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Welcome to Our Team

Welcome and thank you for choosing to volunteer with Far West Local
Health District (LHD). Our Board, Chief Executive, Executive and staff
are an extraordinary team of professionals who work together to make
Far West LHD an outstanding organisation.

As part of our Volunteer team your voluntary contribution to our
organisation will enable our staff to provide better services to the
communities across the area. Your time, unique talent and skills that
you willingly give and share with our staff and clients will improve the
quality of service we provide which will result in better health outcomes
for our community. We than you for your volunteering the gift of your
time and look forward to a long and happy association. Mrs Elaine Johns, Broken Hill

Hospital Auxiliary (left) and Mrs
Pamela Lord OAM, Royal Flying

Doctor Hospital Visitor
Why Volunteer?

Volunteering is a great opportunity to contribute to the local health In handbook
service, make new friends, develop new skills and have fun! Why Volunteer
Volunteers are fundamental to the successful provision of our much
needed services and programs. The vital contribution of volunteers
enables us to reach out to more people and provide an invaluable

Legislative & policy
requirement

contribution to the community. Thank you for deciding to become a Statement of

volunteer and we hope you enjoy your experience of volunteering with Principles

us- L. Role & responsibility

OU r Vls")n Customer Service

Excellence in rural and remote health care Infection Prevention

Our Purpose Confidentiality

. Enhancing our communities access to evidence based, high quality, JEAMEUCEURLLEUICEE
integrated care. Expect of the Health

. Communicating effectively with all stakeholders. Service

. Establishing the Far West LHD as an employer of choice. NSW Code of Conduct

« Maintaining accountability for all resources available to the LHD.
. Collaborating effectively with all stakeholder who can help us
enhance the health of our communities.




Statement of
Principles for the
Recognition of
Volunteers

This organisation
demonstrates a
commitment to best
practice in volunteer
management and all
our people respect and
support this
commitment.

Our volunteers are
involved in the life of
the organisation and
are included in
decisions that affect
them.

This organisation Broken Hill Volunteers
provides volunteers

pivsirionealill Legislative and Policy
about expectations Req uireme nts

and policies that
impact on their roles. Far West LHD is committed to fair dealing and high standards of ethical

Our volunteers respect behavior in its care, control and management of our health services. As
the roles of everyone a volunteer you need to demonstrate standards of conduct and ethics

in ?he orga.nlsaftlon. that assist in maintaining public confidence and public trust in the health
This organisation service

recognises and
celebrates the
contribution of While undertaking activities on behalf of the Health Service, volunteers
volunteers. have responsibilities for health and safety. In particular through their

Our \_Ioluntgers are actions and omissions, volunteers are not to place themselves or other
provided with training

and professional persons at risk while undertaking health service related activities.
development for their Depending upon the nature of the activity, the responsibilities for
roles. volunteers may include the following:

This organisation « Be aware of and follow the approved risk management procedures
provides all our people

with the opportunity to for the activity;

resolve disputes with . Follow the directions of the person in charge of the activity;
respect and dignity.

« Use plant or equipment in accordance with the correct procedures;

. Bring to the attention of the appropriate person any matter which
could affect the safe undertaking of the activity; and

- Report to the appropriate person as soon as practical any incidents
or near misses which relate to health and safety of the volunteer




Customer Service

In your role as a volunteer
many of your daily
dealings will relate to
others and the service
you provide to them can
be viewed as “customer
service”.

Customer service is
about:

Listening to your
customer’s needs.
Educating them about
choices.

Equipping them with
resources to make an
informed decision.

Broken Hill Hospital Auxiliary Volunteers

What Can Volunteers Expect of
. As volunteers, there are
the Health Service customers to whom we

provide a service and
these include patients,

You may expect the following from the health service:

. Placement, where able, in the type of volunteer work which consumers, public, staff,
suits your skills and/or interest; home base clients you

« Relevant orientation and induction and an Information visit or other volunteers.
Handbook which included the Far West LHD mission;

. Supervision, support and training; Our aim at the Far West

. Freedom from pressure to undertake activities you feel unable LHD is to provide the best

possible service to
enhance the health
outcome of our patients,
consumers, clients and
the experience of the

or ill-equipped to complete, or feel go beyond the original
reason for your volunteering;

. Appropriate personal protective equipment needed for the
performance of your volunteer tasks including instruction on its

use. community utilising all
What does the health service expect of its volunteers: gz?\?i(::t: B e el
« Aregular commitment of time for the program you have '
volunteered in; Treating others with
« A commitment to attend training programs; respect and courtesy, and
« Cooperation with other volunteers and employees; in the manner in which
. Respect for the confidentiality of the health service and any you would like to be
clients visiting the service; treated, is a great rule of
. Adherence to the health service protocols and policies; thumb. A smile costs

nothing and it may
enhance someone’s day.

