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1 PURPOSE

The purpose of this Code of Conduct is to act in a manner that is ethical, fair to the Cranbourne
Little Athletics Centre, (“Centre, CLAC”) its members, and fair to our partners and sponsors and any
other stakeholders we might deal with from time to time.

Codes of Conducts have the potential to increase individual moral/ethical awareness and
behaviours as well as assist in recognising and resolving moral/ethical conflicts. Along with our
values our Code can help us determine what “the right thing” means in the way we conduct
ourselves at Cranbourne Little Athletics Centre.

2 SCOPE

It is everyone’s responsibility to comply with all the laws that govern our Centre activities. We are all
expected to adhere to our Centre policies, procedures, and other standards at all times. By doing
so, we grow and succeed as a club, deliver on our promises to our members and contribute to a
positive ethical culture at Cranbourne Little Athletics Centre.

The Code constitutes a condition of CLAC membership.

3 OUR VALUES
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Our values are our beliefs, principles and standards do not change over time. Values are the
resources we draw on when asked to make decisions. They form the groundwork for our ethical
behaviour. All that we do at CLAC must be consistent with the values to which we subscribe.

4 COMPLIANCE WITH LAWS, REGULATIONS, POLICIES
AND PROCEEDURES

All of our policies, procedures and standards are available on our website.

If at any time you have a question or need further guidance, you should never hesitate to ask.
Violations of policies or other Centre standards may result in disciplinary action, up to and including
termination of membership.

Some examples of violations include, but certainly are not limited to:

e Asking or allowing others to violate any law, the Code or other Centre policies or
procedure, or assisting someone else in violating such standards.

¢ Retaliating against another member, either for reporting a suspected violation of the
Code or for cooperating with a Centre investigation.

In addition, if you are on the committee member (either Executive or General Committee), you have
additional responsibilities. These include, but are not limited to:

¢ Ensuring that members understand how the principles contained in the Code apply to them.
Maintaining an environment that promotes ethical behaviour and encourages members to
ask gquestions and raise concerns.

o Demonstrating ethical leadership through your words and actions.
Using reasonable care to prevent and detect violations of the Code.

¢ Handling any complaints or reports of suspected violations of the Code, policies or
procedures you receive promptly, confidentially and in a manner consistent with Centre
policy.

Compliance with Laws

It is the Centre’s policy to comply with all laws and regulations that are applicable. To that end, the
use of any Centre’s funds or assets for an unlawful or improper purpose is strictly prohibited. Where
applicable laws and regulations are ambiguous, the Executive Committee must obtain advice to
clarify their meaning and assure compliance.

In addition, practices should be compatible with the local economic and social conditions.
Accordingly, best practice and/or usage are pertinent to the interpretation of ambiguous laws and
regulations. However, these factors must not be used to excuse non-compliance with clearly
applicable laws or regulations.

Accounting and Internal Controls

The integrity and completeness of record keeping is not only the Centre’s policy, but law also
mandates it. The Centre is required to keep books, records, and accounts that accurately and fairly
reflect the transactions and dispositions of its assets and to maintain an effective system of internal
controls.

Proper accounting for all transactions is essential to the Centre's control of its affairs and the
accuracy of its financial reporting. To maintain the integrity of the accounting records, all cash
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funds, bank accounts, and other accounts, must be disclosed in the Centre's books of account and
all entries in the Centre's books must be prepared carefully and honestly, and must be supported by
adequate documentation to provide a complete, accurate, and auditable record of the transactions
they describe.

All members have an accountability to assure that their work is complete and accurate. No false or
misleading entries may be made for any reason, and no member may assist any other person in
making such entries.

Secret activities cannot be controlled and invite misconduct, and full and certain disclosure
reinforces

accountability and acts as a powerful deterrent to wrongdoing. Therefore, it is vital that no fund,
asset,

liability, revenue, or expense of the Centre be concealed or incompletely recorded in any situation,
for any purpose. Any member having information or knowledge of any unrecorded fund or asset, or
any prohibited act should promptly report it to an Executive Committee member to deal with such
complaints.

This Centre Policy prohibits fraud. Fraud includes, but is not limited to:

» Dishonest or fraudulent act

* Misuse or misappropriation of funds

*  Embezzlement

» Forgery or alteration of negotiable instruments such as cheques or drafts

» Misappropriation of Centre, member, partner, or supplier assets

» Conversion to personal use of cash, securities, supplies, property or any other Centre assets
» Unauthorised handling or reporting of Centre transactions

» Falsification of Centre records of financial statements for personal or other reasons

The Centre's audit functions play a significant role in providing the Committee with evaluations of
the effectiveness of controls over accounting, operational and administrative functions. The auditors
are charged with the accountability of conducting objective and independent examinations, taking
into account the high standards of business ethics, integrity and honesty required of all members.
All members must cooperate fully with the auditors, intentionally false or misleading statements to
auditors, whether internal or external, are considered a falsification of records.

