victimise staff, customers, or members of the public for any reason;
particularly if they may be involved in the investigation of misconduct or corrupt conduct.

•

Not use the internet or email to access, create, store or distribute offensive documents
or images including material that may be discriminatory, harassing, offensive, graphic or
pornographic. Any inappropriate email inadvertently opened by you should be deleted
and/or reported immediately.

•

Commit to resolving personal or work-related disputes or differences in a constructive,
co-operative and timely manner.

•

Be sensitive to and respect the culture of the indigenous community of Australia and the
diverse ethnic and cultural background of staff, customers and members of the public.

Harassment or discrimination on the grounds of sex, marital status, pregnancy, age, race, social
origin, carers’ responsibility, religion, disability or illness, political opinion, industrial activity and
irrelevant criminal record, transgender status (actual or presumed), or sexual preference
(actual or presumed) may be an offence under the Anti-Discrimination Act 1977. In addition,
staff must not harass or discriminate against others on the grounds of political or religious
conviction or membership of a union.
Report instances of discrimination, intimidation, victimisation, harassment or workplace
bullying that come to your attention should be reported to your manager or other senior
manager. All such reports must also be referred to the General Manager, Human Resource
Strategy.
Case Study: “Respect for others”
Issue. You find it hard to get along with a particular colleague at work. Sometimes you are
even tempted to avoid talking to your colleague about work-related issues.
Response. You know it is important to be professional in the workplace and you put aside
your differences to effectively resolve work-related issues. However, if your differences
escalate, try and resolve it yourselves. If this fails, then consult your manager.
Key documents and contacts
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Appropriate Use of the Internet
and Email Policy

•

Anti-discrimination legislation

•

GM, Human Resource Strategy

•

Grievance Resolution Policy

•

Grievance Network Co-ordinator

•

Harassment, Discrimination and
Workplace Bullying Policy

•

Human Resource Advisor

•

Customer service
The people of NSW and other RTA staff have a legitimate expectation that the service they
receive from RTA staff is of the highest standard that can be achieved with the available
resources.
In order to achieve a high level of customer service, the RTA and you as an individual are
required to:
•

Deliver services in the most efficient and timely way.

•

Strive to improve standards of service.

•

Treat customers with respect, fairness and courtesy.

•

Listen to and understand what the customer wants and allow them an opportunity to
express their opinion.

•

Provide clear and accurate information and advice that is up to date and complete.

•

If you cannot provide the service requested, explain why and, if appropriate, discuss with
your management if the service can be provided in future.

•

Respond to customer complaints sensitively, appropriately and without undue delay.

Case Study: “Keeping cool under fire”
Issue. It is a particularly busy day and the customer you are serving has been rude and difficult
to deal with. You know it is very important to continue to act professionally and provide a
high level of service. Despite your best endeavours, your customer continues to be abusive.
Response. You maintain a professional approach while dealing with the customer; however
you think the situation might be getting out of control and decide to ask your manager for
assistance.

Working efficiently
The RTA is entrusted with managing substantial public financial and material resources by the
State Government for the benefit of the people of NSW.
While you are carrying out your duties you are required to:
•

Ensure that your work is performed in an efficient, economical and effective manner, and
to a standard acceptable to the RTA.

•

Be conscientious in carrying out your duties and make the most productive use of your
time while on duty.

•

Work co-operatively and effectively within a team environment.
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•

Look for ways to improve the way work is performed and services are delivered.

•

Ensure value for money is provided in all RTA activities including services provided by, or
purchased from, other public and private sector organisations.

•

Avoid waste in the use of RTA financial, material and human resources.

•

Use RTA resources efficiently and effectively and for official purposes only, unless
personal use is approved within policy guidelines.

Case Study: “Timely reminder”
Issue. You notice that one of the staff you supervise has been arriving to work late. The staff
member also takes several long breaks during the day and seems to be having long private
phone calls.
Response. You take the staff member aside for a confidential and informal discussion about
the need to focus on their work. Once you are satisfied there are no personal or health
factors affecting the staff member’s behaviour, you advise that a more formal approach may
need to be taken if performance does not improve.

Official and personal information
All staff members are required to make full and accurate records of activities undertaken in the
course of their work. You must take care to maintain the integrity and security of all RTA
records and information, particularly personal information concerning staff and members of the
public held by the RTA.
As a general rule, you may only disclose RTA information or records that are deemed to be in
the public domain. You may only disclose other RTA information or records:
•

Where your duties require you to do so.

•

When proper authority has been given.

•

When required or authorised to do so by law.

•

When called to give evidence in court.

In respect of personal information, you are required to only:
•

Collect personal information for a lawful and authorised purpose, and where it is required
as part of the exercise of your duties, with the express knowledge of the individual to
whom the records relate.

•

Use personal information for the purpose for which it is collected or held, unless
authorised to do otherwise.

•

Access, disclose or allow others to access personal information with the proper authority.

•

Amend personal information held by RTA with the proper authorisation.

Misuse of official information is specifically included in the definition of corrupt conduct in the
Independent Commission Against Corruption Act 1988. The corrupt use or disclosure of personal
information that an RTA staff member has access to in the exercise of their duties, is an
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offence under the Privacy and Personal Information Protection Act 1998 and penalties can be
invoked under the Crimes Act 1900.
Case Study: “Protecting privacy”
Issue. You use the RTA’s Driver & Vehicle System (DRIVES) database for work purposes.
Your sister calls you at work to tell you she is going to buy a new car. She asks you to check
who the previous owners of the car were and gives you the registration details.
Response. You tell her you cannot look at that information on DRIVES because it would be
an unauthorised access. You tell her that the information on DRIVES is confidential and can
only be accessed for work-related purposes.
Key documents and contacts
•

Security Classification and
Protection for Records and
Information Policy

•

Crimes Act 1900

Records Management Program
Policy

•

Independent Commission Against
Corruption Act 1988

Rules for DRIVES Access

•

Privacy and Personal Information
Protection Act 1998

•

State Records Act 1998

•

Employee Personal Records Policy

•

Personal Records Policy

•

Protection of Personal Information
Policy

•
•

Environmental awareness
Environmental sustainability in design, planning and construction are core values of the RTA
that underlie the development and maintenance of the NSW road transport system.
RTA staff have a responsibility to protect the environment and heritage, and achieve
environmental outcomes which can be sustained. RTA staff should be aware of the impact of
work on the environment and make every effort to avoid and reduce impacts, energy use and
minimise waste.
As a member of staff, you are required to:
•

Comply with environmental legislation and regulations and work in accordance with all
RTA environmental guidelines, standards, and management procedures applicable to your
area of work.

•

Work carefully at all times to protect the environment in a manner consistent with the
RTA’s legal environmental obligations.

•

Report any environmental impacts, hazards or potential environmental management issues
of which you become aware to the responsible officer, including poorly installed or poorly
operating equipment encountered in your working day.

•

Cooperate in the management of environmental matters, including responding to the
reasonable directions of external environmental regulators.

•

Participate in relevant environmental management consultation and training and use
effective environmental management measures in your work.

•

Use environmentally friendly products wherever possible and avoid waste of RTA
19 of 24

Policy Name: Code of Conduct and Ethics
Version: 4.1
Last updated: September 2003

Vol 1.2

Effective date: April 2008
Approved by: Chief Executive
UNCONTROLLED WHEN PRINTED

19

E18-0736-AS-02-055-PR0001

resources.
•

Be sensitive and responsive to environmental issues raised by the public, interested or
affected parties; and where appropriate, involve the community in planning and
implementation decisions.

Where appropriate, demonstrate leadership and commitment in assessing and effectively
managing environmental risks.
Case Study: “Go green”
Issue. You regularly attend meetings away from your office where you fly or drive alone.
Response. Consider opportunities to reduce your carbon footprint by using video or
teleconferences, using public transport and car pooling where appropriate. Where you must
travel, organise multiple meetings to reduce the frequency of trips.
Key documents and contacts
•

Environment Policy

•

(Commonwealth) Environment
Protection and Biodiversity
Conservation Act 1999

•

Assessment Act 1979

Environmental Planning and

•

Heritage Act 1977

•

National Parks and Wildlife Act 1974

•

Protection of the Environment
Operations Act 1997
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Workplace safety
The Occupational Health and Safety Act 2000 and the Occupational Health and Safety Regulation
2001 require the RTA to provide a safe work place for staff wherever they perform their
duties, and for visitors to RTA premises and work sites.
The Act and Regulation also impose obligations on all staff to take reasonable care of other
persons at the workplace, and to co-operate with the implementation of safe systems of work.
To ensure a safe workplace you are required to:
•

Follow all safety instructions and approved safe methods of work, including the wearing of
safety clothing and equipment provided to you.

•

Be familiar with and follow policies and procedures for the safety and security of RTA
staff, customers, premises, plant and equipment.

•

Report any unsafe work practices or situations with potential to harm or injure staff or
members of the public.

•

Take swift and appropriate action to the best of your ability and expertise, to protect and
ensure the safety of staff and the public in the event of an accident or incident.

•

Take reasonable care for the health and safety of people at an RTA workplace, who may
be affected by your conduct.

•

Ensure you are not impaired by drugs or alcohol while at work or while carrying out your
duties.

•

Participate, when required, in workplace health and safety consultation and training.

•

Assist in identifying risks at work and eliminating or controlling risks where requested to
do so.

•

Not damage or destroy any information, materials, plant or equipment that are designed
to ensure safety in the workplace.

The RTA also has reporting obligations under occupational health and safety legislation.
Where an accident has occurred at work or on RTA premises, the RTA must report the
incident to WorkCover NSW. As a consequence, you are required to:
•

Report any accidents or injuries at work to the EnSafe (OHS Incident) Helpdesk 1300 131
469 in accordance with approved procedures.

•

Direct any enquiries relating to incidents at work or on RTA premises to your supervisor
or manager.

Case Study: “Never let work compromise safety”
Issue. You work in a traffic control position. Recently you and your colleagues encountered
a number of near misses by on coming vehicles. You and your colleagues are concerned about
the safety of everyone at the work site.
Response. You immediately raise your concerns with your manager to instigate a review of
traffic control plans and relevant Safe Work Method Statements. You make sure near misses
are reported using the EnSafe Incident reporting system. Your team drafts up a safe work plan
and submits it to your manager for consideration. During the next team meeting
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opportunities are given to discuss concerns of potential dangers and a new safe work plan.
Key documents and contacts
•

Drug and Alcohol Policy

•

OHS Policy Statement

•

Occupational Health and Safety Act
2000

•

Occupational Health and Safety
Regulation 2001

•

EnSafe (OHS Incident) Helpdesk
1300 131 469

Road safety
The RTA has a primary responsibility within government for providing a safe, sustainable and
efficient road transport system.
When driving a vehicle or plant as part of your RTA duties, you must:
•

Drive RTA vehicles and operate RTA plant safely, in accordance with the law and the
RTA Safe Driving policy.

•

Ensure you take frequent breaks when undertaking long distance journeys.

•

Not drive RTA vehicles or operate RTA plant while impaired by drugs or alcohol,
including prescribed or patented medicines.

•

Where required, ensure that appropriate traffic control plans and other road safety
procedures and protocols are established and followed on RTA work sites.

You can also personally contribute to safety on our roads by:
•

Adopting low risk driving behaviours when driving in your own time, including driving
within speed limits, in accordance with the law, and free of drugs or alcohol.

Case Study: “Safety first”
Issue. You have booked an RTA vehicle to drive to a meeting at another RTA office. You are
not feeling too well having taken a strong pain killer. You are still feeling light headed and
nauseous before you are about to leave.
Response. You call the person you were meeting and reschedule for another day.
Key documents and contacts
•

•

Drug and Alcohol Policy

Safe Driving Policy

Breaches of policy
Breaches of the Code, or approved RTA policies and procedures may result in disciplinary
action being taken, up to and including dismissal.
This Code does not affect your rights as an employee under common law, relevant legislation,
and industrial awards and agreements.

For more information or to report a concern
Internally
•

Your manager or other senior
manager

•

Human Resources Advisor

•

Manager, Workplace Practices
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•

Human Resource Enquiry Service
(02 9218 6933)

General Manager, Human Resource
Strategy

•

Ethics Hotline (1800 043 642)

•

EnSafe Helpdesk (1300 131 469)

Chief Executive

•

Policies listed throughout the Code

•

Grievance Network Coordinator

•

General Manager, Governance

•
•
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Externally
•

Independent Commission Against
Corruption (1800 463 909)

•

The NSW Ombudsman (1800 451
524)

•

The NSW Auditor-General (02
9275 7100)

Evaluation
This policy and the associated procedures will be evaluated as appropriate, taking into account
changes to New South Wales and Commonwealth legislation, government policy, identification
of changing trends, and feedback provided to Human Resource Strategy Branch on the
effectiveness of the policy.

Quality Records
IE90/2316

Additional Information
Effective date: April 2008
Review date: No later than April 2011
Policy replaces: Code of Conduct and Ethics, version 4.0 issued in September 2003
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Policy Number: PN 063
(Human Resources Manual)

""

Roads and Maritime Services Corporate Policy

Transport

Roads & Maritime
NSW Services

GOVERNMENT

Code of Conduct and Ethics
Coverage

This Code of Conduct and Ethics covers all permanent, temporary, casual, skill-hire and
contract staff. The Code of Conduct and Ethics also applies to staff on secondment from
other NSW Government agencies.
The Statement of Business Ethics applies to tenderers, consultants and contractors.
Our values
As part of the transport cluster, our staff work together to uphold our values. These drive our
decision making, behaviour and how we work and interact with our customers, stakeholders,
partners and colleagues.

Collaboration

Solutions

We value each other and create better
outcomes by working together.

We deliver sustainable and innovative
solutions to NSW's transport needs.

Integrity

Safety

We take responsibility and
communicate openly.

We prioritise safety for our
people and our customers.

Staff Expectations
People who work for or with Roads and Maritime Services are entitled to expect a workplace
in which they will:
•

Be treated fairly, with respect and without discrimination.

•

Be provided with a safe work environment.

•

Work in a harmonious and productive environment.

•

Have their professional expertise respected by their co-workers.

•

Be provided with opportunities to learn and develop in their roles.

•

Receive open, inclusive and honest communication.

•

Be treated in a professional, helpful and courteous manner.
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Personal responsibilities
Roads and Maritime Services have a responsibility to provide you with access to policies and
procedures you are required to comply with.
As a member of staff you have a responsibility to familiarise yourself with these and to
cooperate in implementing them. You also have a responsibility to make enquiries on your
own behalf if you are unsure about what actions to take.
You must act in a way that promotes public trust and confidence in the integrity of Roads and
Maritime Services’ operations and administration. You need to be aware that the reputation
of Roads and Maritime Services can be affected by your actions at work and, in certain
circumstances, by your conduct outside the workplace.
You are required to:
•

Behave in a lawful manner.

•

Act within your delegated authority and in accordance with Roads and Maritime
Services policies and procedures, and any relevant legislative, industrial and
administrative requirements.

•

Conduct yourself in a professional and ethical manner at all times while at work or
when your actions can be associated with Roads and Maritime Services.

•

Ensure you present an image of professionalism Roads and Maritime Services
wishes to present to its customers and that what you wear to work is suitable for
your duties.

•

Not bring Roads and Maritime Services into disrepute by your actions or conduct.

•

Be prepared to take personal responsibility and be accountable for your own
conduct, actions or omissions.

•

Co-operate with and obey lawful requests, directions or instructions given to you in
the course of your employment by any person having the authority to do so.

•

Keep up to date with advances and changes in your area of expertise and in
Roads and Maritime Services.

•

Disclose to your manager or supervisor any charge or conviction, that may impact
on your capacity to carry out your duties (e.g. loss of driver licence).

•

Report behaviour that breaches Roads and Maritime Services policy.

Case Study: “Don’t blow it”
Issue. You are away on Roads and Maritime Services’ business. At the end of the day
you catch up with your friend and have a few drinks. You are sure you’re okay and
drive back to your motel; but you are stopped by the Police and charged for mid-range
Blood Alcohol Concentration (BAC). Because of other driving offences you know you
will possibly lose your licence. You realise this will affect your work because driving is
an essential part of your duties.
Response. The next day at work you take responsibility and decide it would be wrong
to hide that you’ve been charged. You tell your manager about the charge and the
possibility of losing your licence.
Key documents and contacts
• Appropriate Use of RMS
Systems and Resources
Procedure
• Delegations Manual

•
•
•

Drug and Alcohol Policy
Work Health and Safety Policy
Statement
Safe Driving Policy
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Manager and supervisor responsibilities
An essential function of all managers and supervisors is the fair and effective management of
their staff.
If you are a manager or supervisor you are expected to promote and demonstrate ethical
conduct, fairness and equity, and to lead by good example. You are required to:
•

Be accountable for your own actions or omissions.

•

Carry out activities in ways that are lawful, fair, ethical, reasonable and
professional.

•

Ensure your staff are held properly accountable for their conduct, performance and
use of Roads and Maritime Services’ resources and monitor compliance
effectively.

•

Be aware of acts or omissions that are sufficiently serious, repeated, or
widespread enough that you should have been aware of and corrected them.

•

Be fully informed about the matters you deal with.

•

Record and give reasons for your decisions and actions to those people who are
affected.

•

Ensure workplace systems, procedures and practices are promoted, developed,
complied with, and regularly reviewed in your area.

•

Ensure your staff are informed of their duties and responsibilities, and receive
adequate information, instruction and training to perform them effectively,
efficiently and safely.

•

Inform staff of the performance standards and results expected, provide your staff
with constructive feedback on their performance and deal with any concerns as
they arise.

•

Promote open, honest and two-way communication in the workplace.

•

Share information with your staff and encourage open communication and staff
participation in the business of the workplace through individual and team
consultation.

•

Make sure the workplace is free from all forms of harassment, discrimination and
bullying and resolve workplace disputes and grievances in a fair and timely
manner and in accordance with the relevant policy.

•

Ensure a safe workplace by undertaking appropriate risk assessments and
establish safe work methods.

•

Treat your staff courteously and fairly and consider different views.

•

Value your staff by treating them with respect, honesty and courtesy, respecting
their rights.

•

Promote and acknowledge excellence and innovation and deal fairly and
effectively with instances of under performance.

•

Ensure work practices consider the diversity of staff members and customers.

•

Ensure adequate supervision so all tasks are developed, performed and
completed safely and with regard to the safety of others.
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Case Study: “Take responsibility”
Issue. You notice one of your staff is not as punctual as usual and is having difficulties
focusing on their tasks. This is impacting on the morale and productivity of the team.
Rather than letting it go, you meet confidentially with the staff member who discloses a
serious family issue. The staff member believes it is a short-term issue.
Response. You offer support by way of Roads and Maritime Services’ Employee
Assistance Program, and ongoing opportunities for the staff member to discuss their
concerns with you.
Key documents and contacts
• Workplace Flexibility Policy
• Grievance Resolution Procedure
• Discrimination, Harassment and
Bullying Prevention Procedure
• Leave and Attendance Policy
• Flexible Working Hours
Procedure
• Managing Unsatisfactory
Performance and Conduct
Procedure

•
•
•
•
•
•

Roads and Maritime Services
Leadership Framework
Sick Leave Procedure
Anti Discrimination Act 1977
Work Health and Safety Act 2011
Public Interest Disclosures Act
1994
Employee Assistance Program
(1300 366 789)
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Working ethically
Working ethically is about ensuring we make decisions in accordance with Roads and
Maritime Services and public sector values.
Any information or advice you give or any decision you make should:
•

Always be consistent with relevant legislation, Roads and Maritime Services
policies and procedures.

•

Be justifiable reasonable, fair and equitable in the circumstances.

•

Consider the consequences of the decision on yourself, Roads and Maritime
Services staff, customers and clients.

•

Not raise a conflict of interest or lead to a personal gain to which you would not be
otherwise entitled.

•

Should not give rise to perceptions of unfair treatment towards Roads and
Maritime Services staff, customers and clients.

•

Be able to withstand external scrutiny.

Be aware that
You are making an ethical decision when you:
•

Take into account all the relevant facts.

•

Take reasonable steps to obtain the necessary information to make a decision.

•

Be reasonably satisfied that the information is factual and correct.

•

Consider the merits of the case, including the consequences of any proposed
action, and don’t take irrelevant matters into consideration.

•

Ensure you make decisions in a fair and impartial manner.

•

Keep full records of any decision you make.

Staff are required to follow principles of procedural fairness in decision making where those
decisions impact on the rights or entitlements of others. Where your personal views conflict
with the performance of your official duties - or you believe you cannot act impartially –
discuss ways to resolve this with your manager. When exercising discretionary power,
ensure the power is being used properly, impartially, equitably and consistently with relevant
policies, guidelines and delegations.
Decisions and actions should be made in a timely fashion, so that the persons affected by
the decision are not disadvantaged by undue delay.
Case Study: “Above board”
Issue. Your duties with Roads and Maritime Services mean that you do fieldwork for
days at a time. You are working on a project that is located near some of the best
surfing beaches you know. Your colleague, also a keen surfer, tries to convince you to
take longer, unrecorded breaks so you can have a decent surf.
Response. You remind your colleague that it’s important to accurately record your
working hours and that it would be better to go surfing at the end of the day when you
can both enjoy it more.
Key documents and contacts
• RMS Statement of Business
Ethics
• Ethics Hotline (1800 043 642)

•

General Manager Governance
Branch
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Responsibility to Roads and Maritime Services, the State Government
and people of NSW
The people of NSW elect the State Government to put into practice policies believed to be in
the best interests of the wider community.
As a member of this community you have a right to enter into public debate on political and
social issues. However, regardless of your political and social views, when performing your
duties as a NSW public sector employee and a member of staff of Roads and Maritime
Services, you are required to:
•

Implement the policies and decisions of the State Government in an impartial,
efficient and effective manner.