« Toreport any incident or accidents involving volunteers or
members of the public to the appropriate health service staff
members.




Responsibili-
ties of
Volunteers

Volunteers have obli-
gations to Far West
LHD and are required
to:

Acquaint them-

selves with the ob-

jectives and func-

tions of the Far

West Local Health

District and the ser-

vice they are

providing;

Understand and

acknowledge the

relevant health ser-

vice policies and

procedures;

Participate in the

appropriate induc- Broken Hill Volunteers

tion and training . . .
provided; Infection Prevention is

Operate under the

direction and su- Everyone,s BUSineSS

CEATSGLEEIEEL LI Fyveryone, healthcare workers, patients, volunteers and visitors have a
service staff to role in preventing and controlling healthcare associated infection.

achieve the objec-
tives required; There are a number of things you can do to reduce the risk of infection.

ACULARETNA LU ('S ok to ask, do not be afraid to ask a healthcare worker if they have
UEILMEFZIGLIERS (TR cleaned their hands.

ations to them-

selves or a third Respiratory etiquette, cover your mouth and nose when you cough or
party; and sneeze with a tissue (or into your elbow if you don’t have one) and
Report any injury/ clean your hands afterwards.

damage to t_hem- Report any infections you have had, especially if you are still on
selves or third par- antibiotics.

ty to their direct su-

pervisor. Antibiotic safety, make sure you take the full course of antibiotics you
are given, even if you are feeling better.

Clean your hands with alcohol hand rub or soap and water before
visiting patients and other volunteers, and before going home.



Responsibilities
of the Health
Service

The health service will:

Recognise the
different roles, rights
& responsibilities of
volunteers;

Create a climate of
mutual respect;
Provide a safe work
environment;

Ensure that
volunteers have
access to the
appropriate;

Provide sufficient
induction and
training relating to
various activities;
Assess volunteers
skills to match tasks
with expectations, Confldentlal |ty
interest and time

commitments;

Ensure that
volunteers are not confidential information about patients, clients, consumers, staff or your

Tai Chi for Health Volunteer Leader

As a Far West LHD Volunteer you may have access to personal and

used to permanently fellow volunteer. Everyone has the right to have their privacy
replace paid staff;
and

Require volunteers to
work under the consumers, staff, or your fellow volunteer, including identity, should be

respected and, when you sign your volunteer application you agree to
uphold this confidentiality. No information about patients, clients,

direction and given to any person or agency outside of the Far West LHD.
supervision of paid

staff and/or

appointed program Far West LHD Volunteers cannot, during their time with the

coordinators. organisation or after leaving the organisation, discuss, disclose or use
any confidential information about patients, clients, consumers, staff or

your fellow volunteer.

Far West LHD takes seriously any breach of its Code of Conduct and
any breach could result in disciplinary action or dismissal.

For serious incidents such as theft, abuse or breaches of our Code of
Conduct , volunteers will be dismissed and court action may be taken.
See link Code of Conduct. S

Contact: Manager Community Engagement, 08 80801511 or Darriea.turley@health.nsw.gov.au
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COMSUMER AND CARER PAYMENT,/TAX INVOICE FORM
FWILHD MENTAL HEALTH AND DRUG & ALCOHOL SERVICE

Last Mame

Ackdress

First Name{s)

AEN Evernption Form Submitted  Yes/No OR ABNF
[f yow do not hoewe an ABN, an Exemption Form must be attached with powr first papment
claim. You only need to submit on Examption Form once. See over for details.

Dere of Lotivity | Mame of Activity Time Time Armount Due
Started Finished

Tiotal Amount

ME: Poymant rotes ore on the baok of this form

Signatures:

ConsumerCarer Dt

Family & Carer MH Coordinator Date

Approved for payment by

Direcior, MHDE Service

Date




Payment Rates
[ Minimum rate 0
f 2]
Full day 70
ABN Exemption Formc

[f you do rot howe an ABN, an Exemption Form must be attached with pour first payment
claim. You only need to submit on Exemption Form onca.

Vendor Creation Form:

A Vendor Creation Form must be completed and attoched to pour first payment olaim. Fow
only need to submit a Vandor Form once, uniess powr baniiing details chongs, than pou wall
reed to sUbMIt o now ong.