Schedule of Authority

The Centre maintains and updates, from time to time, a schedule of authority (“SOA”). The SOA
outlines which members have the authority to approve certain types of expenditures that the Centre
may incur, as well as who may approve both Vendor and Supplier contractual relationships that the
Centre may enter into in the ordinary course of business. The SOA is a key internal control of the
Centre and as such any member breaching it (knowingly or otherwise) may be subject to
disciplinary action, up to and including membership cancellation. This SOA can be found in our
Treasury protocols.

Members must not contract for any services unless they have obtained approval and have followed
established Centre internal approval processes. Overriding these processes is treated extremely
seriously, as the Centre is required to maintain a proper internal control framework. Compliance
with these internal controls is subject to audit annually by our externally appointed Auditors.

Conflicts of Interest
No payment may be made by or on behalf of the Centre, either directly or indirectly, to government
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officials, political candidates, political parties, or officers or members of customers, suppliers or
competitors if:

* The payment would violate applicable laws; or
+ The payment is designed to secure favoured treatment for the Centre.

‘Payment’ includes unearned commissions or refunds, the donation or loan of the Centre's property
or services of the Centre's personnel, the incurring or paying of expenses on behalf of another, and
the reimbursing of officers, members or agents of the Centre for payments made by them on the
Centre's behalf.

'Payment’ does not include lawful contributions or donations, authorised and reasonable Centre's
business in a manner appropriate to the relationship. While these transactions are not prohibited by
this policy, they must be accurately disclosed in the Centre's books of account.

This policy does not affect the right of members, acting in an individual capacity and not as
representatives of the Centre, to make contributions or donations themselves. Since violation of this
policy can create problems for the Centre, as well as expose the Centre and its committee and any
member involved to civil and criminal sanctions, strict adherence is required.

It is the accountability of Executive Committee members at all levels to enforce this policy and of all
members to report violations to, or in doubtful cases, to seek advice from the Centre's counsel.

Gifts, Gratuities and Entertainment

Giving and receiving gifts of nominal value, while discouraged, is permissible where customary, for
example a free coffee is given to a committee member by a coffee van. Giving or receiving gifts of
significant value is strictly prohibited. Customary business entertainment is proper, impropriety
results when the value or cost is such that it could be interpreted as affecting an otherwise objective
business decision.

Business related social contacts could be in the best interest of the Centre when properly
conducted on a limited basis. Members should make every effort to ensure that there is not the
slightest reason for a third party to view these contacts as improper.

A member who receives a social amenity, may reciprocate if the member and the committee
determine that it is in the best interest of the Centre to do so. The pre-approved cost of providing a
social amenity will be reimbursed by the Centre, upon receipt of an expense claim supported by
receipts.

Behavioural Expectations

All members are expected to adhere to the behavioural standards as expected by the Centre and
this Code of Conduct. The expectations are designed to foster a positive and professional
workplace environment, ensuring the well-being of members and maintaining the integrity of the
Centre.

Failure to comply with these behavioural expectations may result in disciplinary action, up to and
including termination of membership. It is imperative that all members familiarise themselves with
these expectations and actively integrate them into their activities. Compliance not only upholds the
reputation of the Centre but also contributes to a harmonious and productive environment.
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4 SOCIAL MEDIA

CLAC defines social media as content created by people using highly accessible and scalable
publishing technologies. Social media is distinct from traditional media such as newspapers,
television and film. Social media comprises relatively inexpensive and accessible tools that enable
anyone, including private individuals to publish or access information. Social media may include, but
not limited to:
e Social networking (Facebook, Linkedin, Yammer, Snapchat)
Video and photo sharing apps (Instagram, YouTube, Pinterest)
Blogs including corporate and personal blogs ( Tumir)
Micro bogging (X - formerly Twitter)
Wikis and online collaboration (Wikipedia
Forums and discussions boards and groups (Google groups)
Vod and podcasting
Online multiplayer games
Instant messaging (SMS, WhatsApp, Viber)
Geospatial tagging (Foursquare, Yelp)

Personal use

We recognise that you may wish to use social media in your personal life. This policy does not
intend to limit your personal online activities; however, it is important to recognise the potential for
damage that it could cause either directly or indirectly to CLAC and our members via your personal
use of social media when you can be identified as an CLAC member. You are personally
responsible for the content you publish in a personal capacity on any form of social media. Where
your comments or profile can identify you as a CLAC member, you must;

Only disclose and discuss publicly available information,

Ensure that all content is accurate and not misleading and complies to all relevant policies
Be polite and respectful to people you interact with,

Adhere to the Terms of Use of the relevant social media platform as well as copyright,
privacy, defamation, discrimination, and harassment and other applicable laws.