•

Provide impartial and accurate advice.

•

Put the interests of the public above your personal interests or the interests of
another individual or group.

•

Ensure that any participation in political activities does not conflict with your Roads
and Maritime Services duties.

•

Ensure there is no likelihood that your comment on public issues could be
interpreted as being official Roads and Maritime Services comment made in your
capacity as a staff member, unless you are authorised to make such public
comment.

•

Direct all media enquiries to the Manager, Media Unit and do not speak to the
media without prior and written authorisation.

•

Observe any requirements to resign or take leave if standing for election to State
or Federal Parliament.

Case Study: “No comment”
Issue. You are working on a sensitive, high profile project that has attracted media
attention. You walk outside to get some lunch and notice a group of people from the
media. They ask you if you have any information on the project and urge you to discuss
it.
Response. You decline to do so because you are not an authorised Roads and
Maritime Services representative. You advise the media to contact Roads and Maritime
Services’ Media Unit.
Case Study: “Business only”
Issue. You have a passion for politics and are an active member of a political party.
You are proud of your political activities and you have a number of badges and pins
supporting the party. Your employment with Roads and Maritime Services requires you
to wear a Roads and Maritime Services uniform.
Response. You always make sure that you don’t wear any of your party political
badges on your uniform to ensure your political affiliation is not mistaken as official
Roads and Maritime Services endorsement.
Key documents and contacts
• Political or Community
Advocacy and Public Comment
Procedure

•

Conflict of Interest Procedure
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Lobbyist Code of Conduct
Roads and Maritime Services will engage with professional lobbyists only if they are on the
Department of Premier and Cabinet Register of Lobbyists. Roads and Maritime Services staff
are not to permit lobbying by lobbyists not on the Register of Lobbyists. Only staff at General
Manager level or above may engage with Lobbyists.
Any Roads and Maritime Services staff meeting with Lobbyists will ensure another Roads
and Maritime Services representative is present at all times and must ensure that the
‘professional lobbyist discloses:
•

That they are a Lobbyist or employee, contractor or person otherwise engaged by
the Lobbyist who is currently listed on the Register of Lobbyist.

•

That they are making the contact on behalf of a third party.

•

The name of the third party, and

•

The nature of that third party’s issue.

“Contact” for the purposes of lobbying activities by a Lobbyist includes:
• Telephone contact.
•

Email contact.

•

Written mail contact, and

•

Face-to-face contact.

Roads and Maritime Services staff, or persons representing Roads and Maritime Services
such as contractors and consultants who are involved in professional lobbying and are
contracted or engaged to represent the interests of a third party to a Government
Representative, must comply with the NSW Government Lobbyist Code of Conduct.
Access to the Lobbyist Code of Conduct, the Register of Lobbyists and an e-Learning
module for Roads and Maritime Services staff and representatives involved in professional
lobbying are available on the website of the Department of Premier and Cabinet:
www.dpc.nsw.gov.au
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Corrupt conduct and unlawful conduct
As a NSW public sector employee, corrupt or unlawful conduct by you in the course of your
duties is not acceptable and will not be tolerated.
Corrupt conduct includes any dishonest or improper use of position or information which
provides – or may provide – a benefit to you, any other person, or organisation.
Corrupt conduct also includes any action by a member of the public to influence you to act
corruptly when carrying out your duties. Certain types of corrupt conduct and unlawful
conduct may amount to a breach of NSW or Commonwealth law and may be referred to the
police for investigation.
Corrupt conduct or unlawful conduct in the course of employment may include, but is not
limited to:
•

Theft and misappropriation of Roads and Maritime Services material or financial
resources.

•

Offering or accepting bribes, commissions or secret payments.

•

Accepting a gift or benefit that is intended to, or is likely to cause you to act in a
biased manner.

•

Fraudulent or criminal conduct.

•

Forgery and making false or fraudulent claims.

•

Misuse or unauthorised disclosure of information or material owned, held or
maintained by Roads and Maritime Services.

•

Wilful or negligent damage to Roads and Maritime Services or third party
resources.

•

Discriminatory behaviour.

•

Assault or other forms of unlawful violence against a person.

•

Possession or distribution of illegal drugs.

•

Possession or distribution of illegal pornography.

Case Study: “Letter of the law”
Issue. Your friend runs a garden business and tells you he has noticed sand and
gravel at a Roads and Maritime Services stockpile near town. Your friend tries to
convince you that a big organisation like Roads and Maritime Services would not notice
some missing sand and gravel, and asks you to deliver a truck load to his business
address.
Response. You tell him you won’t because the sand and gravel belong to the public of
NSW and to use a Roads and Maritime Services truck to deliver the goods would also
be a misuse of Roads and Maritime Services resources. You advise your supervisor of
the situation.
Case Study: “Work not play”
Issue. Your sister is setting up a new business and asks you to design and print 1000
flyers for her, assuming you will do this at work. You have estimated that designing the
flyer will take approximately six hours. You realise that spending this amount of time on
non-work related tasks will stop you from carrying out your duties for Roads and
Maritime Services. You also know that printing 1000 flyers is an inappropriate use of
Roads and Maritime Services resources.
Response. You tell your sister that you cannot use work time or Roads and Maritime
Services resources for this, but you’re more than happy to help her in your own time
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away from work.
Key documents and contacts
• Bribes, Gifts and Other Benefits
Procedure
• Appropriate use of RMS
Systems and Resources
Procedure
• Public Interest Disclosures –
Internal Reporting Policy and
Procedure

•
•
•
•

Probity plan template
Security Classification and
Protection for Records and
Information Policy
Independent Commission Against
Corruption Act 1988
Ethics Hotline (1800 043 642)

9 of 23
Policy Name: Code of Conduct and Ethics
Version: 1.1
Last updated: 17 September 2012

Vol 1.2

Effective date: 1 November 2011
Approved by: General Manager Human Resource Strategy
UNCONTROLLED WHEN PRINTED

33

E18-0736-AS-02-055-PR0001

Protected disclosures
If you report suspected corrupt conduct, maladministration or serious and substantial waste
of public monies in accordance with the reporting system set out below, it will be deemed a
protected disclosure under the Protected Disclosures Act 1994.
To have the report treated as a protected disclosure, you are required to report suspected
wrong doing to one of the following Disclosure Officers:
•

Your general manager or director.

•

The General Manager, Governance or a Roads and Maritime Services
investigator.

•

The Chief Executive.

Any manager who receives a report of suspected corrupt conduct must treat the report
seriously and advise and encourage the staff member to inform one of the disclosure officers
listed above. The report must be treated impartially and kept confidential.
You can also report wrong doing to specific external agencies such as:
•

Independent Commission Against Corruption (ICAC) – for corrupt conduct.

•

The NSW Ombudsman – for maladministration.

•

The Auditor-General – for substantial and serious waste of public monies.

Roads and Maritime Services will support you if you:
•

Report any suspected wrong doing in accordance with Roads and Maritime
Services’ procedure for making a protected disclosure.

•

Deal properly and quickly with reports you receive of suspected wrong doing.

The Protected Disclosures Act 1994 affords protection against victimisation or discrimination
to people who report suspected corrupt conduct to one of the persons or agencies specified
above.
Roads and Maritime Services may take disciplinary action against:
•

Any staff member found to have taken detrimental action against a person making
a report of suspected corrupt conduct.

•

Any staff member who makes reports proven to be vexatious, malicious, or lacking
in foundation.

Case Study: “Honesty is the best policy”
Issue. You are responsible for creating all accounts payable cover sheets in your
section. You come across a completed cover sheet for a supplier unknown to you. You
seek clarification with the Accounts Payable section and are advised the supplier has
been paid on many occasions over the past year. You have not seen the authorisation
signature before and suspect corrupt conduct. You discuss your concerns with your
manager who tells you they do not know who the supplier is or who approved the
payment.
Response. You contact a Disclosure Officer to discuss your concerns as you are
unaware of who the supplier is and who approved the payment.
Key documents and contacts
• Bribes, Gifts and Other Benefits
Procedure
• Public Interest Disclosures –

•

Internal Reporting Policy and
Procedure
Ethics Hotline (1800 043 642)
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Conflict of interest
A conflict of interest exists when it is likely that you could be influenced, or may appear to be
influenced, by a personal interest (financial or otherwise) in carrying out your Roads and
Maritime Services duties.
Conflicts of interest that lead to partial or biased decisions may constitute corrupt conduct.
Some circumstances that may give rise to a conflict of interest include:
• Where you, a family member, relative, friend or associate has a financial interest in
a matter you deal with or have the power to influence.
•

Secondary employment or activities that conflict with your duties, or the efficient
and safe work of the Roads and Maritime Services.

•

Personal political activities that conflict with your responsibility to undertake your
duties in an impartial way.

•

Making adverse public comments that relate to Roads and Maritime Services work
or affect your capacity to undertake your duties effectively.

•

Misusing your position or business information you have access to, to secure
future employment advantages outside Roads and Maritime Services or to benefit
any other person or organisation.

You may often be the only person aware of the potential for conflict. To ensure that your
honesty and integrity is not questioned, it is your responsibility to:
• Recognise and disclose any actual or potential conflict of interest to your
immediate manager or other senior manager.
•

Take appropriate steps to resolve the conflict of interest in accordance with policy
and prior to engaging in the affected work.

•

Not misuse your position or make decisions that may, or may appear to obtain a
benefit of any kind for yourself, family members, relatives, close friends or
associates.

•

Ensure that your work is not influenced by plans for, or offers of, employment
outside Roads and Maritime Services.

•

Seek approval in accordance with relevant policy prior to embarking on any
proposed private employment while giving employment with Roads and Maritime
Services primary consideration.

When you are uncertain whether a conflict exists, you should discuss this with your manager.
Case Study: “Better to be safe than sorry”
Issue. You are on a panel to select a new cleaning company for the regional office. A
close friend recently set up a cleaning business and told you the contract would really
help establish the business. He has submitted a tender for the contract.
Response. You speak with your manager and disclose the relationship with your
friend. You both agree it’s best if you withdraw from the selection panel.
Key documents and contacts
• Political or Community
Advocacy and Public Comment
Procedure

•
•

Conflict of Interest Procedure
Secondary Employment Procedure
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Respect for people
Roads and Maritime Services is committed to creating an environment where we can all
enjoy rewarding and fulfilling professional working relationships and where differences are
respected.
Administrative decisions are to be based on sound management principles and on respect
for people. As a member of staff you are required to:
•

Treat other staff, customers or members of the public fairly, with courtesy, respect
and not give any preferential treatment.

•

Respect the professional expertise of other staff

•

Ensure you do not discriminate against, harass, intimidate, bully or threaten staff,
customers or members of the public.

•

Ensure you do not victimise staff, customers, or members of the public for any
reason. Not use the internet or email to access, create, store or distribute offensive
documents or images including material that may be discriminatory, harassing,
offensive, graphic or pornographic. Any inappropriate email inadvertently opened
by you should be deleted and/or reported immediately.

•

Commit to resolving personal or work-related disputes or differences in a
constructive, co-operative and timely manner.

•

Be sensitive to and respect the culture of the Aboriginal community of Australia
and the diverse ethnic and cultural background of staff, customers and members of
the public.

Harassment or discrimination on the grounds of sex, marital status, pregnancy, age, race,
social origin, carers’ responsibility, religion, disability or illness, political opinion, industrial
activity and irrelevant criminal record, transgender status (actual or presumed), or sexual
preference (actual or presumed) may be an offence under the Anti-Discrimination Act 1977.
In addition, staff must not harass or discriminate against others on the grounds of political or
religious conviction or membership of a union.
Report instances of discrimination, intimidation, victimisation, harassment or workplace
bullying that come to your attention to your manager or other senior manager. All such
reports must also be referred to the General Manager, Human Resource Strategy.
Case Study: “Respect for others”
Issue. You find it hard to get along with a particular colleague at work. Sometimes you
are even tempted to avoid talking to your colleague about work-related issues.
Response. You know it is important to be professional in the workplace and you put
aside your differences to effectively resolve work-related issues. However, if your
differences escalate, try and resolve it yourselves. If this fails, then consult your
manager.
Key documents and contacts
• Appropriate use of RMS
Systems and Resources
Procedure
• Grievance Resolution Procedure
• Discrimination, Harassment and
Bullying Prevention Procedure
• Anti-discrimination legislation

•
•
•

General Manager Human
Resource Strategy
Grievance Network Co-ordinator
Human Resource Advisor
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Customer service
The people of NSW and other Roads and Maritime Services staff have a legitimate
expectation that the service they receive from Roads and Maritime Services staff is of the
highest standard that can be achieved with the available resources. Where appropriate,
members of the public who deal with Roads and Maritime Services should be informed of
their right to appeal any decision by Roads and Maritime Services and how that appeal may
be made.
In order to achieve a high level of customer service, Roads and Maritime Services and you
as a staff member are required to:
• Ensure our customers are provided with accurate information and timely service
delivery.
•

Deal with customers and their enquiries sensitively, consistently, promptly, fairly,
with respect and courtesy.

•

Provide our customers with information that is clear, appropriate to their enquiry,
up to date and without undue delay.

•

Provide our customers with appropriate assistance in undertaking follow-up action
and keep them informed if there is a delay.

•

Deliver services in the most efficient and timely way.

•

Strive to improve standards of service.

•

Listen to and understand what the customer wants and allow them an opportunity
to express their opinion.

•

If you cannot provide the service requested, explain why.

•

Raise any anomalies with your management and consider alternative outcomes.

•

Ensure that correspondence with Roads and Maritime Services customers and
clients is written in plain language, using simple terms and in easily
understandable formats.

•

Where required, ensure that appropriate interpreting or translating services are
used.

Case Study: “Keeping cool under fire”
Issue. It is a particularly busy day and the customer you are serving has been rude and
difficult to deal with. You know it is very important to continue to act professionally and
provide a high level of service. Despite your best endeavours, your customer continues
to be abusive.
Response. You maintain a professional approach while dealing with the customer;
however you think the situation might be getting out of control and decide to ask your
manager for assistance.
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Working efficiently
Roads and Maritime Services is entrusted with managing substantial public financial and
material resources by the State Government for the benefit of the people of NSW.
While you are carrying out your duties you are required to:
•

Ensure that your work is performed in an efficient, economical and effective
manner, and to a standard acceptable to Roads and Maritime Services.

•

Be conscientious in carrying out your duties and make the most productive use of
your time while on duty.

•

Be productive, work proactively and demonstrate initiative as appropriate.

•

Work diligently with respect for timeframes and associated commitments.

•

Work co-operatively and effectively within a team environment.

•

Look for ways to improve the way work is performed and services are delivered.

•

Ensure value for money is provided in all Roads and Maritime Services activities
including services provided by, or purchased from, other public and private sector
organisations.

•

Avoid waste in the use of Roads and Maritime Services financial, material and
human resources.

•

Be economical and efficient in the use of Roads and Maritime Services resources
and use them for official purposes only, unless personal use is approved within
policy guidelines.

Case Study: “Timely reminder”
Issue. You notice that one of the staff you supervise has been arriving to work late.
The staff member also takes several long breaks during the day and seems to be
having long private phone calls.
Response. You take the staff member aside for a confidential and informal discussion
about the need to focus on their work. Once you are satisfied there are no personal or
health factors affecting the staff member’s behaviour, you advise that a more formal
approach may need to be taken if performance does not improve.
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Official and personal information
All staff members are required to make full and accurate records of activities undertaken in
the course of their work. You must take care to maintain the integrity and security of all
Roads and Maritime Services records and information, particularly personal information
concerning staff and members of the public held by Roads and Maritime Services. You may
only release authorised information once you are satisfied the request is legitimate.
As a general rule, you may only disclose Roads and Maritime Services’ information or
records that are deemed to be in the public domain. You may only disclose other Roads and
Maritime Services’ information or records:
• Where your duties require you to do so.
•

When proper authority has been given.

•

When required or authorised to do so by law.

•

When called to give evidence in court.

In respect of personal information, you are required to only:
• Collect personal information for a lawful and authorised purpose, and where it is
required as part of the exercise of your duties, with the express knowledge of the
individual to whom the records relate.
•

Use personal information for the purpose for which it is collected or held, unless
authorised to do otherwise.

•

Access, disclose or allow others to access personal information with the proper
authority.

•

Amend personal information held by Roads and Maritime Services with the proper
authorisation.

If there is any reason to believe that another staff member is using Roads and Maritime
Services information improperly, this should be raised with a manager or reported in
accordance with the Public Interest Disclosures – Internal Reporting Policy and Procedure
Misuse of official information is specifically included in the definition of corrupt conduct in the
Independent Commission Against Corruption Act 1988. The corrupt use or disclosure of
personal information that a Roads and Maritime Services staff member has access to in the
exercise of their duties, is an offence under the Privacy and Personal Information Protection
Act 1998 and penalties can be invoked under the Crimes Act 1900.
Case Study: “Protecting privacy”
Issue. You use Roads and Maritime Services’ Driver & Vehicle System (DRIVES)
database for work purposes. Your sister calls you at work to tell you she is going to buy
a new car. She asks you to check who the previous owners of the car were and gives
you the registration details.
Response. You tell her you cannot look at that information on DRIVES because it
would be an unauthorised access. You tell her that the information on DRIVES is
confidential and can only be accessed for work-related purposes.
Key documents and contacts
• Employee Personal Records
Policy
• Personal Records Policy
• Protection of Personal
Information Policy
• Records Management Program

•
•
•

Policy
Rules for DRIVES Access
Security Classification and
Protection for Records and
Information Policy
Public Interest Disclosures –
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•

•

Internal Reporting Policy and
Procedure
Crimes Act 1900

•
•
•

Independent Commission Against
Corruption Act 1988
Public Interest Disclosures Act
1994
Privacy and Personal Information
Protection Act 1998
State Records Act 1998
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Environmental awareness
Environmental sustainability in design, planning and construction are core values of Roads
and Maritime Services that underlie the development and maintenance of the NSW road
transport system.
Roads and Maritime Services staff have a responsibility to protect the environment and
heritage, and achieve environmental outcomes which can be sustained. Roads and Maritime
Services staff should be aware of the impact of work on the environment and make every
effort to avoid and reduce impacts, energy use and minimise waste.
As a member of staff, you are required to:
•

Comply with environmental legislation and regulations and work in accordance
with all Roads and Maritime Services environmental guidelines, standards, and
management procedures applicable to your area of work.

•

Work carefully at all times to protect the environment in a manner consistent with
Roads and Maritime Services’ legal environmental obligations.

•

Report any environmental impacts, hazards or potential environmental
management issues of which you become aware to the responsible officer,
including poorly installed or poorly operating equipment encountered in your
working day.

•

Cooperate in the management of environmental matters, including responding to
the reasonable directions of external environmental regulators.

•

Participate in relevant environmental management consultation and training and
use effective environmental management measures in your work.

•

Use environmentally friendly products wherever possible and avoid waste of
Roads and Maritime Services resources.

•

Be sensitive and responsive to environmental issues raised by the public,
interested or affected parties; and where appropriate, involve the community in
planning and implementation decisions.

Where appropriate, demonstrate leadership and commitment in assessing and effectively
managing environmental risks.
Case Study: “Go green”
Issue. You regularly attend meetings away from your office where you fly or drive
alone.
Response. Consider opportunities to reduce your carbon footprint by using video or
teleconferences, using public transport and car pooling where appropriate. Where you
must travel, organise multiple meetings to reduce the frequency of trips.
Key documents and contacts
• Environment Policy
• (Commonwealth) Environment
Protection and Biodiversity
Conservation Act 1999
• Environmental Planning and
Assessment Act 1979

•
•
•

Heritage Act 1977
National Parks and Wildlife Act
1974
Protection of the Environment
Operations Act 1997
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Workplace safety
The Work Health and Safety Act 2011 and the Work Health and Safety Regulation 2011
require Roads and Maritime Services to provide a safe work place for staff wherever they
perform their duties, and for visitors to Roads and Maritime Services premises and work
sites.
The Act and Regulation also impose obligations on all staff to take reasonable care of other
persons at the workplace, and to co-operate with the implementation of safe systems of
work. To ensure a safe workplace you are required to:
•

Follow all safety instructions and approved safe methods of work, including the
wearing of safety clothing and equipment provided to you.

•

Be familiar with and follow policies and procedures for the safety and security of
Roads and Maritime Services staff, customers, premises, plant and equipment.

•

Report any unsafe work practices or situations with potential to harm or injure staff
or members of the public.

•

Take swift and appropriate action to the best of your ability and expertise, to
protect and ensure the safety of staff and the public in the event of an accident or
incident.

•

Take reasonable care for the health and safety of people at a Roads and Maritime
Services workplace, who may be affected by your conduct.

•

Ensure you are not impaired by drugs or alcohol while at work or while carrying out
your duties.

•

Participate, when required, in workplace health and safety consultation and
training.

•

Assist in identifying risks at work and eliminating or controlling risks where
requested to do so.