Please submit your compieted payment form to sither:

s  Family znd Carer Coordinator, MHDW Sendice — B080 1525




Oracle Online
Supplier/Vendor
Creation Forms

Employee User
Guide

N@W HealthShare




Omiine Supplier'endor Creation Form
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Foreword

This User Guide:

=  prowvides background information on the online vendor registration prooess
introduces the prooess of creating and submitting online supplier/vendor forms in
Oracle.

An acoompaning video tutorial called ‘Supplier/Vendor Crestion Form' is also svailable.

For further information or assistance:

Plemse contact The Mazter Fike Muntarancs TEsm:

HENSW-eraors e a th nsw o, su or 1300 477 579 (option 3)

— —
HiealthShare NSW - 2 —Stetrwide Traring Team



Cmiline: Supplierendor Creation Form

1.0 Introduction

1.1 What is the online vendor registration process?

The online vendor registration process is 3 new prooess that replaces some of the existing
naper forms making it an easier and sezmiess prooess for:

#= health sgencies to reguest 3 new vendor electronically

= suppliers to supply their details electronically

= HealthShare's Master Fle Maintenanoe Team to ceate and review new
wendors in Stafflink.

1.2 What does the online vendor registration do?

The: new online form is acessed through 5affiink and designed to:
= enable health agendes to send invitations to new suppliers
#  gllow new suppliers to easily submit their registration detzils {oomtact, bankdng,
sddress, ABN) to NSW Health

=  enable suppliers and health agencies to monitor the status of their registration
requests

=  |jomep suppliers and heslth agendes informed of suppliers” registration satses

=  enable the Master File Maintenanoe Team to electroniclly review and approve
the automatic creation of vendors.

Initizlly, the online registration process wil be used to request supplier, individual snd
patient refund wendors.
1.3 When is a new vendor request made?
A new vendor is requested when:
= there is 2 need to prooure goods and services from 2 vendaor
® o make a payment o 3 vendor.

Import=nt
Beefore submitting 2 new request, use the Inquiry Funiction
to chesck if the vendor already exists in Oracke.

S —
HealthShare MEW - 3 — Stetewide Traning Team




Omiine SupplierN'endor Creation Form

2.0 The process health agencies complete R
o OO Agences
2.1 Requesting a new vendor
To register = Supplier, Indieidual or Patiznt Bfund [with bank sccount) online:
1 Log into Staffink and select your health agency’s 4F inguiny responsibility:

H CIEH AP Tnguiry o
(1 T EM AP Joquiny with Sunpier Rark

Select: i L

e

Hegester New Supslier —

EEE ] ar S
i s s e [
R T e b
e
T iy

‘e R L
| e |

3 The Dpersting Unit will default to yowr 5t2flink responsibility. Click

_cancd |

I

" dperating Unt  HealthShaee MEW OLU o,

5  Select vendor type from drop-down list:

-
HealthShare MW - 4 — Sistewide Traning Team




Omiine: Supplier/s'endor Creation Form

4  Enter supplierfvendor name and supplier’s email address:
Enter an individual’s name and suburb in the following formiat:

s

= Rogetration Type |INDIVIDLUSL hl !
" Suppher Mama |Brmn John - Parramatta
Fer baard: Rahurad [ |raferchnl, dlawey avier H
= Comtact Email Ehmwrm:hm:l.mn.au ——

Enter supplier's details 25 follows: ) |

* RegstAnn Typs [VENOOR/ELFPLIER %] |
* supgher Hame [Bubergine Medica ELWJHP'I;'LI:-F}

For Paimerd Fatursl | Drdrombosl shease erde 1

T LOsLHE Emad IS-E‘BSENI]!II;I N, Liam, s

5 Complete the prooess by dlicking: T T——
T T,

Syl Neghie Frm U ppin

PR R

6 A confirmation message is menerated confinming that the email link was sent to the
vendor supplier:
| Confirmation
Invitation to Prospectse Supplier has been senk

7 Supplier receives the follewing email:

LR Wiatilion Malisr «seretam B wimaiier o el now. g
TH1: Imtmticn b2 ragirber feom s et RS

e eubargine comLa <askm subsrgine. oo s U
N eIl pubsrT & comey

TELRAC-DT 14274
1183T1°ME

z iz E‘%i

Training FEMSE 1417 hac brdted you o regivisr G s wopliesr. Pegows Jick haew

H yoru weonsid Bes e msbs sy snqulria regerding B regussd, plesas conbsct Tralning HEREDW 145 T or the Heslthatars
Bader Flis Msinksnancs Tsam on 1300 477 £79 {DpSon 5] o vie smell HIRSW-verdornil bealh aewgovau