[}
You must not:
o Post material that is offensive, obscene, defamatory, threatening, harassing, bullying,
hateful, racist, infringes copyright, constitutes a contempt of court, breaches a court
suppression order or is otherwise unlawful
o Imply that you are authorised to speak on behalf of CLAC or give the impression that
any views you express are those of CLAC or use your work email address or any other
CLAC logos, that may give the impression of official support or endorsement of your
personal comment.
e Use the identity or likeness of another CLAC member
e Use ordisclose any confidential information or personal information obtained in your
capacity as an CLAC member of CLAC
e Make a comment or post any material that might otherwise cause damage to CLAC’s
reputation or bring it into disrepute
3. Reasonable and unreasonable personal use
When accessing social media via CLAC’s internet or Orbit our intranet, you must do so in a
reasonable manner and in a manner that does not interfere with your work or inappropriately or
excessively accessed. Consequences of misuse of social media, may result in disciplinary action,
up to and including termination of employment. Examples of reasonable use include;
¢ Re tweeting content from CLAC account to personal X account
e Updating Facebook or posting messages during breaks
Examples of unreasonable use;
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e Using CLAC resources to post fraudulent, harassing, bullying embarrassing, sexually
explicit, profane, obscene, racist, sexist, intimidating, defamatory, or otherwise
inappropriate
e Using CLAC resources to provide comments to journalists, politicians, and lobby
groups outside their position duties
4. Copyright
It is required that you respect copyright and fair use of copyrighted material and attribute material to
the original author or source where possible.
5. Defamation
Use of social media which discredits CLAC’s reputation or image or divulges confidential information
regarding CLAC, clients and third parties is not permitted. Any content or information posted on
social media while representing the company must be accurate and professional. Misuse of social
media can cause irreparable damage to working relationships and create personal liability for
breaches of discrimination, harassment, bullying, Work, Health and Safety laws and defamation.
6. Harassment and Bullying
Our Equal Opportunity and Workplace Behaviours policy applies online as well as in the physical
workplace. We are committed to providing a workplace free of all forms of discrimination,
harassment, bullying and victimisation for all CLAC members even on their private social networks
or out of office hours. Engaging in abusive, harassing, threatening or defaming posts are in breach
of our Equal Opportunity and Workplace Behaviours policy and may result in disciplinary action, up
to and including termination of employment.
7. Offensive or obscene material
Material may be offensive or obscene and may infringe online classification laws if is it
pornographic, sexually suggestive, harassing, hateful, racist sexist, abusive or discriminatory.

Use of personal social media which discredits the Centre’s reputation and image, or which divulges
confidential information regarding the Centre is not permitted. Any content and information posted
on social media while representing the Centre must be accurate and professional. Misuse of social
media can cause irreparable damage to relationships and create personal liability for breaches of
discrimination, harassment, bullying, child safety, privacy and WHS laws and defamation. The
conseqguences of misuse of social media may result in disciplinary action, up to and including
termination of membership.

Privacy and Confidential information

CLAC understands that Personal Information can be used to identify a person and should only be
used by CLAC in limited circumstances. Personal information concerning members is confidential
and it will only be used by CLAC for relevant purposes. The Centre is subject to the relevant Privacy
legislation, and it is expected all members adhere to the correct collection, use, access, storage and
security, integrity, maintenance and disclosure when dealing with Personal Information on CLAC’s
behalf.

5 IMPLEMENTATION OF THE CODE

Each Executive Committee member is accountable for the distribution of this Code to appropriate
personnel within the Executive Committee member's department and for providing knowledge,
education, and understanding of its importance and meaning.

Members violating this Code will be subject to disciplinary action, which may include membership
cancellation.
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6 REPORTING VIOLATIONS OF THE CODE

A member who becomes aware of a violation of this Code or believes that a violation may take
place in the future, must report the matter. Failure to do so may result in disciplinary action.

Ordinarily, members must report violations or potential violations of the Code to their Executive
Committee member, who, in turn, must report it to the Executive committee.

However, if an Executive Committee member takes no action, member can should they deem it
appropriate to do so, report it to a person with higher authority, for example GCR President or
LAVic,

To ensure that a reporting member is protected from reprisal, requests for anonymity will be
respected to the extent that this does not result in the violation of the rights of another member.

Any attempt at reprisal by a person against a reporting member will result in disciplinary action
against that person, which may include membership cancellation.

/ REFERENCES

e CLAC Equal Opportunity & Centre Behaviours Policy
e CLAC Managing Complaints and Grievance Policy
e CLAC Discipline and Membership Cancellation Policy
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