•

Not damage or destroy any information, materials, plant or equipment that are
designed to ensure safety in the workplace.

Roads and Maritime Services also has reporting obligations under work health and safety
legislation. Where an accident has occurred at work or on Roads and Maritime Services
premises, Roads and Maritime Services must report the incident to WorkCover NSW. As a
consequence, you are required to:
•

Report any accidents or injuries at work to the EnSafe (OHS Incident) Helpdesk
1300 131 469 in accordance with approved procedures.

•

Direct any enquiries relating to incidents at work or on Roads and Maritime
Services premises to your supervisor or manager.

Case Study: “Never let work compromise safety”
Issue. You work in a traffic control position. Recently you and your colleagues
encountered a number of near misses by on coming vehicles. You and your colleagues
are concerned about the safety of everyone at the work site.
Response. You immediately raise your concerns with your manager to instigate a
review of traffic control plans and relevant Safe Work Method Statements. You make
sure near misses are reported using the EnSafe Incident reporting system. Your team
drafts up a safe work plan and submits it to your manager for consideration. During the
next team meeting opportunities are given to discuss concerns of potential dangers
and a new safe work plan.
Key documents and contacts
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•
•
•

•

Drug and Alcohol Policy
OHS Policy Statement
Work Health and Safety Act
2011

•

Work Health and Safety Regulation
2011
EnSafe (OHS Incident) Helpdesk
1300 131 469
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Road and water safety
Roads and Maritime Services has a primary responsibility within government for providing a
safe, sustainable and efficient road transport system and for the safety of navigation on the
State’s waterways.
When driving a vehicle or plant or operating a vessel or plant as part of your Roads and
Maritime Services duties (including working as the team leader/master or crew), you must:
•

Drive Roads and Maritime Services vehicles and operate Roads and Maritime
Services vessels and plant safely, in accordance with the law and applicable
Roads and Maritime Services policies and procedures including and Safe Work
Method Statements.

•

Ensure you take frequent breaks when undertaking long distance journeys.

•

Not drive Roads and Maritime Services vehicles, vessels or operate Roads and
Maritime Services plant while impaired by drugs or alcohol, including prescribed or
patented medicines.

•

Where required, ensure that appropriate traffic control plans and other road and
water safety procedures and protocols are established and followed on Roads and
Maritime Services work sites.

You can also personally contribute to safety on our roads and waterways by:
•

Adopting low risk driving behaviours when driving in your own time, including
driving within speed limits, in accordance with the law, and free of drugs or alcohol.

Case Study: “Safety first”
Issue. You have booked a Roads and Maritime Services vehicle to drive to a meeting
at another Roads and Maritime Services office. You are not feeling too well having
taken a strong pain killer. You are still feeling light headed and nauseous before you
are about to leave.
Response. You call the person you were meeting and reschedule for another day.
Key documents and contacts
• Drug and Alcohol Policy
• Safe Work Method Statement Coastal Operations Procedures
• Environmental Services – Work
Systems Manual

•
•

Incidents involving NSW Maritime
Vessels
Safe Driving Policy
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Breaches of policy
Breaches of the Code, or approved Roads and Maritime Services policies and procedures
may result in disciplinary action being taken, up to and including dismissal.
Victimisation of staff who may be involved in investigations of harassment, misconduct or
corrupt conduct will not be tolerated and may result in disciplinary action.
This Code does not affect your rights as an employee under common law, relevant
legislation, and industrial awards and agreements.
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For more information or to report a concern
Internally
• Your manager or other senior
manager
• Human Resources Advisor
• Manager, Workplace Practices
• Grievance Network Coordinator
• General Manager, Governance

Externally
• Independent Commission
Against Corruption (1800 463
909)
• The NSW Ombudsman (1800
451 524)

•
•
•
•
•
•

•

General Manager, Human
Resource Strategy
Chief Executive
Human Resource Enquiry Service
(1300 346 347)
Ethics Hotline (1800 043 642)
EnSafe Helpdesk (1300 131 469)
Policies listed throughout the Code

The NSW Auditor-General (02
9275 7100)
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Evaluation
This policy and the associated procedures will be evaluated as appropriate, taking into
account changes to New South Wales and Commonwealth legislation, government policy,
identification of changing trends, and feedback provided to Human Resource Strategy
Branch on the effectiveness of the policy.

Quality Records
IE90/2316

Additional Information
Effective date: 1 November 2011
Review date: No later than November 2014
Policy replaces: N/A
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Message from our leaders
Across Transport we are united by a simple, common purpose; to deliver better transport
outcomes for the people of NSW.
Our Code of Conduct has been developed to ensure that we also have unified and consistent
standards of behaviour expected of everyone who works in Transport.
It applies to staff working in all of our agencies, in all roles and at all levels of our organisations.
We are all responsible for meeting the expectations outlined in the Code.
This document provides us with an ethical framework to guide our actions and decisions. It also
provides consistency in determining what is and what isn’t acceptable behaviour, while helping
us to build a safer, more supportive and productive place to work.
For more specific detail or direction on the principles outlined in the Code, you should always
refer to the related policies and procedures in your agency.
Maintaining our customers’ confidence and trust in our ability to deliver efficient and effective
transport services is vital, and ensuring our people act with integrity when working with
stakeholders and with each other is so important.
We are passionate about working together to build a strong, values-based culture we can all be
proud of, so we ask you to join us in committing to the Code.

Dave Stewart
Secretary
Transport for NSW

Howard Collins

Rob Mason

Chief Executive
Sydney Trains

Chief Executive
NSW Trains

Peter Duncan

Dennis Cliche

Chief Executive
Roads and Maritime

Chief Executive
WestConnex Delivery Authority

Peter Rowley
Chief Executive
State Transit
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1. Introduction
The Transport Code of Conduct outlines the
standards of behaviour expected of staff in
the transport agencies listed below:
• Transport for NSW (TfNSW);
• Department of Transport;
• Roads and Maritime Services (RMS);
• Sydney Trains;
• NSW Trains;
• State Transit; and
• WestConnex Delivery Authority.
The Code of Conduct will help us build a
values-based organisation that ensures insofar
as reasonably practicable that our vision
promotes and maintains public confidence
and trust in our work.

It provides a framework for appropriate
behaviour during our interactions with
customers, stakeholders and each other, and
outlines the standards required to guide our
decisions, actions and ethical behaviour in the
performance of our duties.
To meet these expectations we are
all responsible for understanding the
requirements of the Code of Conduct which
must be read in conjunction with Transport
and agency policies, procedures and industrial
instruments. We are all accountable for our
actions and behaviours, including any failure
to take action. You must seek guidance
from your manager if you require further
clarification, or if you find yourself in a position
where you are unsure how to act.

Who does this
Code cover?
The Code of Conduct covers all
permanent, temporary and casual staff.
The term ‘staff’ is used in this Code of
Conduct to cover these groups.
The term ‘manager’ applies to staff
members who have delegated authority
to supervise others and provide
management direction.
The Statement of Business Ethics
provides guidance to our commercial
partners on the behaviours expected of
them when doing business with us. Our
commercial partners are responsible for
ensuring that labour hire, professional
services contractors and consultants
are educated about the contents of this
Code of Conduct and their obligation to
comply with it.

3
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2. Transport responsibilities
Transport agencies conduct their business with
efficiency, fairness, impartiality and integrity.
Transport responsibilities include but are not
limited to:
• facilitating adequate understanding
of this Code of Conduct by providing
appropriate training and avenues to seek
clarification as required;
• providing you with access to current
policies and procedures that you are
required to comply with. This includes
appropriate notification of any changes
to these policies and procedures which
may impact on you;

• providing you with avenues to raise
concerns in relation to breaches of this
Code of Conduct which will be managed
in accordance with procedural fairness
and provide you with protection against
victimisation.
• ensuring the general conduct and
management of functions and activities
of the agencies are in accordance with
our values and this Code of Conduct; and
• facilitating the implementation of
policies and programs to create a safe
work environment free from bullying,
harassment and discrimination.

4
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3. Staff responsibilities
You are responsible for familiarising yourself
with agency policies and procedures, and
complying with them. You are also responsible
for making enquiries if you are unsure about
what actions to take.
You need to be aware that the reputation
of the transport agencies can be affected
by your actions at work and, in certain
circumstances, by your conduct outside the
workplace.
You must:
• treat our customers and colleagues fairly,
consistently and with respect;
• behave in a lawful, professional and
reasonable manner and always act in the
best interest of Transport;
• comply with agency policies and
procedures, as well as relevant legislative
and industrial requirements that apply
to you;
• understand the duties, responsibilities
and accountabilities of your role,
and perform these safely, honestly,
courteously and fairly;
• make impartial decisions that
demonstrate your agency’s values and
promotes confidence in the integrity of
public administration;
• comply with reasonable lawful requests,
directions and instructions given in the
course of your duties by any person with
authority to do so;

• maintain the integrity, confidentiality and
security of corporate information;
• report unethical, dishonest and/or
corrupt conduct;
• not discriminate, harass, bully or engage
in inappropriate workplace conduct;
• not gamble, including online gambling, in
the workplace and, in vehicles or vessels
using official devices, during paid work
time (excluding established practices
such as Melbourne Cup sweeps, selfadministered football tipping and lottery
syndicates); and
• present yourself in a professional manner,
including wearing the designated uniform
for your agency and required safety gear
appropriate to operations.
Nothing in this Code of Conduct affects
your rights to participate in lawful industrial
activities.

You need to be aware
that the reputation of
the transport agencies
can be affected by your
actions at work and, in
certain circumstances, by
your conduct outside the
workplace.
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4. Manager responsibilities
Managers are responsible for the fair and
effective management of their staff. As a
manager, you have additional responsibilities
to promote and demonstrate ethical
conduct, fairness and equality, and lead by
good example.
Managers must also:
• set an example to staff by demonstrating
agency values in everything they do and
being accountable for their actions or
omissions;
• communicate acceptable standards of
behaviour to staff, and take preventative
or corrective action where unacceptable
behaviours or practices are identified;

• raise awareness with staff regarding
agency policies and procedures;
• proactively identify situations that may
lead to corrupt conduct, and ensure
these are managed in accordance with
relevant policies and procedures;
• inform staff members of their
duties, responsibilities and expected
performance standards with adequate
information, guidance and feedback so
they can undertake them effectively,
efficiently and safely; and
• facilitate a positive workplace
environment through open, honest, twoway constructive communication.

• promote a workplace that is free from
discrimination, bullying, harassment and
inappropriate conduct;
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5. Ethical decision making
We must ensure that our decisions:
• are made lawfully, ethically and
impartially;
• promote agency values;
• align with overall organisational
objectives; and
• are in the public interest.
You must consider the implications of your
conduct, decisions and actions for yourself,
customers, colleagues and Transport. Any
information or advice you give or any
decisions you make must not lead to personal
gain ahead of public interest.
If you have delegation to make decisions
on behalf of Transport, the decisions must
be able to withstand external scrutiny. This
includes holding and maintaining adequate
records of decisions and actions, including the
reasons for those decisions.

Any information or advice
you give or any decisions
you make must not lead
to personal gain ahead of
public interest.
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6. Conflicts of interest
An actual, potential or perceived conflict of
interest exists when you could be influenced
by a personal interest in the course of your
official duties. Conflicts of interest that affect
impartial decision making may constitute
corrupt conduct.
A conflict or potential conflict could arise
through a range of personal interests
or connections including family, friends
and associates, or as a result of financial,
employment and/or community or political
interests or activities. While these associations
would not normally be required to be
declared, you may be the only person aware
of any actual, potential or perceived conflict
and are, therefore, responsible for identifying,
disclosing or managing such conflicts in a
transparent manner.
When considering whether or not there is
a conflict, it is important to consider your
role, the nature of your work and how others
would view the situation.
Where a conflict of interest may compromise
your ability to perform your role in an
impartial manner, the matter must be declared
in accordance with the Transport Conflicts of
Interest Policy – Personal Interests, Secondary
Employment; Gifts and Benefits and agency
procedures. You must also:
• identify methods for managing the
conflicts with your manager;
• disclose the conflict and arrange for it to
be registered on your agency’s Conflicts
of Interest Register; and

Special arrangements apply to staff members
who are contesting state or federal elections.
Specific areas of potential conflict of interest
are detailed in the following sections of this
Code of Conduct:
• gifts and benefits; and
• secondary employment.
You must not misuse your position or business
information to which you have access to
secure future employment advantages within
and outside your agency, or to benefit any
other person or organisation, including
former staff.
You must be extremely careful when dealing
with former staff, and make sure you do not
give them favourable treatment or access
to corporate information. You must report
any attempt by a former staff member to
influence you. Failure to disclose a conflict
of interest may lead to disciplinary action
and may also constitute corrupt conduct
as defined in the Independent Commission
Against Corruption Act 1988 (NSW).

When considering whether
or not there is a conflict, it is
important to consider your
role, the nature of your work
and how others would view
the situation.

• monitor the conflict and comply with the
methods implemented to manage it.
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7. Gifts and benefits
Gifts or benefits that pass between colleagues
or come from external organisations may
be perceived as being used to create
favourable impressions and gain preferential
treatment. You must not ask for gifts, benefits
or hospitality for yourself or anyone else
in connection with your employment at a
transport agency.
The acceptance of certain gifts and benefits
has the potential to compromise current and
future impartial decision making. Refer to
the Transport Conflicts of Interest Policy –
Personal Interests, Secondary Employment
and Gifts and Benefits, and relevant agency
procedures for specific information on
accepting gifts and benefits.

The acceptance of certain
gifts and benefits has the
potential to compromise
current and future impartial
decision making.
Significant personal loans (regardless of
whether interest is applied or not) exchanged
between staff and/or potential or actual
providers of services to a transport agency
may be considered a gift or benefit, and may
result in an actual, potential or perceived
conflict of interest.
Certain gifts, benefits and hospitality must be
refused. In particular, you must refuse gifts,
benefits and hospitality that:
• are of cash value, including gift vouchers,
shares and other monetary equivalents;
• might influence or be seen to influence
or are given with the aim of influencing
you at work;

or which could be perceived to be
connected with your official duties by a
reasonable observer;
• might influence or have the potential to
influence recruitment or procurement
decisions;
• are inappropriate because of a staff
member’s position, role or activities;
• extend beyond reasonable courtesy
(hospitality); and/or
• are bonuses for agency purchases that
will benefit the receiver personally.
If you are offered two or more gifts of
appreciation or gratitude within a 12-month
period, regardless of the value of the gifts
or whether or not they were provided from
the one company or individual source,
and regardless of whether any have been
accepted or declined, they will be regarded as
a cumulative gift that will need to be declared
in writing.
If you are directly involved in procurement (for
example, as a member of a procurement team
or Tender Evaluation Panel, or engaged in
low-end purchasing), you are prohibited from
accepting any gift or benefit from a supplier
or potential supplier of goods or services to
any transport agency or yourself.
You must report attempts of bribery, and
the offer and acceptance of certain gifts and
benefits in accordance with the Transport
Conflicts of Interest Policy – Personal Interests,
Secondary Employment, Gifts and Benefits.
You are also responsible for ensuring relevant
gifts and benefits, including those that are
declined, are declared in accordance with your
agency procedures so they can be recorded
on the agency’s Gifts and Benefits Register.

• are for family members that arise in
connection with your official duties,
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8. Secondary employment
When considering secondary employment,
you must assess whether it may adversely
affect the performance of your transport
agency duties and responsibilities, or give rise
to a conflict of interest. This applies regardless
of whether you are working full time, part time
or on a temporary basis. Staff involvement in
unpaid Union activities or Union activities for
which an honorarium is paid is not considered
secondary employment.
You must obtain written approval from
a delegated officer within your agency
before engaging in any form of secondary
employment outside of your transport role.
This applies to new staff members who, upon
joining a transport agency, have outside
employment they wish to continue.
If approval is obtained, you must ensure that:
• the secondary employment is performed
wholly on your own time;
• you present for work fit for duty and your
secondary employment must not result
in a breach of any relevant regulatory,
agency or safe working requirements
with regard to work times and rest
periods;
• there is no actual or perceived conflict
of interest between your duties with the
transport agency and your secondary
employment;

• there is no adverse impact on the
performance of duties with your agency;
• the secondary employment does not
involve the use of Transport agencies
intellectual property, confidential
information or resources. This excludes
emergency services work;
• transport equipment is not used in your
work for another employer or for your
own business. This does not include
reasonable use of equipment for Union
delegates for appropriate industrial
activity;
• your transport agency contact details
(such as telephone number and email
address) are not provided as a contact
point for private business or practice; and
• you promptly notify your manager if
there is a change or proposed change
in the circumstances of approved
secondary employment.

You must obtain written
approval from a delegated
officer within your agency
before engaging in
any form of secondary
employment outside of
your transport role.
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9. Workplace health and safety
We prioritise safety, and are committed to
providing a safe workplace and safe culture
for our staff, customers, suppliers and visitors
in accordance with the Work Health and
Safety Act 2011 (NSW), Rail Safety (Adoption
of National Law) Act 2012 (NSW), Rail Safety
National Law (NSW), Passenger Transport Act
1990 (NSW) and the Marine Safety Act 1998
(NSW). You must be familiar with and, as far
as reasonably able, adhere to your agency’s
safety policies, procedures and guidelines
which provide additional information on your
obligations under relevant legislation.
You should consider safety in everything you
do. We all play a part in making sure that,
as far as reasonably practicable, our work
environment is safe and free from hazards. This
includes ensuring our customers experience
safe, clean and reliable passenger services,
working safely and preventing circumstances
that may endanger our colleagues.

Without limiting the application of relevant
health and safety legislation, your agency
must ensure, so far as is reasonably
practicable, your health and safety and that
the health and safety of other persons is not
put at risk from the agency’s work.
As a staff member, you are required to:
• take reasonable care of your own health
and safety;
• take reasonable care that your acts or
omissions do not adversely affect the
health and safety of other persons;
• comply, so far as you are reasonably able,
with any reasonable safety instruction;
and
• co-operate with any reasonable agency
policy or procedure relating to health or
safety at the workplace that has been
notified to you.
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10. Drugs and alcohol
You are responsible for complying with your
agency’s drug and alcohol policy and/or
relevant legislation. This includes prescribed,
over-the-counter and alternative medication
which may negatively affect your ability to
perform your duties, or pose a risk to your
safety or that of others.
Returning a positive drug or alcohol test, or
tampering with or refusing a test, may be
an offence or contravene agency policies/
procedures and may result in disciplinary
action.
You should inform your manager where you
have reason to suspect anyone working for
a transport agency may be abusing or under
the influence of drugs or alcohol.
You are encouraged to disclose if you have a
drug or alcohol dependency, so appropriate
action can be taken to provide relevant
support and maintain a safe workplace.

Refer to your agency’s drug and alcohol
policy for disclosure advice.
No alcohol or prohibited drugs are permitted
to be consumed on agency premises at
any time.
You may only store alcohol in the workplace
or sell alcohol to customers when required
to do so as part of your official duties. For
instance, NSW Trains staff members may be
expected to sell alcohol as part of their duties.

No alcohol or prohibited
drugs are permitted to
be consumed on agency
premises at any time.
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11. Smoke-free workplace
Smoking is not permitted in any transport
agency workplace.
You must not smoke:
• in an enclosed public place, which
includes professional, trade, commercial
and other business premises, trains,
buses, trams, aeroplanes, taxis and hire
cars, ferries and other vessels;
• within 4 metres of the pedestrian
entrance or exit of any public building,
building lobbies, offices, stairwells,
elevators, toilets, meal rooms, lounge
areas, training rooms or meeting rooms;
• in any area of a train station, including the
platform, workshops, and covered areas
of maintenance depots and sites;
• in any area pertaining to vessel operation,
including wharves and dry docks;
• in bus depot workshops, or public
transport stops or stations; or
• in any area of any transport vehicle,
including buses, trains, vessels, cars and
other road vehicles.

Smoking is not permitted
in any transport agency
workplace.
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12. Bullying, harassment, discrimination and
inappropriate workplace conduct
We have zero tolerance for bullying,
harassment, discrimination and inappropriate
workplace conduct. You must treat all
colleagues, customers and members of
the public fairly, with dignity and respect.
The manner in which such behaviour will

be managed are set out in the Transport
Prevention and Management of Bullying
and Harassment Policy, Discrimination Free
Workplace Policy and relevant agency
procedures.

13. Child protection in the workplace
We all have a responsibility to act
appropriately when dealing with children.
Under the Ombudsman Act 1974 (NSW), a
child is defined as a person under the age
of 18, and so may include a customer or
colleague. Appropriate conduct includes, but
is not limited to:
• reasonable conduct for the purpose of
management of a child; and
• using appropriate language to attract a
child’s attention for safety purposes.
You must report incidents or allegations of
inappropriate conduct towards a child to your
manager. All reports will be treated seriously
and may be investigated and/or reported

to the NSW Ombudsman within 30 days of
the agency being notified of the allegations.
Reportable conduct may include, but is not
limited to:
• assault, ill-treatment or neglect of a child;
• behaviour that causes psychological
harm to a child; and/or
• any sexual offence or sexual misconduct
committed against, with or in the
presence of a child (including a child
pornography offence or an offence
involving child abuse material).