Kired Magurdy
REWN Haskh

0 not rephy. Thile b 8 rpxbem el

— e ——
HealthShares MSW - 3 — Statewide Traning Team




Owiline Suppliarendor Creation Form

2.2 Checking the status of a vendor request

1 From the Stafflink menu select = Viow Sasplars
2 Olick View B e S

d

G e | e e Sk s

B e Ll N e

[ e
Lair i L et
T
Tom by s repmiy
s e Sl
|
Hrw Ay T Betde

T

3 Arequest Estis dispimyed showing the reguester and status of the request.
Twmabumﬂ:tumﬁrgmw—nm—mmm

e e
P T —
pr— et
T @ | mﬁ | —
| o |
e e gy e i e
i o L o= [P " R e e e &
e PR IR PN DTN TE W b e Tl b ]
Py M IR PN DTN T N W IR - e Tl m
T Sade § T Fell S0 TN 0 Db Byl - b L DG 1 2 Pl Dinle. L |
Glossary of sesrch result terms:
Sepplier Nasre ‘Verdor name eabered a it e i
Regueted By Haalth e [l [
HH Haalth ation usik [
Tax Rogistration Humber | ABN numbe i il i [ [T
Lait Update By Ll 1y ctinn su
Lt Dute Updated Laal date wopphe e acbomed
Stwtus Predition of regueit in the reginnation proces. Teo Dppes ecour:

+  Suppher bs Provide Detaib
Regquesl is with supplies wailng o supplier 1o submil reguaeiied information

lectronicaly
+  Pending Aoproval
Requesl 1o meglster the vendor s with Masber File bai Team
Beview T Haalth agancy can e the negee bl cannol updats of changs the detals
Send Status Link IT suipplier b ot Feipoided bo tha initial reguedl, demd & remisder By
e * Click om Send Stets Uk

4 & remindes sotificatien emad 5 uent 1o supplier and @ confrmation mesage
will aprzar | Ehee T b cor i

& Coimabin
B PR RN Fa6 Dan G ALk, PN ki 10 TR i | e SRR

HealthShare MW - & — Staiewide Traming Team




Oniline: Supplier /% endor Creation Form

3.0 The process suppliers complete -

¥ iy
3.1 Submitting details online

Suppliers cam submit their ABN, address znd bank account information onfine by clicking
the link in their email irsitstion:

s e R N B
e e v b e e

s o
ERTEEnE
IR

& ok 1AL b et S B rered. i thch hose

i ek iy S R I o b 17
& Lo eoamarrn T om L ﬂl‘lhﬂ:“-‘“ ‘:":""me.
il

1 The folowing screen opens when a supplier dickes the emsil link:
Click |_Respond ll:n access details sreen:

Frmpacive Soppber Bagirrwins Cpreni Faen

St s bt wpinerie sty g | g e g o s SO S

Hae duibsrg e Bl Suppiies Fip 1l
b sl gutergies o aw

e b L]
F 2 T Th) It i

2 Supplier erters their Detsils and Contact Information
then dicks Cestinue | to o tothe next screen. -

Fl «
Emi inforrarion 4
papeet Syppby Segisinpiin -
T Tnde e rapired e
CoinBins
1
Ay fatm s PN 1
L Ty {
Firar e S = B e Y 4. 2 M R BT

Pl o coniact Bt of B civiean coTobring B e
* Dl
= ot Full s

* Marn- Harslme

S —
HealthShare MW - T — Steiewnde Tramng Team




Oniine Supplier/v'endor Creation Form

3 The next screen opens:

Bl
uing iy [ it i | | B
P L ]

AR AT A

b

s 1.

Pk L. gl

- iy B

I\'\-“"t-\-\_ W 1

e e e et aian vk
-
oy e ey v el
I_"\"—_ L LT LR . R
e
[J—— = . - e " h-.....-a..l‘ [T A P ——————
e | iy s P
e i Loy ina
4  To enter details into the Address Book: | Addness Book
click Ondy one entry & rogilned.
\\\_é Creata |
Address Namse
Py resanls o,
5  Enter address detsils, then dick  Aaply
L AR

L N L L ]

Sl v o 3 1 B @ g Do Abba } P S ———————

peripite W P g -
e i [P ey sk

! D oim [T %

Ay ™ R B R

reas
ks R Bk Dl B nm At L=
CILTT | b e, ML VT SO SR Perrerd, Py ¥ Fl

_
Haalthchare MW - § — Statewide IE Taam




Criline: Supplier/s'endor Creation Form

™M

6 Toenter information inte Banking Detmils:  jediaisstals

Caby o iy b o b

Click
\\i i rmabes |

Mank Socsunt Mimber
B et P

7  Enter bank details, then oick MO |

ormEm R S oow
* it T

FITE)

[meay] _2anty |

ekt R 4
e

* te i B EF]

Baimah Mg OT 7] G
ok et it o

e S Sl Pip Lidl

PREE 1 B (g o e ol U7 3 g b e

tliné o e e

Bari sl el
b

Fod & pam] By s ey
e Bl Sapplea e L0l o e

B Prior to submitting, diick the Terms and Conditions bo:

iy
L ] ] L]

Dla'nhdtbhm-mkw.dnm-ﬂl“-m‘llF—huHmlm i e B
y I arkeinm WA Bealth of sny changes B o ishormalion. prowid

ek Eaing p d. It i poanr

B (Oick Sebm® to submit the information and complete the process:

Firalh i rmed ke b ey s, da s e, 1 el darges, g e e sl
oy oyl ool in B Dad e,

»

—_— — — —
HeahhShare MW - 5 — Statewide Trandng Tasm




Cwiline Supplier/vendor Creation Form

9  The supplier receives 3 confirmation message, followeesd by 3 confirmation email:

e i < AT 2
" Sy

den PN FEND DR

® 1MEFIE

U e e b e e e e S 1 [T T B TR

—_—— —
HeatthShare KEW - 10 — Satewnde Traning Team




Oniline Suppliers'endor Creation Form

4 HealthShare Master File Maintenance Team's role

4.1 Creating a vendor in Stafflink

Orice the supplier's details zre submitted to Sezffiink electroniczlly, the Healthshare Master
File Maintenance tesm complete a compliance check before regisbering the vendor. This
indudes checking the ABM is walid, the naming convention is adhered to and all fieds are
completed.

A vendor number is then generated and sent to both the supplier and health agency
rEqUEstDT.

1 Loginto Stefink and select ='|m|a- djhimmw:tm
o [psuiy Incuie
(38 pmwvige groerviess
R Py sumvmary
58 pooyiztion Summarny
13 parien and grarchies
1 park: Accousty
15 st e g wah ]

2 Cick New Suppiler Requas - -
—

: _“
_*.
; M Suppler Reguestdd)

A il e i e el el R R S e o Sy e e et i, P i e
— - Supplies Profile Update Requests
A T i I E g
AL - r'
e [ Seppber Dontpe) Beguesds (0]
- B Max Colaas har o figabon R )

el kar Frody z B )
e et . T

—
Hemltrehare WEW - 11 — Statewide Tramine Team




Owiline Supplier/Yendor Creation Form

Bl

i e e e P T Sl 1 R 8 T L

===
—
T e [
——— [ g e
a— el b |
o — — =
s | Clean
[0 o] sy
! i o U™ e
_-ld-gll-lﬁiiwllﬂ"! w . i A i e AL L = [i}

4 When compliance chedss sre completed -
Clicking 50 | submits 3n approved action ta Oracke: amlm =)

e i e
e B
b gt ey bt b e
A—— - -
i e Dol P [
e pe b v
b T
— —— darian g in . bl
[ - fe—— szl ik
1 g s, ey e et DA B
ety it
e
A M s e Lo el
i 1 L SR ] T L | - ]
i i o v i i
e 5
b o - e
aw
B et i e e ——— - —
L ] e = P ar S [




Oniline Supplier'endor Creation Form

ey o i a

== v ke il T Py L L0006, e i
¢ e " s
g
= e 1]
pi-ui [ty 454
e e Wb b W
i P g (4 AnbE
P el SN
i b
i g ey
B ]
] S—
% == s o s | B g et -
]
¢ Py B Py i 8y ey — g
| By s
sl ]
|
e — igmany i
R B e ey = e =
-'\m'un'm 4w A a - 3

-] B systern penersted email is sent to supplier snd heslth agency requestor
infiorming that the registration was suocessful and supplying 3 wendor numbser.

1 [hew P 4
S PG Hedh Suppiet CoLBSMT0S NETWT REpISIIVon

T ] larinen craleol Sk e CIUTRL =

o ELEEAMETHAFDODSL I FERTH WGV AL 1

re  Michad Kcksan
seel ARG JOILT 151800
B T4IFIFET
¥our mappler sapifrabon with RO et hea boor rocdin el
P ane Frud Balin wodt regtiation el
Verdsr Hurrter 1 S04
Verdo Have | Aubeigine Mool Sspplies Fop Lo

ek you
HEW Hasth

"D sk rephy. The .4 pewiem genecyisd smal!