You must report incidents or
allegations of inappropriate
conduct towards a child to
your manager.
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14. Criminal conduct
If you are charged or convicted with any
offence which may impact on your ability
to undertake part or all of the inherent
requirements of your role, you must
immediately notify your manager.
If you are charged or convicted with a serious
criminal offence, whether or not it is related
to work, you must immediately notify your
manager. You may be suspended from duty
pending the outcome of disciplinary or legal
proceedings. A serious criminal offence
means an offence committed in New South
Wales that is punishable by imprisonment for

six months or more or an offence committed
elsewhere that, if it had been committed in
New South Wales, would be an offence so
punishable.
If there is sound evidence that you have
committed a criminal offence at work
or related to work, Transport may take
disciplinary action against you as well as
notifying the police or other relevant external
authority.

If you are charged or
convicted with a serious
criminal offence, whether
or not it is related to work,
you must immediately notify
your manager.
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15. Corrupt conduct and public interest
disclosures
Our customers expect us to perform
our duties honestly and in the public
interest. Corrupt behaviour that involves
maladministration, and serious and substantial
waste of public money will not be tolerated.
If you have reasonable grounds to suspect
any unethical behaviour, dishonest or corrupt
conduct, you must report it. A manager
who receives a report that might qualify
as a protected disclosure must advise and
encourage the reporter to make a report
directly to one of the delegated contacts, so
that the reporter may be protected under the
Public Interest Disclosures Act 1994 (PID Act).
The PID Act provides protections for staff
making protected disclosures, including
in relation to detrimental action and
confidentiality. Detrimental action means
action causing, comprising or involving any of
the following:
a. injury, damage or loss;
b. intimidation or harassment;
c. discrimination, disadvantage or adverse
treatment in relation to employment;
d. dismissal from, or prejudice in,
employment; and/or
e. disciplinary proceeding.
Under the PID Act, the identity of a person
who has made a public interest disclosure is
not to be disclosed unless:
• the person consents in writing or has
voluntarily identified themselves;
• it is essential, having regard to the
principles of natural justice; or

Corrupt conduct, as defined in the
Independent Commission Against Corruption
Act 1988, is deliberate or intentional
wrongdoing, not negligence or a mistake. It
has to involve or affect a NSW public official
or public sector organisation. It is illegal
and may have serious consequences such
as dismissal and/or imprisonment. Corrupt
conduct in the course of your employment
may include, but is not limited to:
• offering or accepting bribes,
commissions or unauthorised payments;
• blackmail;
• criminal activity including, but not limited
to, fraud or theft, comprising the abusive
or fraudulent use of official material,
finances or information;
• the dishonest use of your role for
personal gain or the advantage of
others; or where a member of the public
influences, or tries to influence, you to
use your role in a way that is dishonest,
biased or breaches public trust;
• acting dishonestly or unfairly, or
breaching public trust; and/or
• unauthorised disclosure of corporate
information or material.

You must report if you know
about or have reasonable
grounds to suspect any
unethical, dishonest or
corrupt conduct.

• disclosure of information identifying the
person is necessary to investigate the
matter effectively or it is otherwise in the
public interest to do so.
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Maladministration is defined in the
Independent Commission Against Corruption
Act 1988 as conduct that involves action or
inaction of a serious nature that is:
• contrary to law;
• unreasonable, unjust, or oppressive or
improperly discriminatory; or
• based wholly or partly on improper
motives.
Reports of misconduct related to corruption,
maladministration, serious and substantial
waste and breaches of the Government
Information (Public Access) Act 2009 (GIPA
Act) (NSW) may be considered ‘Public

Interest Disclosures’ under the PID Act. You
can make such reports in accordance with
the relevant agency policies and procedures
regarding public interest disclosures.
For a report to be considered a protected
disclosure, it must meet all requirements
under the PID Act. These include that:
• the person making the disclosure must
be a public official; and
• the person making the disclosure
honestly believes on reasonable grounds
that the information shows or tends to
show wrongdoing.
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16. Protecting confidential information
and privacy
You may handle or use confidential
information in the course of your duties.
Confidential information, in any form, must
not be disclosed to any party without official
approval, or as otherwise permitted by
legislation or court order.
Protecting our information appropriately
is good security practice and provides
confidence in transport agencies.
Unauthorised disclosure may cause harm
to individuals or give an individual or
organisation an improper advantage. The
integrity and credibility of Transport may
also be damaged if the organisation appears
unable to keep information secure.
Transport is committed to protecting personal
and health information in line with the Privacy
and Personal Information Protection Act
1998 (NSW) and the Health Records and
Information Privacy Act 2002 (NSW). Staff
who have access to personal information,
including medical or disciplinary information,
must only discuss such information with other
staff who have a specified need to know or
who are appropriately authorised to have
access to that information.
Confidential information must be kept secure,
and care must be used when taking it out of
the workplace. You are responsible for any
loss of confidential information from your
possession, which includes leaving information
unattended in public places or inadvertently
sending official information to an incorrect
recipient. Confidential information must not
be read openly or discussed in public areas.

If you are unsure whether disclosure of
information is authorised, seek advice from
your manager.
Under the State Records Act 1998 (NSW),
you are required to make and keep full and
accurate records in respect of your official
actions. You must do so in accordance with
your agency’s records management policy
and procedures.
To promote open, accountable, fair and
effective government, the GIPA Act gives
members of the public a right to access
government information. This right is
restricted only when there is an overriding
public interest against disclosing the particular
information. Any record you create – including
emails, working notebooks, draft documents
and database entries – has the potential to be
released to the wider public.
Being transparent, open, honest and
accountable for decisions increases public
confidence in the decision-making process of
transport agencies and encourages greater
trust. Transport is committed to ensuring
customers have appropriate access to
information in line with the objectives of the
GIPA Act.

Confidential information must
be kept secure, and care
must be used when taking it
out of the workplace.

Managers must ensure their personnel,
and any contractors, temporary staff or
secondees working with them, are aware of
their information security responsibilities and
any associated procedures, guidelines and
standards.
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17. Public comment
You have the right to make public comment
and enter into public debate on political and
social issues. Public comment includes, but is
not limited to; public speaking engagements;
comments on radio and television or in letters
to newspapers; profiles or activities on social
media (including posting, blogging, tweeting,
uploading photographs, commenting, sharing,
liking and re-tweeting); and/or expressing
views in books and journals, and on notices,
internet sites or any other medium where it
is expected that the comments will spread to
the community at large.
Whilst you have a right to make public
comment, if doing so in a capacity that has
not been authorised you must state that
the opinions are your own and that you are
making comment as an individual citizen or as
a representative of another organisation. You
should also do so without transport agency
insignia, including on clothing.
You must not make any comment on behalf
of Transport unless authorised to do so by a
delegated officer. All media inquiries must be
referred to the agency’s media unit. Making
public comment or releasing information must
only occur in accordance with agency policies
and procedures.

Whilst making public comment, you must not
disclose issues of a confidential nature except
for lawful or public interest purposes. You
may disclose official information that would
normally be publicly available, but should
only disclose other official information or
documents:
• where proper authority has been given;
• when required or authorised to do so by
law; and
• when called to give evidence in court.
In these cases, comments made must be
confined to factual information. Opinions on
transport agencies and government policies
or decisions must be avoided unless required
by law.

You must not make any
comment on behalf of
Transport unless authorised
to do so by a delegated
officer.
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18. NSW Government Lobbyist Code
of Conduct
As staff members of a transport agency, you
are considered ‘government representatives’
in the NSW Government Lobbyist Code of
Conduct, and must adhere to the Code at
all times. Transport will only engage with
professional lobbyists if they are listed on the
NSW Department of Premier and Cabinet
(DPC) Register of Lobbyists.
A lobbyist is a person, body corporate,
unincorporated association, partnership
or firm whose business includes being
contracted or engaged to represent the
interests of a third party to a government
representative. A lobbyist is not:
• an association or organisation
constituted to represent the interests of
its members;
• a religious or charitable organisation; or

Staff involved in professional lobbying – that
is, those contracted or engaged to represent
the interests of a third party to a government
representative – must abide by the NSW
Government Lobbyist Code of Conduct
available at
www.dpc.nsw.gov.au/programs_and_
services/lobbyist_register/code_of_conduct.

Transport will only engage
with professional lobbyists if
they are listed on the NSW
Department of Premier and
Cabinet (DPC) Register of
Lobbyists.

• an entity or person whose business is
a recognised technical or professional
occupation which, as part of the services
provided to third parties in the course of
that occupation, represents the views of
the third party who has engaged them.
If you are approached by a lobbyist, you
are not permitted to engage with them in
relation to official business unless they are on
the DPC Register of Lobbyists and you have
the delegated authority to do so. If you are
satisfied that the lobbyist is registered and
elect to meet with them, another transport
representative must also be in attendance.
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19. Use of official resources
Official resources includes computers,
laptops, telephones, mobile phones, faxes,
photocopiers, email and the internet.

You are responsible and accountable for the
security of any official property issued to you
during the course of your duties.

You are expected to be economical and
considerate in the use and management of
official resources. Minimal personal use of
official resources, is permitted, provided the
use does not interfere with the performance
of your work and complies with relevant
agency policies and procedures.

You must take reasonable care of all
equipment, including vehicles and vessels,
so that they are safe and reliable for all staff
members to use. Private use of fleet vehicles
is not permitted except in an emergency,
exceptional circumstances or when permitted
in agency policy or industrial instruments. In
such cases, you must notify your manager
as soon as possible. Staff must be in a fit
condition when driving fleet vehicles and have
a current and appropriate class of licence.
Fuel cards must only be used for the specific
vehicle for which they are issued.

Reasonable access to and use of official
resources by union delegates is permitted in
accordance with relevant industrial instruments.

You are responsible and
accountable for the security
of any official property
issued to you during the
course of your duties.
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20. Intellectual property
In the course of your duties, you may
be authorised to use, or involved in the
development of, transport agency intellectual
property and confidential information. You
must not use this for non-work related
purposes including, but not limited to:
• private business activities; or
• in the course of secondary or subsequent
employment.
This applies even if the relevant materials
were originally created by you for a transport
agency.
For further information please refer to the
relevant transport agency’s policy and/or
procedure about intellectual property and
confidential information.
Intellectual property (IP) rights include a
range of legal rights that protect intellectual
and creative output. The most common
examples include:

Transport owns all intellectual property
created by you in the course of your
employment, including but not limited to
any work:
• that is directly or indirectly related
to your duties and responsibilities to
Transport, regardless of whether or not
that work is undertaken at a transport
agency workplace or during normal
working hours; and
• that involves you using any of the
transport agency’s information, resources
or materials, regardless of whether or not
that work is undertaken at a transport
agency workplace or during normal
working hours.
Intellectual property remains the property of
the relevant transport agency unless there is an
agreement in writing with an officer of agency
with delegated authority to the contrary.

• copyright;
• confidential information and trade
secrets;
• trademarks, designs and circuit layout
rights; and
• patents.

Intellectual property (IP)
rights include a range of legal
rights that protect intellectual
and creative output.
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21. Breaches of the Code of Conduct
You are required to read and understand,
to the best of your ability, the Code of
Conduct, agency policies and procedures, and
undertake to abide by them.
You should report any concerns about a
breach of this Code of Conduct that you
believe to be genuine to you manager. If you
are not comfortable reporting the breach to
your manager, you should refer the matter
to a more senior staff member. Such reports
will be treated seriously and managed under
the principles of procedural fairness and
in accordance with agency policies and
procedures.

Breaches of the law may
also lead to prosecution.

Transport is committed to protecting any
person who raises concerns about a breach
of the Code of Conduct from victimisation or
retaliation. Any attempt to take detrimental
action against a person who raises a
legitimate concern will be treated seriously
and may be considered to be a breach of this
Code of Conduct.
If you are found to be in breach of this Code
of Conduct, you may be subject to disciplinary
action, up to and including termination of your
employment or contract in accordance with
agency policies and procedures.
Breaches of the law may also lead to
prosecution.

23
Vol 1.2

72

E18-0736-AS-02-055-PR0001

22. Assistance
It is important that you understand and comply with the content of this Code of Conduct. For
assistance, contact the relevant authority listed in the table below.
Internal contacts
General enquiries

HR Advisory

TfNSWHR@transport.nsw.gov.au
or 1800 618 445

Confidential
counselling

Employee
Assistance Program

TfNSW and RMS: 1300 360 364
Sydney Trains/NSW Trains: 1300 364 213
STA: 1800 337 068

Audit and risk
or corruption
prevention

TfNSW

Confidential Misconduct Reporting hotline:
report.misconduct@transport.nsw.gov.au
or 1800 302 750

Sydney Trains,
NSW Trains

Corruption Prevention Line
CorruptionPrevention@transport.nsw.gov.au
or 1800 629 826
Corruption and Misconduct Reporting Line
(1800 814 813)

RMS

Ethics hotline: 1800 043 642

STA

corruptionprevention@sta.nsw.gov.au

TfNSW

safety@transport.nsw.gov.au

RMS

Ensafe helpdesk: 1300 131 469

STA

safety@sta.nsw.gov.au

Sydney Trains,
NSW Trains

Safety Incident Hotline: 1800 772 779

For matters of
corruption involving
NSW public officials

Independent
Commission
Against
Corruption

1800 436 9090

For matters relating
to maladministration

NSW Ombudsman

02 9286 1000 for the Sydney metropolitan
area or 1800 451 524 for regional NSW

For serious and
substantial waste

Audit Office of
NSW

mail@audit.nsw.gov.au
or 02 9275 7100

Workplace health
and safety

Security Control Centre: 02 9379 4444

External contacts
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tfnsw.nsw.gov.au
Tel 02 8202 2702 Fax 02 8202 3890
18 Lee Street Chippendale NSW 2008
PO Box K659 Haymarket NSW 1240
Disclaimer
While all care is taken in producing this work, no responsibility is taken or warranty made
with respect to the accuracy of any information, data or representation. The authors
(including copyright owners) expressly disclaim all liability in respect of anything done or
omitted to be done and the consequences upon reliance of the contents of this information.
© Transport for New South Wales
Users are welcome to copy, reproduce and distribute the information contained in this report
for non-commercial purposes only, provided acknowledgement is given to Transport for
NSW as the source.
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Message from our leaders
Across Transport we are united by a simple, common purpose; to deliver better transport
outcomes for the people of NSW.
Our Code of Conduct has been developed to ensure that we also have unified and consistent
standards of behaviour expected of everyone who works in Transport.
It applies to staff working in all of our agencies, in all roles and at all levels of our organisations.
We are all responsible for meeting the expectations outlined in the Code.
This document provides us with an ethical framework to guide our actions and decisions. It also
provides consistency in determining what is and what isn’t acceptable behaviour, while helping
us to build a safer, more supportive and productive place to work.
For more specific detail or direction on the principles outlined in the Code, you should always
refer to the related policies and procedures in your agency.
Maintaining our customers’ confidence and trust in our ability to deliver efficient and effective
transport services is vital, and ensuring our people act with integrity when working with
stakeholders and with each other is so important.
We are passionate about working together to build a strong, values-based culture we can all be
proud of, so we ask you to join us in committing to the Code.
Tim Reardon
Secretary
Transport for NSW

Howard Collins

Rob Mason

Chief Executive
Sydney Trains

Chief Executive
NSW Trains

Peter Duncan

Dennis Cliche

Chief Executive
Roads and Maritime

Chief Executive
WestConnex Delivery Authority

Peter Rowley
Chief Executive
State Transit
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1. Introduction
The Transport Code of Conduct outlines the
standards of behaviour expected of staff in
the transport agencies listed below:
• Transport for NSW (TfNSW);
• Department of Transport;
• Roads and Maritime Services (RMS);
• Sydney Trains;
• NSW Trains;
• State Transit; and
• WestConnex Delivery Authority.
The Code of Conduct will help us build a
values-based organisation that ensures insofar
as reasonably practicable that our vision
promotes and maintains public confidence
and trust in our work.
It provides a framework for appropriate
behaviour during our interactions with
customers, stakeholders and each other, and
outlines the standards required to guide our
decisions, actions and ethical behaviour in the
performance of our duties.
To meet these expectations we are
all responsible for understanding the
requirements of the Code of Conduct which
must be read in conjunction with Transport
and agency policies, procedures and industrial
instruments. We are all accountable for our
actions and behaviours, including any failure
to take action. You must seek guidance
from your manager if you require further
clarification, or if you find yourself in a position
where you are unsure how to act.

Code of Ethics and Conduct for
NSW government sector employees
The Code of Ethics and Conduct for NSW
government sector employees applies to all
staff members in the Transport agencies.
In addition to complying with the Transport
Code of Conduct all staff must also comply
with the Code of Ethics and Conduct for NSW
government sector employees.

Who does this
Code cover?
The Code of Conduct covers all
permanent, temporary and casual staff.
The term ‘staff’ is used in this Code of
Conduct to cover these groups.
The term ‘manager’ applies to staff
members who have delegated authority
to supervise others and provide
management direction.
The Statement of Business Ethics
provides guidance to our commercial
partners on the behaviours expected of
them when doing business with us. Our
commercial partners are responsible for
ensuring that labour hire, professional
services contractors and consultants
are educated about the contents of this
Code of Conduct and their obligation to
comply with it.

3
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2. Transport responsibilities
Transport agencies conduct their business with
efficiency, fairness, impartiality and integrity.
Transport responsibilities include but are not
limited to:
• facilitating adequate understanding
of this Code of Conduct by providing
appropriate training and avenues to seek
clarification as required;
• providing you with access to current
policies and procedures that you are
required to comply with. This includes
appropriate notification of any changes
to these policies and procedures which
may impact on you;

• providing you with avenues to raise
concerns in relation to breaches of this
Code of Conduct which will be managed
in accordance with procedural fairness
and provide you with protection against
victimisation.
• ensuring the general conduct and
management of functions and activities
of the agencies are in accordance with
our values and this Code of Conduct; and
• facilitating the implementation of
policies and programs to create a safe
work environment free from bullying,
harassment and discrimination.

4
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3. Staff responsibilities
You are responsible for familiarising yourself
with agency policies and procedures, and
complying with them. You are also responsible
for making enquiries if you are unsure about
what actions to take.
You need to be aware that the reputation
of the transport agencies can be affected
by your actions at work and, in certain
circumstances, by your conduct outside the
workplace.
You must:
• treat our customers and colleagues fairly,
consistently and with respect;
• behave in a lawful, professional and
reasonable manner and always act in the
best interest of Transport;
• comply with agency policies and
procedures, as well as relevant legislative
and industrial requirements that apply
to you;
• understand the duties, responsibilities
and accountabilities of your role,
and perform these safely, honestly,
courteously and fairly;
• make impartial decisions that
demonstrate your agency’s values and
promotes confidence in the integrity of
public administration;
• comply with reasonable lawful requests,
directions and instructions given in the
course of your duties by any person with
authority to do so;

• maintain the integrity, confidentiality and
security of corporate information;
• report unethical, dishonest and/or
corrupt conduct;
• not discriminate, harass, bully or engage
in inappropriate workplace conduct;
• not gamble, including online gambling, in
the workplace and, in vehicles or vessels
using official devices, during paid work
time (excluding established practices
such as Melbourne Cup sweeps, selfadministered football tipping and lottery
syndicates); and
• present yourself in a professional manner,
including wearing the designated uniform
for your agency and required safety gear
appropriate to operations.
Nothing in this Code of Conduct affects
your rights to participate in lawful industrial
activities.

You need to be aware
that the reputation of
the transport agencies
can be affected by your
actions at work and, in
certain circumstances, by
your conduct outside the
workplace.
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4. Manager responsibilities
Managers are responsible for the fair and
effective management of their staff. As a
manager, you have additional responsibilities
to promote and demonstrate ethical
conduct, fairness and equality, and lead by
good example.
Managers must also:
• set an example to staff by demonstrating
agency values in everything they do and
being accountable for their actions or
omissions;
• communicate acceptable standards of
behaviour to staff, and take preventative
or corrective action where unacceptable
behaviours or practices are identified;

• raise awareness with staff regarding
agency policies and procedures;
• proactively identify situations that may
lead to corrupt conduct, and ensure
these are managed in accordance with
relevant policies and procedures;
• inform staff members of their
duties, responsibilities and expected
performance standards with adequate
information, guidance and feedback so
they can undertake them effectively,
efficiently and safely; and
• facilitate a positive workplace
environment through open, honest, twoway constructive communication.

• promote a workplace that is free from
discrimination, bullying, harassment and
inappropriate conduct;
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5. Ethical decision making
We must ensure that our decisions:
• are made lawfully, ethically and
impartially;
• promote agency values;
• align with overall organisational
objectives; and
• are in the public interest.
You must consider the implications of your
conduct, decisions and actions for yourself,
customers, colleagues and Transport. Any
information or advice you give or any
decisions you make must not lead to personal
gain ahead of public interest.
If you have delegation to make decisions
on behalf of Transport, the decisions must
be able to withstand external scrutiny. This
includes holding and maintaining adequate
records of decisions and actions, including the
reasons for those decisions.