—_—— E———
Healtrshare BEW - 13 — Shatewide TrEning Team




Omiline Supplier/\'endor Creation Form

Document control

Diate Wersion | Author Deescription

09,06, 2017 01 D= Fond Initial Dooument Creation
Circulation for review

09.06.2017 0.1 Elizabeth 'Woods Initial Document Creation
Approved

Mame Diate of issue Wersion

Hizabeth Woods 11.10.2017 o1

Healtfthare '\E.-'.-' - 14 — Shatewsde Trarene Team




Anstrabian Governmesd
Amtralisn Tazstion Office  Statement by a supplier

Comgdabe this shtemant B e foloaing e HOW TO COMPLETE THE STATEMENT
w you @ an inchddual or @ business = Pring claarky in BLOCK LETTERS using & black pan cnk
u you have suppiied pooda o sardos to anoier m Liss BLOCK LETTERS and pring one chamchar in aech bo
einptia (tha pan), and u Placa X in ol appioabin o,
PO AR Mo P o quiha an Aurivels BUSInGGS
Fimitar PAER. °=chmmmmapﬁuabrﬁmh=
b b i PErEL o Dhoning 13 T2 28 24 hours @ day,
T dans & was

Secticn A: Supplier details

Wiour rames

T OO0 I T OO T T OO0 T T 000 T T
EINEENEEEEEEEE NN EEEEEE NN NENEENNNNEEEE

WoUr Sdoness

AT T OO0 LT T TIOOCE LT T OO LT T IO T T
SESENENNEENEEN NN NNENEENNENEENENNNEEEEE

O OO0 IOOO OO0 00 GO0

Rassonds for not quoting am ABM Pl X n e aopennsiatn bosos.
mmwimrﬁmnwwrnmxuﬂn{ Thear sisplir e individual and his givan thi paver a

STYING O N GRRMTYERD 1 WiTan Staharen: ho ths ot that th SRy i o
ik in tha Couren of furhamnos of an oty Gong
'I'mn.nr:h'rnr nciicual huw-18mm.1ﬂ iy o el
) whiily of & pkaata oF domastic rahum ffom tha
The paymmiant does not eecead $7E, echding anmy poods /
e Sarvioes i SETL Sa S p it

I:l'l'm Sy That T Dasmant ralates o i whally input S
Tha senply B macia By an individual of permarshin wihout
& MEEcnabh Eeaiation of profk or gan.
The spplbor s nob anbied to nn.b.ENnr:t'wn"nn-m
CSMTWARG O G GRS in

The vk of thia parymmeant i aeamd inoomes o
e SLICGr

Section B: Declaration
Fiof imformrantion about your prkasy, WER our wobatn of Ehe e EluEhaaiy

Lo e 0 0 (P0YE) hagislation end guicialings aciministoned! by s, tha namad SUppier i not muoing e ABM for th cumant
and Lt supely of Qoods OF SErvices Tor Thi MGson of Mesons: indioahed

T e R A Y s R ]

T OO0 T T OO T T IO T T IO T T

Signature of supplier (o authorsed parson) s T e

EI:I_II_II_II_I_I_I_I_I
[/ [0/ [

) Fonaltios apply for delibonlsh miking o ldse o & Do el s Whis shaberment 1o us.
misbeacding shabsmui. Ehan ha complabed shabarnant to ey paryer hat you o

ol oF Bt 10, Tl P MYl Ksad This
cheCarTant wih ot Pecoe reiting B0 T supply ior el s,

M S Sensitive (whan compliod) Faga 1




Policy Directive

Wik

NSW

Ministry of Health, NSW

73 Miller Stre=t North Sydney NSW 2060
Locked Mail Bag 861 North Sydney NSW 2058
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NSW HEALTH CODE OF CONDUCT

PURPOSE

The NSW Health Code of Conduct defines standards of ethical and professional conduct that
are required of everyone working in NSW Health in any capacity, the outcomes we are
committed to, and the behaviours which are unacceptable and will not be tolerated.

The Code of Conduct assists with building a positive workplace culture based on our core
NSW Health values of collaboration, openness, respect and empowerment.

The intent of the Code is to provide a framework to promote ethical day-to-day conduct and
decision-making. It does not and cannot cover every situation that can arise in the workplace.
The Code does not replace the need for common sense in how staff conduct themselves.

MANDATORY REQUIREMENTS

All employees, contractors, volunteers, students, researchers and persons undertaking or
delivering training or education in NSW Health must abide by the Code of Conduct and the
core values and principles that it promotes.

IMPLEMENTATION

Chief Executives are responsible for ensuring that the Code is promulgated throughout their
agency.