Any information or advice
you give or any decisions
you make must not lead
to personal gain ahead of
public interest.
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6. Conflicts of interest
An actual, potential or perceived conflict of
interest exists when you could be influenced
by a personal interest in the course of your
official duties. Conflicts of interest that affect
impartial decision making may constitute
corrupt conduct.
A conflict or potential conflict could arise
through a range of personal interests
or connections including family, friends
and associates, or as a result of financial,
employment and/or community or political
interests or activities. While these associations
would not normally be required to be
declared, you may be the only person aware
of any actual, potential or perceived conflict
and are, therefore, responsible for identifying,
disclosing or managing such conflicts in a
transparent manner.
When considering whether or not there is
a conflict, it is important to consider your
role, the nature of your work and how others
would view the situation.
Where a conflict of interest may compromise
your ability to perform your role in an
impartial manner, the matter must be declared
in accordance with the Transport Conflicts of
Interest Policy – Personal Interests, Secondary
Employment; Gifts and Benefits and agency
procedures. You must also:
• identify methods for managing the
conflicts with your manager;
• disclose the conflict and arrange for it to
be registered on your agency’s Conflicts
of Interest Register; and
• monitor the conflict and comply with the
methods implemented to manage it.
Special arrangements apply to staff members
who are contesting state or federal elections.

In addition to the above all Senior Service
staff members (including staff acting in
Senior Service roles) are required to make an
annual written declaration of private financial,
business, personal and other interests or
relationships that have the potential to
influence, or could be perceived to influence,
decisions made or advice given by the staff
member.
Specific areas of potential conflict of interest
are detailed in the following sections of this
Code of Conduct:
• gifts and benefits; and
• secondary employment.
You must not misuse your position or business
information to which you have access to
secure future employment advantages within
and outside your agency, or to benefit any
other person or organisation, including
former staff.
You must be extremely careful when dealing
with former staff, and make sure you do not
give them favourable treatment or access
to corporate information. You must report
any attempt by a former staff member to
influence you. Failure to disclose a conflict
of interest may lead to disciplinary action
and may also constitute corrupt conduct
as defined in the Independent Commission
Against Corruption Act 1988 (NSW).

When considering whether
or not there is a conflict, it is
important to consider your
role, the nature of your work
and how others would view
the situation.
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7. Gifts and benefits
Gifts or benefits that pass between colleagues
or come from external organisations may
be perceived as being used to create
favourable impressions and gain preferential
treatment. You must not ask for gifts, benefits
or hospitality for yourself or anyone else
in connection with your employment at a
transport agency.
The acceptance of certain gifts and benefits
has the potential to compromise current and
future impartial decision making. Refer to
the Transport Conflicts of Interest Policy –
Personal Interests, Secondary Employment
and Gifts and Benefits, and relevant agency
procedures for specific information on
accepting gifts and benefits.

The acceptance of certain
gifts and benefits has the
potential to compromise
current and future impartial
decision making.
Significant personal loans (regardless of
whether interest is applied or not) exchanged
between staff and/or potential or actual
providers of services to a transport agency
may be considered a gift or benefit, and may
result in an actual, potential or perceived
conflict of interest.
Certain gifts, benefits and hospitality must be
refused. In particular, you must refuse gifts,
benefits and hospitality that:
• are of cash value, including gift vouchers,
shares and other monetary equivalents;
• might influence or be seen to influence
or are given with the aim of influencing
you at work;

• are for family members that arise in
connection with your official duties,
or which could be perceived to be
connected with your official duties by
a reasonable observer;
• might influence or have the potential to
influence recruitment or procurement
decisions;
• are inappropriate because of a staff
member’s position, role or activities;
• extend beyond reasonable courtesy
(hospitality); and/or
• are bonuses for agency purchases that
will benefit the receiver personally.
If you are offered two or more gifts of
appreciation or gratitude within a 12-month
period, regardless of the value of the gifts
or whether or not they were provided from
the one company or individual source,
and regardless of whether any have been
accepted or declined, they will be regarded as
a cumulative gift that will need to be declared
in writing.
If you are directly involved in procurement (for
example, as a member of a procurement team
or Tender Evaluation Panel, or engaged in
low-end purchasing), you are prohibited from
accepting any gift or benefit from a supplier
or potential supplier of goods or services to
any transport agency or yourself.
You must report attempts of bribery, and
the offer and acceptance of certain gifts and
benefits in accordance with the Transport
Conflicts of Interest Policy – Personal Interests,
Secondary Employment, Gifts and Benefits.
You are also responsible for ensuring relevant
gifts and benefits, including those that are
declined, are declared in accordance with your
agency procedures so they can be recorded
on the agency’s Gifts and Benefits Register.
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8. Secondary employment
When considering secondary employment,
you must assess whether it may adversely
affect the performance of your transport
agency duties and responsibilities, or give rise
to a conflict of interest. This applies regardless
of whether you are working full time, part time
or on a temporary basis. Staff involvement in
unpaid Union activities or Union activities for
which an honorarium is paid is not considered
secondary employment.
You must obtain written approval from
a delegated officer within your agency
before engaging in any form of secondary
employment outside of your transport role.
This applies to new staff members who, upon
joining a transport agency, have outside
employment they wish to continue.
If approval is obtained, you must ensure that:
• the secondary employment is performed
wholly on your own time;
• you present for work fit for duty and your
secondary employment must not result
in a breach of any relevant regulatory,
agency or safe working requirements
with regard to work times and rest
periods;
• there is no actual or perceived conflict
of interest between your duties with the
transport agency and your secondary
employment;

• there is no adverse impact on the
performance of duties with your agency;
• the secondary employment does not
involve the use of Transport agencies
intellectual property, confidential
information or resources. This excludes
emergency services work;
• transport equipment is not used in your
work for another employer or for your
own business. This does not include
reasonable use of equipment for Union
delegates for appropriate industrial
activity;
• your transport agency contact details
(such as telephone number and email
address) are not provided as a contact
point for private business or practice; and
• you promptly notify your manager if
there is a change or proposed change
in the circumstances of approved
secondary employment.

You must obtain written
approval from a delegated
officer within your agency
before engaging in
any form of secondary
employment outside of
your transport role.
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9. Workplace health and safety
We prioritise safety, and are committed to
providing a safe workplace and safe culture
for our staff, customers, suppliers and visitors
in accordance with the Work Health and
Safety Act 2011 (NSW), Rail Safety (Adoption
of National Law) Act 2012 (NSW), Rail Safety
National Law (NSW), Passenger Transport Act
1990 (NSW) and the Marine Safety Act 1998
(NSW). You must be familiar with and, as far
as reasonably able, adhere to your agency’s
safety policies, procedures and guidelines
which provide additional information on your
obligations under relevant legislation.
You should consider safety in everything you
do. We all play a part in making sure that,
as far as reasonably practicable, our work
environment is safe and free from hazards. This
includes ensuring our customers experience
safe, clean and reliable passenger services,
working safely and preventing circumstances
that may endanger our colleagues.

Without limiting the application of relevant
health and safety legislation, your agency
must ensure, so far as is reasonably
practicable, your health and safety and that
the health and safety of other persons is not
put at risk from the agency’s work.
As a staff member, you are required to:
• take reasonable care of your own health
and safety;
• take reasonable care that your acts or
omissions do not adversely affect the
health and safety of other persons;
• comply, so far as you are reasonably able,
with any reasonable safety instruction;
and
• co-operate with any reasonable agency
policy or procedure relating to health or
safety at the workplace that has been
notified to you.
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10. Drugs and alcohol
You are responsible for complying with your
agency’s drug and alcohol policy and/or
relevant legislation. This includes prescribed,
over-the-counter and alternative medication
which may negatively affect your ability to
perform your duties, or pose a risk to your
safety or that of others.
Returning a positive drug or alcohol test, or
tampering with or refusing a test, may be
an offence or contravene agency policies/
procedures and may result in disciplinary
action.
You should inform your manager where you
have reason to suspect anyone working for
a transport agency may be abusing or under
the influence of drugs or alcohol.
You are encouraged to disclose if you have a
drug or alcohol dependency, so appropriate
action can be taken to provide relevant
support and maintain a safe workplace.

Refer to your agency’s drug and alcohol
policy for disclosure advice.
No alcohol or prohibited drugs are permitted
to be consumed on agency premises at
any time.
You may only store alcohol in the workplace
or sell alcohol to customers when required
to do so as part of your official duties. For
instance, NSW Trains staff members may be
expected to sell alcohol as part of their duties.

No alcohol or prohibited
drugs are permitted to
be consumed on agency
premises at any time.
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11. Smoke-free workplace
Smoking is not permitted in any transport
agency workplace.
You must not smoke:
• in an enclosed public place, which
includes professional, trade, commercial
and other business premises, trains,
buses, trams, aeroplanes, taxis and hire
cars, ferries and other vessels;
• within 4 metres of the pedestrian
entrance or exit of any public building,
building lobbies, offices, stairwells,
elevators, toilets, meal rooms, lounge
areas, training rooms or meeting rooms;
• in any area of a train station, including the
platform, workshops, and covered areas
of maintenance depots and sites;
• in any area pertaining to vessel operation,
including wharves and dry docks;
• in bus depot workshops, or public
transport stops or stations; or
• in any area of any transport vehicle,
including buses, trains, vessels, cars and
other road vehicles.

Smoking is not permitted
in any transport agency
workplace.
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12. Bullying, harassment, discrimination and
inappropriate workplace conduct
We have zero tolerance for bullying,
harassment, discrimination and inappropriate
workplace conduct. You must treat all
colleagues, customers and members of
the public fairly, with dignity and respect.
The manner in which such behaviour will

be managed are set out in the Transport
Prevention and Management of Bullying
and Harassment Policy, Discrimination Free
Workplace Policy and relevant agency
procedures.

13. Child protection in the workplace
We all have a responsibility to act
appropriately when dealing with children.
Under the Ombudsman Act 1974 (NSW), a
child is defined as a person under the age
of 18, and so may include a customer or
colleague. Appropriate conduct includes, but
is not limited to:
• reasonable conduct for the purpose of
management of a child; and
• using appropriate language to attract a
child’s attention for safety purposes.
You must report incidents or allegations of
inappropriate conduct towards a child to your
manager. All reports will be treated seriously
and may be investigated and/or reported

to the NSW Ombudsman within 30 days of
the agency being notified of the allegations.
Reportable conduct may include, but is not
limited to:
• assault, ill-treatment or neglect of a child;
• behaviour that causes psychological
harm to a child; and/or
• any sexual offence or sexual misconduct
committed against, with or in the
presence of a child (including a child
pornography offence or an offence
involving child abuse material).

You must report incidents or
allegations of inappropriate
conduct towards a child to
your manager.

14
Vol 1.2

91

E18-0736-AS-02-055-PR0001

14. Criminal conduct
If you are charged or convicted with any
offence which may impact on your ability
to undertake part or all of the inherent
requirements of your role, you must
immediately notify your manager.

Wales that is punishable by imprisonment for
six months or more or an offence committed
elsewhere that, if it had been committed in
New South Wales, would be an offence so
punishable.

If you are charged or convicted with a serious
criminal offence, whether or not it is related
to work, you must immediately notify your
manager. You may be suspended from duty
pending the outcome of disciplinary or legal
proceedings. A serious criminal offence
means an offence committed in New South

If there is sound evidence that you have
committed a criminal offence at work
or related to work, Transport may take
disciplinary action against you as well as
notifying the police or other relevant external
authority.

If you are charged or
convicted with a serious
criminal offence, whether
or not it is related to work,
you must immediately notify
your manager.

15
Vol 1.2

92

E18-0736-AS-02-055-PR0001

15. Corrupt conduct and public interest
disclosures
Our customers expect us to perform
our duties honestly and in the public
interest. Corrupt behaviour that involves
maladministration, and serious and substantial
waste of public money will not be tolerated.
If you have reasonable grounds to suspect
any unethical behaviour, dishonest or corrupt
conduct, you must report it. A manager
who receives a report that might qualify
as a protected disclosure must advise and
encourage the reporter to make a report
directly to one of the delegated contacts, so
that the reporter may be protected under the
Public Interest Disclosures Act 1994 (PID Act).
The PID Act provides protections for staff
making protected disclosures, including
in relation to detrimental action and
confidentiality. Detrimental action means
action causing, comprising or involving any of
the following:
a. injury, damage or loss;
b. intimidation or harassment;
c. discrimination, disadvantage or adverse
treatment in relation to employment;
d. dismissal from, or prejudice in,
employment; and/or
e. disciplinary proceeding.
Under the PID Act, the identity of a person
who has made a public interest disclosure is
not to be disclosed unless:
• the person consents in writing or has
voluntarily identified themselves;
• it is essential, having regard to the
principles of natural justice; or

Corrupt conduct, as defined in the
Independent Commission Against Corruption
Act 1988, is deliberate or intentional
wrongdoing, not negligence or a mistake. It
has to involve or affect a NSW public official
or public sector organisation. It is illegal
and may have serious consequences such
as dismissal and/or imprisonment. Corrupt
conduct in the course of your employment
may include, but is not limited to:
• offering or accepting bribes,
commissions or unauthorised payments;
• blackmail;
• criminal activity including, but not limited
to, fraud or theft, comprising the abusive
or fraudulent use of official material,
finances or information;
• the dishonest use of your role for
personal gain or the advantage of
others; or where a member of the public
influences, or tries to influence, you to
use your role in a way that is dishonest,
biased or breaches public trust;
• acting dishonestly or unfairly, or
breaching public trust; and/or
• unauthorised disclosure of corporate
information or material.

You must report if you know
about or have reasonable
grounds to suspect any
unethical, dishonest or
corrupt conduct.

• disclosure of information identifying the
person is necessary to investigate the
matter effectively or it is otherwise in the
public interest to do so.

16
Vol 1.2

93

E18-0736-AS-02-055-PR0001

Maladministration is defined in the
Independent Commission Against Corruption
Act 1988 as conduct that involves action or
inaction of a serious nature that is:
• contrary to law;
• unreasonable, unjust, or oppressive or
improperly discriminatory; or
• based wholly or partly on improper
motives.
Reports of misconduct related to corruption,
maladministration, serious and substantial
waste and breaches of the Government
Information (Public Access) Act 2009 (GIPA
Act) (NSW) may be considered ‘Public

Interest Disclosures’ under the PID Act. You
can make such reports in accordance with
the relevant agency policies and procedures
regarding public interest disclosures.
For a report to be considered a protected
disclosure, it must meet all requirements
under the PID Act. These include that:
• the person making the disclosure must
be a public official; and
• the person making the disclosure
honestly believes on reasonable grounds
that the information shows or tends to
show wrongdoing.
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16. Protecting confidential information
and privacy
You may handle or use confidential
information in the course of your duties.
Confidential information, in any form, must
not be disclosed to any party without official
approval, or as otherwise permitted by
legislation or court order.
Protecting our information appropriately
is good security practice and provides
confidence in transport agencies.
Unauthorised disclosure may cause harm
to individuals or give an individual or
organisation an improper advantage. The
integrity and credibility of Transport may
also be damaged if the organisation appears
unable to keep information secure.
Transport is committed to protecting personal
and health information in line with the Privacy
and Personal Information Protection Act
1998 (NSW) and the Health Records and
Information Privacy Act 2002 (NSW). Staff
who have access to personal information,
including medical or disciplinary information,
must only discuss such information with other
staff who have a specified need to know or
who are appropriately authorised to have
access to that information.
Confidential information must be kept secure,
and care must be used when taking it out of
the workplace. You are responsible for any
loss of confidential information from your
possession, which includes leaving information
unattended in public places or inadvertently
sending official information to an incorrect
recipient. Confidential information must not
be read openly or discussed in public areas.

If you are unsure whether disclosure of
information is authorised, seek advice from
your manager.
Under the State Records Act 1998 (NSW),
you are required to make and keep full and
accurate records in respect of your official
actions. You must do so in accordance with
your agency’s records management policy
and procedures.
To promote open, accountable, fair and
effective government, the GIPA Act gives
members of the public a right to access
government information. This right is
restricted only when there is an overriding
public interest against disclosing the particular
information. Any record you create – including
emails, working notebooks, draft documents
and database entries – has the potential to be
released to the wider public.
Being transparent, open, honest and
accountable for decisions increases public
confidence in the decision-making process of
transport agencies and encourages greater
trust. Transport is committed to ensuring
customers have appropriate access to
information in line with the objectives of the
GIPA Act.

Confidential information must
be kept secure, and care
must be used when taking it
out of the workplace.

Managers must ensure their personnel,
and any contractors, temporary staff or
secondees working with them, are aware of
their information security responsibilities and
any associated procedures, guidelines and
standards.
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17. Public comment
You have the right to make public comment
and enter into public debate on political and
social issues. Public comment includes, but is
not limited to; public speaking engagements;
comments on radio and television or in letters
to newspapers; profiles or activities on social
media (including posting, blogging, tweeting,
uploading photographs, commenting, sharing,
liking and re-tweeting); and/or expressing
views in books and journals, and on notices,
internet sites or any other medium where it
is expected that the comments will spread to
the community at large.
Whilst you have a right to make public
comment, if doing so in a capacity that has
not been authorised you must state that
the opinions are your own and that you are
making comment as an individual citizen or as
a representative of another organisation. You
should also do so without transport agency
insignia, including on clothing.
You must not make any comment on behalf
of Transport unless authorised to do so by a
delegated officer. All media inquiries must be
referred to the agency’s media unit. Making
public comment or releasing information must
only occur in accordance with agency policies
and procedures.

Whilst making public comment, you must not
disclose issues of a confidential nature except
for lawful or public interest purposes. You
may disclose official information that would
normally be publicly available, but should
only disclose other official information or
documents:
• where proper authority has been given;
• when required or authorised to do so by
law; and
• when called to give evidence in court.
In these cases, comments made must be
confined to factual information. Opinions on
transport agencies and government policies
or decisions must be avoided unless required
by law.

You must not make any
comment on behalf of
Transport unless authorised
to do so by a delegated
officer.

19
Vol 1.2

96

E18-0736-AS-02-055-PR0001

18. NSW Government Lobbyist Code
of Conduct
As staff members of a transport agency, you
are considered ‘government representatives’
in the NSW Government Lobbyist Code of
Conduct, and must adhere to the Code at
all times. Transport will only engage with
professional lobbyists if they are listed on the
NSW Department of Premier and Cabinet
(DPC) Register of Lobbyists.
A lobbyist is a person, body corporate,
unincorporated association, partnership
or firm whose business includes being
contracted or engaged to represent the
interests of a third party to a government
representative. A lobbyist is not:
• an association or organisation
constituted to represent the interests of
its members;
• a religious or charitable organisation; or

Staff involved in professional lobbying – that
is, those contracted or engaged to represent
the interests of a third party to a government
representative – must abide by the NSW
Government Lobbyist Code of Conduct
available at
http://arp.nsw.gov.au/m2014-13-nsw-lobbyistscode-conduct

Transport will only engage
with professional lobbyists if
they are listed on the NSW
Department of Premier and
Cabinet (DPC) Register of
Lobbyists.

• an entity or person whose business is
a recognised technical or professional
occupation which, as part of the services
provided to third parties in the course of
that occupation, represents the views of
the third party who has engaged them.
If you are approached by a lobbyist, you
are not permitted to engage with them in
relation to official business unless they are on
the DPC Register of Lobbyists and you have
the delegated authority to do so. If you are
satisfied that the lobbyist is registered and
elect to meet with them, another transport
representative must also be in attendance.
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19. Use of official resources
Official resources includes computers,
laptops, telephones, mobile phones, faxes,
photocopiers, email and the internet.

You are responsible and accountable for the
security of any official property issued to you
during the course of your duties.

You are expected to be economical and
considerate in the use and management of
official resources. Minimal personal use of
official resources, is permitted, provided the
use does not interfere with the performance
of your work and complies with relevant
agency policies and procedures.

You must take reasonable care of all
equipment, including vehicles and vessels,
so that they are safe and reliable for all staff
members to use. Private use of fleet vehicles
is not permitted except in an emergency,
exceptional circumstances or when permitted
in agency policy or industrial instruments. In
such cases, you must notify your manager
as soon as possible. Staff must be in a fit
condition when driving fleet vehicles and have
a current and appropriate class of licence.
Fuel cards must only be used for the specific
vehicle for which they are issued.

Reasonable access to and use of official
resources by union delegates is permitted in
accordance with relevant industrial instruments.

You are responsible and
accountable for the security
of any official property
issued to you during the
course of your duties.
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20. Intellectual property
In the course of your duties, you may
be authorised to use, or involved in the
development of, transport agency intellectual
property and confidential information. You
must not use this for non-work related
purposes including, but not limited to:
• private business activities; or
• in the course of secondary or subsequent
employment.
This applies even if the relevant materials
were originally created by you for a transport
agency.
For further information please refer to the
relevant transport agency’s policy and/or
procedure about intellectual property and
confidential information.
Intellectual property (IP) rights include a
range of legal rights that protect intellectual
and creative output. The most common
examples include:

Transport owns all intellectual property
created by you in the course of your
employment, including but not limited to
any work:
• that is directly or indirectly related
to your duties and responsibilities to
Transport, regardless of whether or not
that work is undertaken at a transport
agency workplace or during normal
working hours; and
• that involves you using any of the
transport agency’s information, resources
or materials, regardless of whether or not
that work is undertaken at a transport
agency workplace or during normal
working hours.
Intellectual property remains the property of
the relevant transport agency unless there is an
agreement in writing with an officer of agency
with delegated authority to the contrary.

• copyright;
• confidential information and trade
secrets;
• trademarks, designs and circuit layout
rights; and
• patents.

Intellectual property (IP)
rights include a range of legal
rights that protect intellectual
and creative output.
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21. Breaches
You are required to read and understand,
to the best of your ability, and undertake to
abide by: the Transport Code of Conduct;
the Code of Ethics and Conduct for NSW
government sector employees; and agency
policies and procedures.
You should report any concerns about a
breach of this Code of Conduct or the Code
of Ethics and Conduct for NSW government
sector employees, that you believe to be
genuine to your manager. If you are not
comfortable reporting the breach to your
manager, you should refer the matter to
a more senior staff member. Such reports
will be treated seriously and managed
under the principles of procedural fairness
and in accordance with agency policies
and procedures.

Transport is committed to protecting any
person who raises concerns about a breach
of the Code of Conduct or the Code of Ethics
and Conduct for NSW government sector
employees from victimisation or retaliation.
Any attempt to take detrimental action
against a person who raises a legitimate
concern will be treated seriously and may
be considered to be a breach of this Code
of Conduct.
If you are found to be in breach of this
Code of Conduct or the Code of Ethics
and Conduct for NSW government sector
employees, you may be subject to disciplinary
action, up to and including termination of your
employment or contract in accordance with
agency policies and procedures.
Breaches of the law may also lead to
prosecution.

Breaches of the law may
also lead to prosecution.
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22. Assistance
It is important that you understand and comply with the content of this Code of Conduct.
For assistance, contact the relevant authority listed in the table below.
Internal contacts
General enquiries

HR Advisory

TfNSWHR@transport.nsw.gov.au
or 1800 618 445

Confidential
counselling

Employee
Assistance Program

TfNSW and RMS: 1300 360 364
Sydney Trains/NSW Trains: 1300 364 213
STA: 1800 337 068

Audit and risk
or corruption
prevention

TfNSW

Confidential Misconduct Reporting hotline:
report.misconduct@transport.nsw.gov.au
or 1800 302 750

Sydney Trains,
NSW Trains

Corruption Prevention Line
CorruptionPrevention@transport.nsw.gov.au
or 1800 629 826
Corruption and Misconduct Reporting Line
(1800 814 813)

RMS

Ethics hotline: 1800 043 642

STA

corruptionprevention@sta.nsw.gov.au

TfNSW

safety@transport.nsw.gov.au

RMS

Ensafe helpdesk: 1300 131 469

STA

safety@sta.nsw.gov.au

Sydney Trains,
NSW Trains

Safety Incident Hotline: 1800 772 779

For matters of
corruption involving
NSW public officials

Independent
Commission
Against
Corruption

1800 436 909

For matters relating
to maladministration

NSW Ombudsman

02 9286 1000 for the Sydney metropolitan
area or 1800 451 524 for regional NSW

For serious and
substantial waste

Audit Office
of NSW

mail@audit.nsw.gov.au
or 02 9275 7100

Workplace health
and safety

Security Control Centre: 02 9379 4444

External contacts
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tfnsw.nsw.gov.au
Tel 02 8202 2702 Fax 02 8202 3890
18 Lee Street Chippendale NSW 2008
PO Box K659 Haymarket NSW 1240
Disclaimer
While all care is taken in producing this work, no responsibility is taken or warranty made
with respect to the accuracy of any information, data or representation. The authors
(including copyright owners) expressly disclaim all liability in respect of anything done or
omitted to be done and the consequences upon reliance of the contents of this information.
© Transport for New South Wales
Users are welcome to copy, reproduce and distribute the information contained in this report
for non-commercial purposes only, provided acknowledgement is given to Transport for
NSW as the source.
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1. Introduction
The Transport Code of Conduct outlines the
standards of behaviour expected of staff in
the transport agencies listed below:
• Transport for NSW (TfNSW);
• Department of Transport;
• Roads and Maritime Services (RMS);
• Sydney Trains;
• NSW Trains;

Code of Ethics and Conduct for
NSW government sector employees
The Code of Ethics and Conduct for NSW
government sector employees applies to all
staff members in the Transport agencies.
In addition to complying with the Transport
Code of Conduct all staff must also comply
with the Code of Ethics and Conduct for NSW
government sector employees.

• State Transit.
The Code of Conduct will help us build a
values-based organisation that ensures insofar
as reasonably practicable that our vision
promotes and maintains public confidence
and trust in our work.
It provides a framework for appropriate
behaviour during our interactions with
customers, stakeholders and each other, and
outlines the standards required to guide our
decisions, actions and ethical behaviour in the
performance of our duties.
To meet these expectations we are
all responsible for understanding the
requirements of the Code of Conduct which
must be read in conjunction with Transport
and agency policies, procedures and industrial
instruments. We are all accountable for our
actions and behaviours, including any failure
to take action. You must seek guidance
from your manager if you require further
clarification, or if you find yourself in a position
where you are unsure how to act.

Who does this
Code cover?
The Code of Conduct covers all
permanent, temporary and casual staff.
The term ‘staff’ is used in this Code of
Conduct to cover these groups.
The term ‘manager’ applies to staff
members who have delegated authority
to supervise others and provide
management direction.
The Statement of Business Ethics
provides guidance to our commercial
partners on the behaviours expected of
them when doing business with us. Our
commercial partners are responsible for
ensuring that labour hire, professional
services contractors and consultants
are educated about the contents of this
Code of Conduct and their obligation to
comply with it.
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2. Transport responsibilities
Transport agencies conduct their business with
efficiency, fairness, impartiality and integrity.
Transport responsibilities include but are not
limited to:
• facilitating adequate understanding
of this Code of Conduct by providing
appropriate training and avenues to seek
clarification as required;
• providing you with access to current
policies and procedures that you are
required to comply with. This includes
appropriate notification of any changes
to these policies and procedures which
may impact on you;

• providing you with avenues to raise
concerns in relation to breaches of this
Code of Conduct which will be managed
in accordance with procedural fairness
and provide you with protection against
victimisation.
• ensuring the general conduct and
management of functions and activities
of the agencies are in accordance with
our values and this Code of Conduct; and
• facilitating the implementation of
policies and programs to create a safe
work environment free from bullying,
harassment and discrimination.
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3. Staff responsibilities
You are responsible for familiarising yourself
with agency policies and procedures, and
complying with them. You are also responsible
for making enquiries if you are unsure about
what actions to take.
You need to be aware that the reputation
of the transport agencies can be affected
by your actions at work and, in certain
circumstances, by your conduct outside the
workplace.
You must:
• treat our customers and colleagues fairly,
consistently and with respect;
• behave in a lawful, professional and
reasonable manner and always act in the
best interest of Transport;
• comply with agency policies and
procedures, as well as relevant legislative
and industrial requirements that apply
to you;
• understand the duties, responsibilities
and accountabilities of your role,
and perform these safely, honestly,
courteously and fairly;
• make impartial decisions that
demonstrate your agency’s values and
promotes confidence in the integrity of
public administration;
• comply with reasonable lawful requests,
directions and instructions given in the
course of your duties by any person with
authority to do so;

• maintain the integrity, confidentiality and
security of corporate information;
• report unethical, dishonest and/or
corrupt conduct;
• not discriminate, harass, bully or engage
in inappropriate workplace conduct;
• not gamble, including online gambling, in
the workplace and, in vehicles or vessels
using official devices, during paid work
time (excluding established practices
such as Melbourne Cup sweeps, selfadministered football tipping and lottery
syndicates); and
• present yourself in a professional manner,
including wearing the designated uniform
for your agency and required safety gear
appropriate to operations.
Nothing in this Code of Conduct affects
your rights to participate in lawful industrial
activities.

You need to be aware
that the reputation of
the transport agencies
can be affected by your
actions at work and, in
certain circumstances, by
your conduct outside the
workplace.
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4. Manager responsibilities
Managers are responsible for the fair and
effective management of their staff. As a
manager, you have additional responsibilities
to promote and demonstrate ethical
conduct, fairness and equality, and lead by
good example.
Managers must also:
• set an example to staff by demonstrating
agency values in everything they do and
being accountable for their actions or
omissions;
• communicate acceptable standards of
behaviour to staff, and take preventative
or corrective action where unacceptable
behaviours or practices are identified;

• raise awareness with staff regarding
agency policies and procedures;
• proactively identify situations that may
lead to corrupt conduct, and ensure
these are managed in accordance with
relevant policies and procedures;
• inform staff members of their
duties, responsibilities and expected
performance standards with adequate
information, guidance and feedback so
they can undertake them effectively,
efficiently and safely; and
• facilitate a positive workplace
environment through open, honest, twoway constructive communication.

• promote a workplace that is free from
discrimination, bullying, harassment and
inappropriate conduct;
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5. Ethical decision making
We must ensure that our decisions:
• are made lawfully, ethically and
impartially;
• promote agency values;
• align with overall organisational
objectives; and
• are in the public interest.
You must consider the implications of your
conduct, decisions and actions for yourself,
customers, colleagues and Transport. Any
information or advice you give or any
decisions you make must not lead to personal
gain ahead of public interest.
If you have delegation to make decisions
on behalf of Transport, the decisions must
be able to withstand external scrutiny. This
includes holding and maintaining adequate
records of decisions and actions, including the
reasons for those decisions.

Any information or advice
you give or any decisions
you make must not lead
to personal gain ahead of
public interest.
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6. Conflicts of interest
An actual, potential or perceived conflict of
interest exists when you could be influenced
by a personal interest in the course of your
official duties. Conflicts of interest that affect
impartial decision making may constitute
corrupt conduct.
A conflict or potential conflict could arise
through a range of personal interests
or connections including family, friends
and associates, or as a result of financial,
employment and/or community or political
interests or activities. While these associations
would not normally be required to be
declared, you may be the only person aware
of any actual, potential or perceived conflict
and are, therefore, responsible for identifying,
disclosing or managing such conflicts in a
transparent manner.
When considering whether or not there is
a conflict, it is important to consider your
role, the nature of your work and how others
would view the situation.
Where a conflict of interest may compromise
your ability to perform your role in an
impartial manner, the matter must be declared
in accordance with the Transport Conflicts of
Interest Policy – Personal Interests, Secondary
Employment; Gifts and Benefits and agency
procedures. You must also:
• identify methods for managing the
conflicts with your manager;
• disclose the conflict and arrange for it to
be registered on your agency’s Conflicts
of Interest Register; and
• monitor the conflict and comply with the
methods implemented to manage it.
Special arrangements apply to staff members
who are contesting state or federal elections.

In addition to the above all Senior Service
staff members (including staff acting in
Senior Service roles) are required to make an
annual written declaration of private financial,
business, personal and other interests or
relationships that have the potential to
influence, or could be perceived to influence,
decisions made or advice given by the staff
member.
Specific areas of potential conflict of interest
are detailed in the following sections of this
Code of Conduct:
• gifts and benefits; and
• secondary employment.
You must not misuse your position or business
information to which you have access to
secure future employment advantages within
and outside your agency, or to benefit any
other person or organisation, including
former staff.
You must be extremely careful when dealing
with former staff, and make sure you do not
give them favourable treatment or access
to corporate information. You must report
any attempt by a former staff member to
influence you. Failure to disclose a conflict
of interest may lead to disciplinary action
and may also constitute corrupt conduct
as defined in the Independent Commission
Against Corruption Act 1988 (NSW).

When considering whether
or not there is a conflict, it is
important to consider your
role, the nature of your work
and how others would view
the situation.
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7. Gifts and benefits
Gifts or benefits that pass between colleagues
or come from external organisations may
be perceived as being used to create
favourable impressions and gain preferential
treatment. You must not ask for gifts, benefits
or hospitality for yourself or anyone else
in connection with your employment at a
transport agency.
The acceptance of certain gifts and benefits
has the potential to compromise current and
future impartial decision making. Refer to
the Transport Conflicts of Interest Policy –
Personal Interests, Secondary Employment
and Gifts and Benefits, and relevant agency
procedures for specific information on
accepting gifts and benefits.

The acceptance of certain
gifts and benefits has the
potential to compromise
current and future impartial
decision making.
Significant personal loans (regardless of
whether interest is applied or not) exchanged
between staff and/or potential or actual
providers of services to a transport agency
may be considered a gift or benefit, and may
result in an actual, potential or perceived
conflict of interest.
Certain gifts, benefits and hospitality must be
refused. In particular, you must refuse gifts,
benefits and hospitality that:
• are of cash value, including gift vouchers,
shares and other monetary equivalents;
• might influence or be seen to influence
or are given with the aim of influencing
you at work;

• are for family members that arise in
connection with your official duties,
or which could be perceived to be
connected with your official duties by
a reasonable observer;
• might influence or have the potential to
influence recruitment or procurement
decisions;
• are inappropriate because of a staff
member’s position, role or activities;
• extend beyond reasonable courtesy
(hospitality); and/or
• are bonuses for agency purchases that
will benefit the receiver personally.
If you are offered two or more gifts of
appreciation or gratitude within a 12-month
period, regardless of the value of the gifts
or whether or not they were provided from
the one company or individual source,
and regardless of whether any have been
accepted or declined, they will be regarded as
a cumulative gift that will need to be declared
in writing.
If you are directly involved in procurement (for
example, as a member of a procurement team
or Tender Evaluation Panel, or engaged in
low-end purchasing), you are prohibited from
accepting any gift or benefit from a supplier
or potential supplier of goods or services to
any transport agency or yourself.
You must report attempts of bribery, and
the offer and acceptance of certain gifts and
benefits in accordance with the Transport
Conflicts of Interest Policy – Personal Interests,
Secondary Employment, Gifts and Benefits.
You are also responsible for ensuring relevant
gifts and benefits, including those that are
declined, are declared in accordance with your
agency procedures so they can be recorded
on the agency’s Gifts and Benefits Register.
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8. Secondary employment
When considering secondary employment,
you must assess whether it may adversely
affect the performance of your transport
agency duties and responsibilities, or give rise
to a conflict of interest. This applies regardless
of whether you are working full time, part time
or on a temporary basis. Staff involvement in
unpaid Union activities or Union activities for
which an honorarium is paid is not considered
secondary employment.
You must obtain written approval from
a delegated officer within your agency
before engaging in any form of secondary
employment outside of your transport role.
This applies to new staff members who, upon
joining a transport agency, have outside
employment they wish to continue.
If approval is obtained, you must ensure that:
• the secondary employment is performed
wholly on your own time;
• you present for work fit for duty and your
secondary employment must not result
in a breach of any relevant regulatory,
agency or safe working requirements
with regard to work times and rest
periods;
• there is no actual or perceived conflict
of interest between your duties with the
transport agency and your secondary
employment;

• there is no adverse impact on the
performance of duties with your agency;
• the secondary employment does not
involve the use of Transport agencies
intellectual property, confidential
information or resources. This excludes
emergency services work;
• transport equipment is not used in your
work for another employer or for your
own business. This does not include
reasonable use of equipment for Union
delegates for appropriate industrial
activity;
• your transport agency contact details
(such as telephone number and email
address) are not provided as a contact
point for private business or practice; and
• you promptly notify your manager if
there is a change or proposed change
in the circumstances of approved
secondary employment.

You must obtain written
approval from a delegated
officer within your agency
before engaging in
any form of secondary
employment outside of
your transport role.
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9. Workplace health and safety
We prioritise safety, and are committed to
providing a safe workplace and safe culture
for our staff, customers, suppliers and visitors
in accordance with the Work Health and
Safety Act 2011 (NSW), Rail Safety (Adoption
of National Law) Act 2012 (NSW), Rail Safety
National Law (NSW), Passenger Transport Act
1990 (NSW) and the Marine Safety Act 1998
(NSW). You must be familiar with and, as far
as reasonably able, adhere to your agency’s
safety policies, procedures and guidelines
which provide additional information on your
obligations under relevant legislation.
You should consider safety in everything you
do. We all play a part in making sure that,
as far as reasonably practicable, our work
environment is safe and free from hazards. This
includes ensuring our customers experience
safe, clean and reliable passenger services,
working safely and preventing circumstances
that may endanger our colleagues.

Without limiting the application of relevant
health and safety legislation, your agency
must ensure, so far as is reasonably
practicable, your health and safety and that
the health and safety of other persons is not
put at risk from the agency’s work.
As a staff member, you are required to:
• take reasonable care of your own health
and safety;
• take reasonable care that your acts or
omissions do not adversely affect the
health and safety of other persons;
• comply, so far as you are reasonably able,
with any reasonable safety instruction;
and
• co-operate with any reasonable agency
policy or procedure relating to health or
safety at the workplace that has been
notified to you.
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10. Drugs and alcohol
You are responsible for complying with your
agency’s drug and alcohol policy and/or
relevant legislation. This includes prescribed,
over-the-counter and alternative medication
which may negatively affect your ability to
perform your duties, or pose a risk to your
safety or that of others.
Returning a positive drug or alcohol test, or
tampering with or refusing a test, may be
an offence or contravene agency policies/
procedures and may result in disciplinary
action.
You should inform your manager where you
have reason to suspect anyone working for
a transport agency may be abusing or under
the influence of drugs or alcohol.
You are encouraged to disclose if you have a
drug or alcohol dependency, so appropriate
action can be taken to provide relevant
support and maintain a safe workplace.

Refer to your agency’s drug and alcohol
policy for disclosure advice.
No alcohol or prohibited drugs are permitted
to be consumed on agency premises at
any time.
You may only store alcohol in the workplace
or sell alcohol to customers when required
to do so as part of your official duties. For
instance, NSW Trains staff members may be
expected to sell alcohol as part of their duties.

No alcohol or prohibited
drugs are permitted to
be consumed on agency
premises at any time.
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11. Smoke-free workplace
Smoking is not permitted in any transport
agency workplace.
You must not smoke:
• in an enclosed public place, which
includes professional, trade, commercial
and other business premises, trains,
buses, trams, aeroplanes, taxis and hire
cars, ferries and other vessels;
• within 4 metres of the pedestrian
entrance or exit of any public building,
building lobbies, offices, stairwells,
elevators, toilets, meal rooms, lounge
areas, training rooms or meeting rooms;
• in any area of a train station, including the
platform, workshops, and covered areas
of maintenance depots and sites;
• in any area pertaining to vessel operation,
including wharves and dry docks;
• in bus depot workshops, or public
transport stops or stations; or
• in any area of any transport vehicle,
including buses, trains, vessels, cars and
other road vehicles.

Smoking is not permitted
in any transport agency
workplace.
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12. Bullying, harassment, discrimination and
inappropriate workplace conduct
We have zero tolerance for bullying,
harassment, discrimination and inappropriate
workplace conduct. You must treat all
colleagues, customers and members of
the public fairly, with dignity and respect.
The manner in which such behaviour will

be managed are set out in the Transport
Prevention and Management of Bullying
and Harassment Policy, Discrimination Free
Workplace Policy and relevant agency
procedures.

13. Child protection in the workplace
We all have a responsibility to act
appropriately when dealing with children.
Under the Ombudsman Act 1974 (NSW), a
child is defined as a person under the age
of 18, and so may include a customer or
colleague. Appropriate conduct includes, but
is not limited to:
• reasonable conduct for the purpose of
management of a child; and
• using appropriate language to attract a
child’s attention for safety purposes.
You must report incidents or allegations of
inappropriate conduct towards a child to your
manager. All reports will be treated seriously
and may be investigated and/or reported

to the NSW Ombudsman within 30 days of
the agency being notified of the allegations.
Reportable conduct may include, but is not
limited to:
• assault, ill-treatment or neglect of a child;
• behaviour that causes psychological
harm to a child; and/or
• any sexual offence or sexual misconduct
committed against, with or in the
presence of a child (including a child
pornography offence or an offence
involving child abuse material).

You must report incidents or
allegations of inappropriate
conduct towards a child to
your manager.
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14. Criminal conduct
If you are charged or convicted with any
offence which may impact on your ability
to undertake part or all of the inherent
requirements of your role, you must
immediately notify your manager.

Wales that is punishable by imprisonment for
six months or more or an offence committed
elsewhere that, if it had been committed in
New South Wales, would be an offence so
punishable.

If you are charged or convicted with a serious
criminal offence, whether or not it is related
to work, you must immediately notify your
manager. You may be suspended from duty
pending the outcome of disciplinary or legal
proceedings. A serious criminal offence
means an offence committed in New South

If there is sound evidence that you have
committed a criminal offence at work
or related to work, Transport may take
disciplinary action against you as well as
notifying the police or other relevant external
authority.

If you are charged or
convicted with a serious
criminal offence, whether
or not it is related to work,
you must immediately notify
your manager.
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15. Corrupt conduct and public interest
disclosures
Our customers expect us to perform
our duties honestly and in the public
interest. Corrupt behaviour that involves
maladministration, and serious and substantial
waste of public money will not be tolerated.
If you have reasonable grounds to suspect
any unethical behaviour, dishonest or corrupt
conduct, you must report it. A manager
who receives a report that might qualify
as a protected disclosure must advise and
encourage the reporter to make a report
directly to one of the delegated contacts, so
that the reporter may be protected under the
Public Interest Disclosures Act 1994 (PID Act).
The PID Act provides protections for staff
making protected disclosures, including
in relation to detrimental action and
confidentiality. Detrimental action means
action causing, comprising or involving any of
the following:
a. injury, damage or loss;
b. intimidation or harassment;
c. discrimination, disadvantage or adverse
treatment in relation to employment;
d. dismissal from, or prejudice in,
employment; and/or
e. disciplinary proceeding.
Under the PID Act, the identity of a person
who has made a public interest disclosure is
not to be disclosed unless:
• the person consents in writing or has
voluntarily identified themselves;
• it is essential, having regard to the
principles of natural justice; or

Corrupt conduct, as defined in the
Independent Commission Against Corruption
Act 1988, is deliberate or intentional
wrongdoing, not negligence or a mistake. It
has to involve or affect a NSW public official
or public sector organisation. It is illegal
and may have serious consequences such
as dismissal and/or imprisonment. Corrupt
conduct in the course of your employment
may include, but is not limited to:
• offering or accepting bribes,
commissions or unauthorised payments;
• blackmail;
• criminal activity including, but not limited
to, fraud or theft, comprising the abusive
or fraudulent use of official material,
finances or information;
• the dishonest use of your role for
personal gain or the advantage of
others; or where a member of the public
influences, or tries to influence, you to
use your role in a way that is dishonest,
biased or breaches public trust;
• acting dishonestly or unfairly, or
breaching public trust; and/or
• unauthorised disclosure of corporate
information or material.