All employees, contractors, volunteers, students, researchers and persons undertaking or

delivering training or education in NSW Health must be given a copy of the Code of Conduct
to read and sign on commencement of work in NSW Health.

Managers must ensure that the staff that they supervise are aware of and understand their
responsibilities under the Code.

REVISION HISTORY

Version Approved by Amendment notes
December 2015 | Deputy Secretary, | Amendments to requirements in relation to industrial activities and
(PD2015_049) Govemance, use of social media.
Workforce and
Corporate
September 2015 | Deputy Secretary, | Updated and replaced PD2012_013 to ensure alignment with the
(PD2015_035) | Govemance, Code of Ethics and Conduct for Govemment Sector Employees,
Workforce and and clanfy some existing provisions.
Cormporate
March 2012 Director-General | Updated and rescinded PD2005_626 and PD 2005 627:
(PD2012_018) - Shortened to make more accessible, readable and user friendly.
- Matters fully deat with in other Policy Direclives or legislation no
longer covered, with the exception of anti-discrimination.
October 2005 Director-General | Updated and replaced previous codes PD2005_199 (Department of
(PD2005_626) Health) and PD2005_130 (NSW Health services)
October 2005 Director-General Communication sirategy for PD2005_626.
(PD2005_627)
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A Message from the Secretary

In NSW Health we are committed to providing the best patient-centred health services
possible, and to the goals of protecting and improving the health of the people of NSW.

To achieve this, everyone working in NSW Health must promote a positive working
environment where everyone’s contribution is valued. Teamwork and respectful staff
relations are essential.

Everyone working in NSW Health should expect to be treated, and must treat others, with
respect, dignity and faimess. High standards of workplace practice and conduct improve
staff morale. They also produce more effective working relationships and enhanced patient
outcomes. In particular, bullying and / or harassment will not be tolerated.

This Code seeks to provide the basis for developing a positive workplace culture —a
culture which reflects our core values of Collaboration, Openness, Respect and
Empowerment and builds upon the Govemment Sector core values of Integrity, Trust,
Service and Accountability.

| ask everyone working in NSW Health to make themselves aware of the Code, and to
implement and adhere to the Code's provisions and to the NSW Health core values on
which it is based.

Dr Mary Foley
Secretary
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1 INTRODUCTION
1.1  Why we have a Code

The reason we have a Code of Conduct is so there can be no doubts about the standards
of ethical and professional conduct that are required of everyone working in NSW Health,
the outcomes we are committed to, and the behaviours which are unacceptable and will
not be tolerated.

A Code of Conduct assists with building a positive workplace culture based on our core
NSW Health values of collaboration, openness, respect and empowerment.

The intent of the Code is to provide a framework to promote ethical day-to-day conduct
and decision making. It does not and cannot cover every situation that can arise in the
workplace. The Code does not replace the need for common sense in how staff conduct
themselves. If staff are in doubt as to what conduct is appropriate in any particular
situation, or how the Code should be applied, they should seek advice and direction from
their manager or a more senior member of staff.

Managers have a key role in ensuring staff understand the Code and in enforcing the
standards it sets, consistently and faidy. However, the most important responsibility of
managers, and their most valuable contribution to ensuring that the standards set out by
the Code are implemented, is to lead by example.

The Code also provides guidance on how to raise and report breaches of the standards it
sets.
1.2 Definitions

MSW Health — means public health organisations, the NSW Ministry of Health, the
Ambulance Service of NSW, and all other organisations under the control and direction of
the Minister for Health or the Secretary of Health.

2 APPLYING THE CODE
2.1 Who does the Code apply to?

This Code applies to:

211 Persons who are employed in NSW Health whether on a permanent, casual or
temporary basis, and

212 Contractors (including visiting practitioners, agency staff and volunteers) working
in NSW Health, and

213 Students, researchers or persons undertaking or delivering training or education in
NSW Health,

who will be referred to as “staff throughout the Code.

In addition, staff of the NSW Ministry of Health, Health Professional Councils Authority,
Mental Health Commission and NSW Institute of Psychiatry are required to comply with

PD2015_049 Issue date: December-2015 Page 2of 9
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the Code of Ethics and Conduct for NSW Government Sector Employees, contained in
section 2 of the document issued by the Public Service Commission enfitied Behaving
Ethically: A Guide for NSW Government Sector Employees.

2.2 Responsibilities under the Code

All staff are responsible for applying and complying with the Code.

Managers are responsible for ensuring that the staff who they supervise are aware of and
understand their responsibilities under the Code.