You must report if you know
about or have reasonable
grounds to suspect any
unethical, dishonest or
corrupt conduct.

• disclosure of information identifying the
person is necessary to investigate the
matter effectively or it is otherwise in the
public interest to do so.
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Maladministration is defined in the
Independent Commission Against Corruption
Act 1988 as conduct that involves action or
inaction of a serious nature that is:
• contrary to law;
• unreasonable, unjust, or oppressive or
improperly discriminatory; or
• based wholly or partly on improper
motives.
Reports of misconduct related to corruption,
maladministration, serious and substantial
waste and breaches of the Government
Information (Public Access) Act 2009 (GIPA
Act) (NSW) may be considered ‘Public

Interest Disclosures’ under the PID Act. You
can make such reports in accordance with
the relevant agency policies and procedures
regarding public interest disclosures.
For a report to be considered a protected
disclosure, it must meet all requirements
under the PID Act. These include that:
• the person making the disclosure must
be a public official; and
• the person making the disclosure
honestly believes on reasonable grounds
that the information shows or tends to
show wrongdoing.
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16. Protecting confidential information
and privacy
You may handle or use confidential
information in the course of your duties.
Confidential information, in any form, must
not be disclosed to any party without official
approval, or as otherwise permitted by
legislation or court order.
Protecting our information appropriately
is good security practice and provides
confidence in transport agencies.
Unauthorised disclosure may cause harm
to individuals or give an individual or
organisation an improper advantage. The
integrity and credibility of Transport may
also be damaged if the organisation appears
unable to keep information secure.
Transport is committed to protecting personal
and health information in line with the Privacy
and Personal Information Protection Act
1998 (NSW) and the Health Records and
Information Privacy Act 2002 (NSW). Staff
who have access to personal information,
including medical or disciplinary information,
must only discuss such information with other
staff who have a specified need to know or
who are appropriately authorised to have
access to that information.
Confidential information must be kept secure,
and care must be used when taking it out of
the workplace. You are responsible for any
loss of confidential information from your
possession, which includes leaving information
unattended in public places or inadvertently
sending official information to an incorrect
recipient. Confidential information must not
be read openly or discussed in public areas.

If you are unsure whether disclosure of
information is authorised, seek advice from
your manager.
Under the State Records Act 1998 (NSW),
you are required to make and keep full and
accurate records in respect of your official
actions. You must do so in accordance with
your agency’s records management policy
and procedures.
To promote open, accountable, fair and
effective government, the GIPA Act gives
members of the public a right to access
government information. This right is
restricted only when there is an overriding
public interest against disclosing the particular
information. Any record you create – including
emails, working notebooks, draft documents
and database entries – has the potential to be
released to the wider public.
Being transparent, open, honest and
accountable for decisions increases public
confidence in the decision-making process of
transport agencies and encourages greater
trust. Transport is committed to ensuring
customers have appropriate access to
information in line with the objectives of the
GIPA Act.

Confidential information must
be kept secure, and care
must be used when taking it
out of the workplace.

Managers must ensure their personnel,
and any contractors, temporary staff or
secondees working with them, are aware of
their information security responsibilities and
any associated procedures, guidelines and
standards.
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17. Public comment
You have the right to make public comment
and enter into public debate on political and
social issues. Public comment includes, but is
not limited to; public speaking engagements;
comments on radio and television or in letters
to newspapers; profiles or activities on social
media (including posting, blogging, tweeting,
uploading photographs, commenting, sharing,
liking and re-tweeting); and/or expressing
views in books and journals, and on notices,
internet sites or any other medium where it
is expected that the comments will spread to
the community at large.
Whilst you have a right to make public
comment, if doing so in a capacity that has
not been authorised you must state that
the opinions are your own and that you are
making comment as an individual citizen or as
a representative of another organisation. You
should also do so without transport agency
insignia, including on clothing.
You must not make any comment on behalf
of Transport unless authorised to do so by a
delegated officer. All media inquiries must be
referred to the agency’s media unit. Making
public comment or releasing information must
only occur in accordance with agency policies
and procedures.

Whilst making public comment, you must not
disclose issues of a confidential nature except
for lawful or public interest purposes. You
may disclose official information that would
normally be publicly available, but should
only disclose other official information or
documents:
• where proper authority has been given;
• when required or authorised to do so by
law; and
• when called to give evidence in court.
In these cases, comments made must be
confined to factual information. Opinions on
transport agencies and government policies
or decisions must be avoided unless required
by law.

You must not make any
comment on behalf of
Transport unless authorised
to do so by a delegated
officer.
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18. NSW Government Lobbyist Code
of Conduct
As staff members of a transport agency, you
are considered ‘government representatives’
in the NSW Government Lobbyist Code of
Conduct, and must adhere to the Code at
all times. Transport will only engage with
professional lobbyists if they are listed on the
NSW Department of Premier and Cabinet
(DPC) Register of Lobbyists.
A lobbyist is a person, body corporate,
unincorporated association, partnership
or firm whose business includes being
contracted or engaged to represent the
interests of a third party to a government
representative. A lobbyist is not:
• an association or organisation
constituted to represent the interests of
its members;
• a religious or charitable organisation; or

Staff involved in professional lobbying – that
is, those contracted or engaged to represent
the interests of a third party to a government
representative – must abide by the NSW
Government Lobbyist Code of Conduct
available at
arp.nsw.gov.au/m2014-13-nsw-lobbyists-codeconduct

Transport will only engage
with professional lobbyists if
they are listed on the NSW
Department of Premier and
Cabinet (DPC) Register of
Lobbyists.

• an entity or person whose business is
a recognised technical or professional
occupation which, as part of the services
provided to third parties in the course of
that occupation, represents the views of
the third party who has engaged them.
If you are approached by a lobbyist, you
are not permitted to engage with them in
relation to official business unless they are on
the DPC Register of Lobbyists and you have
the delegated authority to do so. If you are
satisfied that the lobbyist is registered and
elect to meet with them, another transport
representative must also be in attendance.
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19. Use of official resources
Official resources includes computers,
laptops, telephones, mobile phones, faxes,
photocopiers, email and the internet.

You are responsible and accountable for the
security of any official property issued to you
during the course of your duties.

You are expected to be economical and
considerate in the use and management of
official resources. Minimal personal use of
official resources, is permitted, provided the
use does not interfere with the performance
of your work and complies with relevant
agency policies and procedures.

You must take reasonable care of all
equipment, including vehicles and vessels,
so that they are safe and reliable for all staff
members to use. Private use of fleet vehicles
is not permitted except in an emergency,
exceptional circumstances or when permitted
in agency policy or industrial instruments. In
such cases, you must notify your manager
as soon as possible. Staff must be in a fit
condition when driving fleet vehicles and have
a current and appropriate class of licence.
Fuel cards must only be used for the specific
vehicle for which they are issued.

Reasonable access to and use of official
resources by union delegates is permitted in
accordance with relevant industrial instruments.

LooksFresh Photography

You are responsible and
accountable for the security
of any official property
issued to you during the
course of your duties.
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20. Intellectual property
In the course of your duties, you may
be authorised to use, or involved in the
development of, transport agency intellectual
property and confidential information. You
must not use this for non-work related
purposes including, but not limited to:
• private business activities; or
• in the course of secondary or subsequent
employment.
This applies even if the relevant materials
were originally created by you for a transport
agency.
For further information please refer to the
relevant transport agency’s policy and/or
procedure about intellectual property and
confidential information.
Intellectual property (IP) rights include a
range of legal rights that protect intellectual
and creative output. The most common
examples include:

Transport owns all intellectual property
created by you in the course of your
employment, including but not limited to
any work:
• that is directly or indirectly related
to your duties and responsibilities to
Transport, regardless of whether or not
that work is undertaken at a transport
agency workplace or during normal
working hours; and
• that involves you using any of the
transport agency’s information, resources
or materials, regardless of whether or not
that work is undertaken at a transport
agency workplace or during normal
working hours.
Intellectual property remains the property of
the relevant transport agency unless there is an
agreement in writing with an officer of agency
with delegated authority to the contrary.

• copyright;
• confidential information and trade
secrets;
• trademarks, designs and circuit layout
rights; and
• patents.

Intellectual property (IP)
rights include a range of legal
rights that protect intellectual
and creative output.
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21. Breaches
You are required to read and understand,
to the best of your ability, and undertake to
abide by: the Transport Code of Conduct;
the Code of Ethics and Conduct for NSW
government sector employees; and agency
policies and procedures.
You should report any concerns about a
breach of this Code of Conduct or the Code
of Ethics and Conduct for NSW government
sector employees, that you believe to be
genuine to your manager. If you are not
comfortable reporting the breach to your
manager, you should refer the matter to
a more senior staff member. Such reports
will be treated seriously and managed
under the principles of procedural fairness
and in accordance with agency policies
and procedures.

Transport is committed to protecting any
person who raises concerns about a breach
of the Code of Conduct or the Code of Ethics
and Conduct for NSW government sector
employees from victimisation or retaliation.
Any attempt to take detrimental action
against a person who raises a legitimate
concern will be treated seriously and may
be considered to be a breach of this Code
of Conduct.
If you are found to be in breach of this
Code of Conduct or the Code of Ethics
and Conduct for NSW government sector
employees, you may be subject to disciplinary
action, up to and including termination of your
employment or contract in accordance with
agency policies and procedures.
Breaches of the law may also lead to
prosecution.

Breaches of the law may
also lead to prosecution.
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22. Assistance
It is important that you understand and comply with the content of this Code of Conduct.
For assistance, contact the relevant authority listed in the table below.
Internal contacts
General enquiries

HR Advisory

TfNSWHR@transport.nsw.gov.au
or 1800 618 445

Confidential
counselling

Employee
Assistance Program

TfNSW and RMS: 1300 360 364
Sydney Trains/NSW Trains: 1300 364 213
STA: 1800 337 068

Audit and risk
or corruption
prevention

TfNSW

Confidential Misconduct Reporting hotline:
report.misconduct@transport.nsw.gov.au
or 1800 302 750

Sydney Trains,
NSW Trains

Corruption Prevention Line
CorruptionPrevention@transport.nsw.gov.au
or 1800 629 826
Corruption and Misconduct Reporting Line
(1800 814 813)

RMS

Ethics hotline: 1800 043 642

STA

corruptionprevention@sta.nsw.gov.au

TfNSW

safety@transport.nsw.gov.au

RMS

Ensafe helpdesk: 1300 131 469

STA

safety@sta.nsw.gov.au

Sydney Trains,
NSW Trains

Safety Incident Hotline: 1800 772 779

For matters of
corruption involving
NSW public officials

Independent
Commission
Against
Corruption

1800 436 909

For matters relating
to maladministration

NSW Ombudsman

02 9286 1000 for the Sydney metropolitan
area or 1800 451 524 for regional NSW

For serious and
substantial waste

Audit Office
of NSW

mail@audit.nsw.gov.au
or 02 9275 7100

Workplace health
and safety

Security Control Centre: 02 9379 4444

External contacts
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transport.nsw.gov.au
T 02 8202 2702 | F 02 8202 3890
18 Lee Street Chippendale NSW 2008
PO Box K659 Haymarket NSW 1240
Disclaimer
While all care is taken in producing this work, no responsibility is taken or warranty made
with respect to the accuracy of any information, data or representation. The authors
(including copyright owners) expressly disclaim all liability in respect of anything done or
omitted to be done and the consequences upon reliance of the contents of this information.
© Transport for New South Wales
Users are welcome to copy, reproduce and distribute the information contained in this report
for non-commercial purposes only, provided acknowledgement is given to Transport for
NSW as the source.
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1. Introduction
The Transport Code of Conduct outlines the
standards of behaviour expected of staff in
the transport agencies listed below:
• Transport for NSW (TfNSW);
• Department of Transport;
• Roads and Maritime Services (RMS);
• Sydney Trains;
• NSW Trains;

Code of Ethics and Conduct for
NSW government sector employees
The Code of Ethics and Conduct for NSW
government sector employees applies to all
staff members in the Transport agencies.
In addition to complying with the Transport
Code of Conduct all staff must also comply
with the Code of Ethics and Conduct for NSW
government sector employees.

• State Transit;
• Sydney Metro.
The Code of Conduct will help us build a
values-based organisation that ensures insofar
as reasonably practicable that our vision
promotes and maintains public confidence
and trust in our work.
It provides a framework for appropriate
behaviour during our interactions with
customers, stakeholders and each other, and
outlines the standards required to guide our
decisions, actions and ethical behaviour in the
performance of our duties.
To meet these expectations we are
all responsible for understanding the
requirements of the Code of Conduct which
must be read in conjunction with Transport
and agency policies, procedures and industrial
instruments. We are all accountable for our
actions and behaviours, including any failure
to take action. You must seek guidance
from your manager if you require further
clarification, or if you find yourself in a position
where you are unsure how to act.

Who does this
Code cover?
The Code of Conduct covers all
permanent, temporary and casual staff.
The term ‘staff’ is used in this Code of
Conduct to cover these groups.
The term ‘manager’ applies to staff
members who have delegated authority
to supervise others and provide
management direction.
The Statement of Business Ethics
provides guidance to our commercial
partners on the behaviours expected of
them when doing business with us. Our
commercial partners are responsible for
ensuring that labour hire, professional
services contractors and consultants
are educated about the contents of this
Code of Conduct and their obligation to
comply with it.
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2. Transport responsibilities
Transport agencies conduct their business with
efficiency, fairness, impartiality and integrity.
Transport responsibilities include but are not
limited to:
• facilitating adequate understanding
of this Code of Conduct by providing
appropriate training and avenues to seek
clarification as required;
• providing you with access to current
policies and procedures that you are
required to comply with. This includes
appropriate notification of any changes
to these policies and procedures which
may impact on you;

• providing you with avenues to raise
concerns in relation to breaches of this
Code of Conduct which will be managed
in accordance with procedural fairness
and provide you with protection against
victimisation.
• ensuring the general conduct and
management of functions and activities
of the agencies are in accordance with
our values and this Code of Conduct; and
• facilitating the implementation of
policies and programs to create a safe
work environment free from bullying,
harassment and discrimination.
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3. Staff responsibilities
You are responsible for familiarising yourself
with agency policies and procedures, and
complying with them. You are also responsible
for making enquiries if you are unsure about
what actions to take.
You need to be aware that the reputation
of the transport agencies can be affected
by your actions at work and, in certain
circumstances, by your conduct outside the
workplace.
You must:
• treat our customers and colleagues fairly,
consistently and with respect;
• behave in a lawful, professional and
reasonable manner and always act in the
best interest of Transport;
• comply with agency policies and
procedures, as well as relevant legislative
and industrial requirements that apply
to you;
• understand the duties, responsibilities
and accountabilities of your role,
and perform these safely, honestly,
courteously and fairly;
• make impartial decisions that
demonstrate your agency’s values and
promotes confidence in the integrity of
public administration;
• comply with reasonable lawful requests,
directions and instructions given in the
course of your duties by any person with
authority to do so;

• maintain the integrity, confidentiality and
security of corporate information;
• report unethical, dishonest and/or
corrupt conduct;
• not discriminate, harass, bully or engage
in inappropriate workplace conduct;
• not gamble, including online gambling, in
the workplace and, in vehicles or vessels
using official devices, during paid work
time (excluding established practices
such as Melbourne Cup sweeps, selfadministered football tipping and lottery
syndicates); and
• present yourself in a professional manner,
including wearing the designated uniform
for your agency and required safety gear
appropriate to operations.
Nothing in this Code of Conduct affects
your rights to participate in lawful industrial
activities.

You need to be aware
that the reputation of
the transport agencies
can be affected by your
actions at work and, in
certain circumstances, by
your conduct outside the
workplace.
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4. Manager responsibilities
Managers are responsible for the fair and
effective management of their staff. As a
manager, you have additional responsibilities
to promote and demonstrate ethical
conduct, fairness and equality, and lead by
good example.
Managers must also:
• set an example to staff by demonstrating
agency values in everything they do and
being accountable for their actions or
omissions;
• communicate acceptable standards of
behaviour to staff, and take preventative
or corrective action where unacceptable
behaviours or practices are identified;

• raise awareness with staff regarding
agency policies and procedures;
• proactively identify situations that may
lead to corrupt conduct, and ensure
these are managed in accordance with
relevant policies and procedures;
• inform staff members of their
duties, responsibilities and expected
performance standards with adequate
information, guidance and feedback so
they can undertake them effectively,
efficiently and safely; and
• facilitate a positive workplace
environment through open, honest, twoway constructive communication.

• promote a workplace that is free from
discrimination, bullying, harassment and
inappropriate conduct;
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5. Ethical decision making
We must ensure that our decisions:
• are made lawfully, ethically and
impartially;
• promote agency values;
• align with overall organisational
objectives; and
• are in the public interest.
You must consider the implications of your
conduct, decisions and actions for yourself,
customers, colleagues and Transport. Any
information or advice you give or any
decisions you make must not lead to personal
gain ahead of public interest.
If you have delegation to make decisions
on behalf of Transport, the decisions must
be able to withstand external scrutiny. This
includes holding and maintaining adequate
records of decisions and actions, including the
reasons for those decisions.

Any information or advice
you give or any decisions
you make must not lead
to personal gain ahead of
public interest.
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6. Conflicts of interest
An actual, potential or perceived conflict of
interest exists when you could be influenced
by a personal interest in the course of your
official duties. Conflicts of interest that affect
impartial decision making may constitute
corrupt conduct.
A conflict or potential conflict could arise
through a range of personal interests
or connections including family, friends
and associates, or as a result of financial,
employment and/or community or political
interests or activities. While these associations
would not normally be required to be
declared, you may be the only person aware
of any actual, potential or perceived conflict
and are, therefore, responsible for identifying,
disclosing or managing such conflicts in a
transparent manner.
When considering whether or not there is
a conflict, it is important to consider your
role, the nature of your work and how others
would view the situation.
Where a conflict of interest may compromise
your ability to perform your role in an
impartial manner, the matter must be declared
in accordance with the Transport Conflicts of
Interest Policy – Personal Interests, Secondary
Employment; Gifts and Benefits and agency
procedures. You must also:
• identify methods for managing the
conflicts with your manager;
• disclose the conflict and arrange for it to
be registered on your agency’s Conflicts
of Interest Register; and
• monitor the conflict and comply with the
methods implemented to manage it.
Special arrangements apply to staff members
who are contesting state or federal elections.

In addition to the above all Senior Service
staff members (including staff acting in
Senior Service roles) are required to make an
annual written declaration of private financial,
business, personal and other interests or
relationships that have the potential to
influence, or could be perceived to influence,
decisions made or advice given by the staff
member.
Specific areas of potential conflict of interest
are detailed in the following sections of this
Code of Conduct:
• gifts and benefits; and
• secondary employment.
You must not misuse your position or business
information to which you have access to
secure future employment advantages within
and outside your agency, or to benefit any
other person or organisation, including
former staff.
You must be extremely careful when dealing
with former staff, and make sure you do not
give them favourable treatment or access
to corporate information. You must report
any attempt by a former staff member to
influence you. Failure to disclose a conflict
of interest may lead to disciplinary action
and may also constitute corrupt conduct
as defined in the Independent Commission
Against Corruption Act 1988 (NSW).

When considering whether
or not there is a conflict, it is
important to consider your
role, the nature of your work
and how others would view
the situation.
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7. Gifts and benefits
Gifts or benefits that pass between colleagues
or come from external organisations may
be perceived as being used to create
favourable impressions and gain preferential
treatment. You must not ask for gifts, benefits
or hospitality for yourself or anyone else
in connection with your employment at a
transport agency.
The acceptance of certain gifts and benefits
has the potential to compromise current and
future impartial decision making. Refer to
the Transport Conflicts of Interest Policy –
Personal Interests, Secondary Employment
and Gifts and Benefits, and relevant agency
procedures for specific information on
accepting gifts and benefits.

The acceptance of certain
gifts and benefits has the
potential to compromise
current and future impartial
decision making.
Significant personal loans (regardless of
whether interest is applied or not) exchanged
between staff and/or potential or actual
providers of services to a transport agency
may be considered a gift or benefit, and may
result in an actual, potential or perceived
conflict of interest.
Certain gifts, benefits and hospitality must be
refused. In particular, you must refuse gifts,
benefits and hospitality that:
• are of cash value, including gift vouchers,
shares and other monetary equivalents;
• might influence or be seen to influence
or are given with the aim of influencing
you at work;

• are for family members that arise in
connection with your official duties,
or which could be perceived to be
connected with your official duties by
a reasonable observer;
• might influence or have the potential to
influence recruitment or procurement
decisions;
• are inappropriate because of a staff
member’s position, role or activities;
• extend beyond reasonable courtesy
(hospitality); and/or
• are bonuses for agency purchases that
will benefit the receiver personally.
If you are offered two or more gifts of
appreciation or gratitude within a 12-month
period, regardless of the value of the gifts
or whether or not they were provided from
the one company or individual source,
and regardless of whether any have been
accepted or declined, they will be regarded as
a cumulative gift that will need to be declared
in writing.
If you are directly involved in procurement (for
example, as a member of a procurement team
or Tender Evaluation Panel, or engaged in
low-end purchasing), you are prohibited from
accepting any gift or benefit from a supplier
or potential supplier of goods or services to
any transport agency or yourself.
You must report attempts of bribery, and
the offer and acceptance of certain gifts and
benefits in accordance with the Transport
Conflicts of Interest Policy – Personal Interests,
Secondary Employment, Gifts and Benefits.
You are also responsible for ensuring relevant
gifts and benefits, including those that are
declined, are declared in accordance with your
agency procedures so they can be recorded
on the agency’s Gifts and Benefits Register.
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8. Secondary employment
When considering secondary employment,
you must assess whether it may adversely
affect the performance of your transport
agency duties and responsibilities, or give rise
to a conflict of interest. This applies regardless
of whether you are working full time, part time
or on a temporary basis. Staff involvement in
unpaid Union activities or Union activities for
which an honorarium is paid is not considered
secondary employment.
You must obtain written approval from
a delegated officer within your agency
before engaging in any form of secondary
employment outside of your transport role.
This applies to new staff members who, upon
joining a transport agency, have outside
employment they wish to continue.
If approval is obtained, you must ensure that:
• the secondary employment is performed
wholly on your own time;
• you present for work fit for duty and your
secondary employment must not result
in a breach of any relevant regulatory,
agency or safe working requirements
with regard to work times and rest
periods;
• there is no actual or perceived conflict
of interest between your duties with the
transport agency and your secondary
employment;

• there is no adverse impact on the
performance of duties with your agency;
• the secondary employment does not
involve the use of Transport agencies
intellectual property, confidential
information or resources. This excludes
emergency services work;
• transport equipment is not used in your
work for another employer or for your
own business. This does not include
reasonable use of equipment for Union
delegates for appropriate industrial
activity;
• your transport agency contact details
(such as telephone number and email
address) are not provided as a contact
point for private business or practice; and
• you promptly notify your manager if
there is a change or proposed change
in the circumstances of approved
secondary employment.

You must obtain written
approval from a delegated
officer within your agency
before engaging in
any form of secondary
employment outside of
your transport role.
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9. Workplace health and safety
We prioritise safety, and are committed to
providing a safe workplace and safe culture
for our staff, customers, suppliers and visitors
in accordance with the Work Health and
Safety Act 2011 (NSW), Rail Safety (Adoption
of National Law) Act 2012 (NSW), Rail Safety
National Law (NSW), Passenger Transport Act
1990 (NSW) and the Marine Safety Act 1998
(NSW). You must be familiar with and, as far
as reasonably able, adhere to your agency’s
safety policies, procedures and guidelines
which provide additional information on your
obligations under relevant legislation.
You should consider safety in everything you
do. We all play a part in making sure that,
as far as reasonably practicable, our work
environment is safe and free from hazards. This
includes ensuring our customers experience
safe, clean and reliable passenger services,
working safely and preventing circumstances
that may endanger our colleagues.

Without limiting the application of relevant
health and safety legislation, your agency
must ensure, so far as is reasonably
practicable, your health and safety and that
the health and safety of other persons is not
put at risk from the agency’s work.
As a staff member, you are required to:
• take reasonable care of your own health
and safety;
• take reasonable care that your acts or
omissions do not adversely affect the
health and safety of other persons;
• comply, so far as you are reasonably able,
with any reasonable safety instruction;
and
• co-operate with any reasonable agency
policy or procedure relating to health or
safety at the workplace that has been
notified to you.
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10. Drugs and alcohol
You are responsible for complying with your
agency’s drug and alcohol policy and/or
relevant legislation. This includes prescribed,
over-the-counter and alternative medication
which may negatively affect your ability to
perform your duties, or pose a risk to your
safety or that of others.
Returning a positive drug or alcohol test, or
tampering with or refusing a test, may be
an offence or contravene agency policies/
procedures and may result in disciplinary
action.
You should inform your manager where you
have reason to suspect anyone working for
a transport agency may be abusing or under
the influence of drugs or alcohol.
You are encouraged to disclose if you have a
drug or alcohol dependency, so appropriate
action can be taken to provide relevant
support and maintain a safe workplace.

Refer to your agency’s drug and alcohol
policy for disclosure advice.
No alcohol or prohibited drugs are permitted
to be consumed on agency premises at
any time.
You may only store alcohol in the workplace
or sell alcohol to customers when required
to do so as part of your official duties. For
instance, NSW Trains staff members may be
expected to sell alcohol as part of their duties.

No alcohol or prohibited
drugs are permitted to
be consumed on agency
premises at any time.
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11. Smoke-free workplace
Smoking is not permitted in any transport
agency workplace.
You must not smoke:
• in an enclosed public place, which
includes professional, trade, commercial
and other business premises, trains,
buses, trams, aeroplanes, taxis and hire
cars, ferries and other vessels;
• within 4 metres of the pedestrian
entrance or exit of any public building,
building lobbies, offices, stairwells,
elevators, toilets, meal rooms, lounge
areas, training rooms or meeting rooms;
• in any area of a train station, including the
platform, workshops, and covered areas
of maintenance depots and sites;
• in any area pertaining to vessel operation,
including wharves and dry docks;
• in bus depot workshops, or public
transport stops or stations; or
• in any area of any transport vehicle,
including buses, trains, vessels, cars and
other road vehicles.

Smoking is not permitted
in any transport agency
workplace.
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12. Bullying, harassment, discrimination and
inappropriate workplace conduct
We have zero tolerance for bullying,
harassment, discrimination and inappropriate
workplace conduct. You must treat all
colleagues, customers and members of
the public fairly, with dignity and respect.
The manner in which such behaviour will

be managed are set out in the Transport
Prevention and Management of Bullying
and Harassment Policy, Discrimination Free
Workplace Policy and relevant agency
procedures.

13. Child protection in the workplace
We all have a responsibility to act
appropriately when dealing with children.
Under the Ombudsman Act 1974 (NSW), a
child is defined as a person under the age
of 18, and so may include a customer or
colleague. Appropriate conduct includes, but
is not limited to:
• reasonable conduct for the purpose of
management of a child; and
• using appropriate language to attract a
child’s attention for safety purposes.
You must report incidents or allegations of
inappropriate conduct towards a child to your
manager. All reports will be treated seriously
and may be investigated and/or reported

to the NSW Ombudsman within 30 days of
the agency being notified of the allegations.
Reportable conduct may include, but is not
limited to:
• assault, ill-treatment or neglect of a child;
• behaviour that causes psychological
harm to a child; and/or
• any sexual offence or sexual misconduct
committed against, with or in the
presence of a child (including a child
pornography offence or an offence
involving child abuse material).

You must report incidents or
allegations of inappropriate
conduct towards a child to
your manager.
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14. Criminal conduct
If you are charged or convicted with any
offence which may impact on your ability
to undertake part or all of the inherent
requirements of your role, you must
immediately notify your manager.

Wales that is punishable by imprisonment for
six months or more or an offence committed
elsewhere that, if it had been committed in
New South Wales, would be an offence so
punishable.

If you are charged or convicted with a serious
criminal offence, whether or not it is related
to work, you must immediately notify your
manager. You may be suspended from duty
pending the outcome of disciplinary or legal
proceedings. A serious criminal offence
means an offence committed in New South

If there is sound evidence that you have
committed a criminal offence at work
or related to work, Transport may take
disciplinary action against you as well as
notifying the police or other relevant external
authority.

If you are charged or
convicted with a serious
criminal offence, whether
or not it is related to work,
you must immediately notify
your manager.
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15. Corrupt conduct and public interest
disclosures
Our customers expect us to perform
our duties honestly and in the public
interest. Corrupt behaviour that involves
maladministration, and serious and substantial
waste of public money will not be tolerated.
If you have reasonable grounds to suspect
any unethical behaviour, dishonest or corrupt
conduct, you must report it. A manager
who receives a report that might qualify
as a protected disclosure must advise and
encourage the reporter to make a report
directly to one of the delegated contacts, so
that the reporter may be protected under the
Public Interest Disclosures Act 1994 (PID Act).
The PID Act provides protections for staff
making protected disclosures, including
in relation to detrimental action and
confidentiality. Detrimental action means
action causing, comprising or involving any of
the following:
a. injury, damage or loss;
b. intimidation or harassment;
c. discrimination, disadvantage or adverse
treatment in relation to employment;
d. dismissal from, or prejudice in,
employment; and/or
e. disciplinary proceeding.
Under the PID Act, the identity of a person
who has made a public interest disclosure is
not to be disclosed unless:
• the person consents in writing or has
voluntarily identified themselves;
• it is essential, having regard to the
principles of natural justice; or

Corrupt conduct, as defined in the
Independent Commission Against Corruption
Act 1988, is deliberate or intentional
wrongdoing, not negligence or a mistake. It
has to involve or affect a NSW public official
or public sector organisation. It is illegal
and may have serious consequences such
as dismissal and/or imprisonment. Corrupt
conduct in the course of your employment
may include, but is not limited to:
• offering or accepting bribes,
commissions or unauthorised payments;
• blackmail;
• criminal activity including, but not limited
to, fraud or theft, comprising the abusive
or fraudulent use of official material,
finances or information;
• the dishonest use of your role for
personal gain or the advantage of
others; or where a member of the public
influences, or tries to influence, you to
use your role in a way that is dishonest,
biased or breaches public trust;
• acting dishonestly or unfairly, or
breaching public trust; and/or
• unauthorised disclosure of corporate
information or material.

You must report if you know
about or have reasonable
grounds to suspect any
unethical, dishonest or
corrupt conduct.

• disclosure of information identifying the
person is necessary to investigate the
matter effectively or it is otherwise in the
public interest to do so.
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Maladministration is defined in the
Independent Commission Against Corruption
Act 1988 as conduct that involves action or
inaction of a serious nature that is:
• contrary to law;
• unreasonable, unjust, or oppressive or
improperly discriminatory; or
• based wholly or partly on improper
motives.
Reports of misconduct related to corruption,
maladministration, serious and substantial
waste and breaches of the Government
Information (Public Access) Act 2009 (GIPA
Act) (NSW) may be considered ‘Public

Interest Disclosures’ under the PID Act. You
can make such reports in accordance with
the relevant agency policies and procedures
regarding public interest disclosures.
For a report to be considered a protected
disclosure, it must meet all requirements
under the PID Act. These include that:
• the person making the disclosure must
be a public official; and
• the person making the disclosure
honestly believes on reasonable grounds
that the information shows or tends to
show wrongdoing.

17
Vol 1.2

147

E18-0736-AS-02-055-PR0001

16. Protecting confidential information
and privacy
You may handle or use confidential
information in the course of your duties.
Confidential information, in any form, must
not be disclosed to any party without official
approval, or as otherwise permitted by
legislation or court order.
Protecting our information appropriately
is good security practice and provides
confidence in transport agencies.
Unauthorised disclosure may cause harm
to individuals or give an individual or
organisation an improper advantage. The
integrity and credibility of Transport may
also be damaged if the organisation appears
unable to keep information secure.
Transport is committed to protecting personal
and health information in line with the Privacy
and Personal Information Protection Act
1998 (NSW) and the Health Records and
Information Privacy Act 2002 (NSW). Staff
who have access to personal information,
including medical or disciplinary information,
must only discuss such information with other
staff who have a specified need to know or
who are appropriately authorised to have
access to that information.
Confidential information must be kept secure,
and care must be used when taking it out of
the workplace. You are responsible for any
loss of confidential information from your
possession, which includes leaving information
unattended in public places or inadvertently
sending official information to an incorrect
recipient. Confidential information must not
be read openly or discussed in public areas.

If you are unsure whether disclosure of
information is authorised, seek advice from
your manager.
Under the State Records Act 1998 (NSW),
you are required to make and keep full and
accurate records in respect of your official
actions. You must do so in accordance with
your agency’s records management policy
and procedures.
To promote open, accountable, fair and
effective government, the GIPA Act gives
members of the public a right to access
government information. This right is
restricted only when there is an overriding
public interest against disclosing the particular
information. Any record you create – including
emails, working notebooks, draft documents
and database entries – has the potential to be
released to the wider public.
Being transparent, open, honest and
accountable for decisions increases public
confidence in the decision-making process of
transport agencies and encourages greater
trust. Transport is committed to ensuring
customers have appropriate access to
information in line with the objectives of the
GIPA Act.

Confidential information must
be kept secure, and care
must be used when taking it
out of the workplace.

Managers must ensure their personnel,
and any contractors, temporary staff or
secondees working with them, are aware of
their information security responsibilities and
any associated procedures, guidelines and
standards.
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17. Public comment
You have the right to make public comment
and enter into public debate on political and
social issues. Public comment includes, but is
not limited to; public speaking engagements;
comments on radio and television or in letters
to newspapers; profiles or activities on social
media (including posting, blogging, tweeting,
uploading photographs, commenting, sharing,
liking and re-tweeting); and/or expressing
views in books and journals, and on notices,
internet sites or any other medium where it
is expected that the comments will spread to
the community at large.
Whilst you have a right to make public
comment, if doing so in a capacity that has
not been authorised you must state that
the opinions are your own and that you are
making comment as an individual citizen or as
a representative of another organisation. You
should also do so without transport agency
insignia, including on clothing.
You must not make any comment on behalf
of Transport unless authorised to do so by a
delegated officer. All media inquiries must be
referred to the agency’s media unit. Making
public comment or releasing information must
only occur in accordance with agency policies
and procedures.

Whilst making public comment, you must not
disclose issues of a confidential nature except
for lawful or public interest purposes. You
may disclose official information that would
normally be publicly available, but should
only disclose other official information or
documents:
• where proper authority has been given;
• when required or authorised to do so by
law; and
• when called to give evidence in court.
In these cases, comments made must be
confined to factual information. Opinions on
transport agencies and government policies
or decisions must be avoided unless required
by law.

You must not make any
comment on behalf of
Transport unless authorised
to do so by a delegated
officer.
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18. NSW Government Lobbyist Code
of Conduct
As staff members of a transport agency, you
are considered ‘government representatives’
in the NSW Government Lobbyist Code of
Conduct, and must adhere to the Code at
all times. Transport will only engage with
professional lobbyists if they are listed on the
NSW Department of Premier and Cabinet
(DPC) Register of Lobbyists.
A lobbyist is a person, body corporate,
unincorporated association, partnership
or firm whose business includes being
contracted or engaged to represent the
interests of a third party to a government
representative. A lobbyist is not:
• an association or organisation
constituted to represent the interests of
its members;
• a religious or charitable organisation; or

Staff involved in professional lobbying – that
is, those contracted or engaged to represent
the interests of a third party to a government
representative – must abide by the NSW
Government Lobbyist Code of Conduct
available at
arp.nsw.gov.au/m2014-13-nsw-lobbyists-codeconduct

Transport will only engage
with professional lobbyists if
they are listed on the NSW
Department of Premier and
Cabinet (DPC) Register of
Lobbyists.

• an entity or person whose business is
a recognised technical or professional
occupation which, as part of the services
provided to third parties in the course of
that occupation, represents the views of
the third party who has engaged them.
If you are approached by a lobbyist, you
are not permitted to engage with them in
relation to official business unless they are on
the DPC Register of Lobbyists and you have
the delegated authority to do so. If you are
satisfied that the lobbyist is registered and
elect to meet with them, another transport
representative must also be in attendance.
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19. Use of official resources
Official resources includes computers,
laptops, telephones, mobile phones, faxes,
photocopiers, email and the internet.

You are responsible and accountable for the
security of any official property issued to you
during the course of your duties.

You are expected to be economical and
considerate in the use and management of
official resources. Minimal personal use of
official resources, is permitted, provided the
use does not interfere with the performance
of your work and complies with relevant
agency policies and procedures.

You must take reasonable care of all
equipment, including vehicles and vessels,
so that they are safe and reliable for all staff
members to use. Private use of fleet vehicles
is not permitted except in an emergency,
exceptional circumstances or when permitted
in agency policy or industrial instruments. In
such cases, you must notify your manager
as soon as possible. Staff must be in a fit
condition when driving fleet vehicles and have
a current and appropriate class of licence.
Fuel cards must only be used for the specific
vehicle for which they are issued.

Reasonable access to and use of official
resources by union delegates is permitted in
accordance with relevant industrial instruments.

LooksFresh Photography

You are responsible and
accountable for the security
of any official property
issued to you during the
course of your duties.
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20. Intellectual property
In the course of your duties, you may
be authorised to use, or involved in the
development of, transport agency intellectual
property and confidential information. You
must not use this for non-work related
purposes including, but not limited to:
• private business activities; or
• in the course of secondary or subsequent
employment.
This applies even if the relevant materials
were originally created by you for a transport
agency.
For further information please refer to the
relevant transport agency’s policy and/or
procedure about intellectual property and
confidential information.
Intellectual property (IP) rights include a
range of legal rights that protect intellectual
and creative output. The most common
examples include:

Transport owns all intellectual property
created by you in the course of your
employment, including but not limited to
any work:
• that is directly or indirectly related
to your duties and responsibilities to
Transport, regardless of whether or not
that work is undertaken at a transport
agency workplace or during normal
working hours; and
• that involves you using any of the
transport agency’s information, resources
or materials, regardless of whether or not
that work is undertaken at a transport
agency workplace or during normal
working hours.
Intellectual property remains the property of
the relevant transport agency unless there is an
agreement in writing with an officer of agency
with delegated authority to the contrary.

• copyright;
• confidential information and trade
secrets;
• trademarks, designs and circuit layout
rights; and
• patents.

Intellectual property (IP)
rights include a range of legal
rights that protect intellectual
and creative output.
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21. Breaches
You are required to read and understand,
to the best of your ability, and undertake to
abide by: the Transport Code of Conduct;
the Code of Ethics and Conduct for NSW
government sector employees; and agency
policies and procedures.
You should report any concerns about a
breach of this Code of Conduct or the Code
of Ethics and Conduct for NSW government
sector employees, that you believe to be
genuine to your manager. If you are not
comfortable reporting the breach to your
manager, you should refer the matter to
a more senior staff member. Such reports
will be treated seriously and managed
under the principles of procedural fairness
and in accordance with agency policies
and procedures.

Transport is committed to protecting any
person who raises concerns about a breach
of the Code of Conduct or the Code of Ethics
and Conduct for NSW government sector
employees from victimisation or retaliation.
Any attempt to take detrimental action
against a person who raises a legitimate
concern will be treated seriously and may
be considered to be a breach of this Code
of Conduct.
If you are found to be in breach of this
Code of Conduct or the Code of Ethics
and Conduct for NSW government sector
employees, you may be subject to disciplinary
action, up to and including termination of your
employment or contract in accordance with
agency policies and procedures.
Breaches of the law may also lead to
prosecution.

Breaches of the law may
also lead to prosecution.
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22. Assistance
It is important that you understand and comply with the content of this Code of Conduct.
For assistance, contact the relevant authority listed in the table below.
Internal contacts
General enquiries

HR Advisory

TfNSWHR@transport.nsw.gov.au
or 1800 618 445

Confidential
counselling

Employee
Assistance Program

TfNSW and RMS: 1300 360 364
Sydney Trains/NSW Trains: 1300 364 213
STA: 1800 337 068

Audit and risk
or corruption
prevention

TfNSW

Confidential Misconduct Reporting hotline:
report.misconduct@transport.nsw.gov.au
or 1800 302 750

Sydney Trains,
NSW Trains

Corruption Prevention Line
CorruptionPrevention@transport.nsw.gov.au
or 1800 629 826
Corruption and Misconduct Reporting Line
(1800 814 813)

RMS

Ethics hotline: 1800 043 642

STA

corruptionprevention@sta.nsw.gov.au

TfNSW

safety@transport.nsw.gov.au

RMS

Ensafe helpdesk: 1300 131 469

STA

safety@sta.nsw.gov.au

Sydney Trains,
NSW Trains

Safety Incident Hotline: 1800 772 779

For matters of
corruption involving
NSW public officials

Independent
Commission
Against
Corruption

1800 436 909

For matters relating
to maladministration

NSW Ombudsman

02 9286 1000 for the Sydney metropolitan
area or 1800 451 524 for regional NSW

For serious and
substantial waste

Audit Office
of NSW

mail@audit.nsw.gov.au
or 02 9275 7100

Workplace health
and safety

Security Control Centre: 02 9379 4444

External contacts
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Disclaimer
While all care is taken in producing this work, no responsibility is taken or warranty made
with respect to the accuracy of any information, data or representation. The authors
(including copyright owners) expressly disclaim all liability in respect of anything done or
omitted to be done and the consequences upon reliance of the contents of this information.
© Transport for New South Wales
Users are welcome to copy, reproduce and distribute the information contained in this report
for non-commercial purposes only, provided acknowledgement is given to Transport for
NSW as the source.
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