2.3 What happens if there is a breach of the Code

There is a range of conseguences for breaches of this Code depending on the nature and
seriousness of the matter.

Managers have a responsibility to address alleged breaches of the Code promptly, and in
a fair and reasonable manner. They need to assess the seriousness of any alleged
breaches, and how they should be dealt with.

Possible outcomes for a staff member who has breached the Code may be:
* Counselling
« Performance improvement plans
= Formal disciplinary action

+ Referral to the relevant registration board when the staff member is a registered
health practitioner

+ Referral to the police in cases of suspected possible ciminal activity

+ Referral to other Government agencies, such as the Independent Commission
Against Corruption, or

« Termination of employment.
Certain sections of the Code reflect the requirements of legislation, and breaches of these
conditions may be punishable under law.
2.4 What to do if you are concerned about a breach of the Code

Staff should report any breach or concerns about a breach of the Code to their manager.

If staff are not comfortable about reporting to their manager, they should report the matter
to a more senior staff member. In some circumstances, such as allegations of comuption,
there is a mandatory requirement to report matters to external agencies.

2.5 Protection for people who raise concerns about a breach of the Code

NSW Health is committed to protecting any person who raises concems about a breach of
the Code from retaliation or reprisals. Any attempt to take detrimental action against a
person who raises a legitimate breach of the Code will be treated seriously and may lead
to disciplinary action.
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Further, it is a criminal offence to take reprisal against a whistieblower under Section 20 of
the Public Interest Disclosures Act 1994 where a disclosure falls within the scope of that
Act.

3 NSW HEALTH CORE VALUES

The NSW Health CORE values build upon the public sector core values of integrity, trust,
service and accountability.

The NSW Health CORE values are:
+ (Collaboration
« Openness
* Respect
« Empowerment.

We sfrive to reflect these CORE values in our workplaces and in our conduct by
demonstrating the following characteristics:

Collaboration
« We are an organisation that believes in its people and is people centred.
« Qurleaders are role models for our core values and they are accountable.
* We willingly work in teams to provide excellent levels of care.

« QOurteams are strong and successful because we all contribute and always seek
ways to improve.

+ We encourage and recognise outstanding performance.

Openness
« We want our community to have confidence in their local health services.
= We foster greater confidence and cooperation through open communication.
« Our perfonﬂance is open to public scrutiny through patient and employee surveys.
« We welcome and use feedback as a tool to do better.

* We encourage those around us to speak up and voice their ideas as well as their
concemns by making it clear that speaking up is worthwhile and valued.

« We communicate clearly and with integrity.

Respect

« We never lose sight of our patients’ fundamental right to be treated with dignity,
compassion and respect.

« We listen to patients, the community and each other.
* We welcome new ideas and ways of doing things to improve patient care.
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« We freat our colleagues and patients with dignity and respect, and care about those
around us.

« Each of us is responsible for workplace culture and performance.
« We have zero tolerance for bullying and no-one, no matter how senior, is exempt.

Empowerment
= We encourage and support local decision making and innovation.
= We accept that with local decision making comes responsibility and accountability .
+ We make best use of resources and experience to meet patient and community
expectations.
+* While we seek direction from our leaders, we believe that everyone is empowered
to make a difference in our workplace.

+ As individuals, we can improve our workplace culture and performance by
addressing issues that hold us back.

+ We strive for individual excellence on behalf of our patients and our teams, and to
deliver the best possible care and services.

4 THE CODE OF CONDUCT

The Code requires staff to adhere to the standards set out below. The standards in this
Code also apply to social activities that take place outside work premises but under
agency auspices, and to the making of comments about other staff, patients, and patients’
family members or visitors on social media where the status of the person making the
comments as a NSW Health staff member is indicated or can be inferred.

4.1 Promote a positive work environment
Staff must:

411 Treat patients and members of the public with courtesy and respect and with due
sensitivity to the needs of people with different backgrounds and cultures

412 Treat all other members of staff (imespective of whether they are at the same level
of seniority, or more senior or junior) in a way that promotes harmonious and
productive working relationships, and a collaborative teamwork approach

4.1.3 Not bully or harass other staff, patients or members of the public, or discriminate
against them on the basis of their sex, race, ethnic or ethno-religious background,
marital status, pregnancy, disability, age, homosexuality, transgender or carers'
responsibilities

414 Notencourage or support other staff in harassing or bullying, or in acting in a way
that is contrary to harmonious working relationships between staff members

PD2015_045 Issue date; December-2015 Page 5of 9
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4.1.5 Where appropriate, attempt to settle any complaints, disagreements or grievances
involving other staff themselves in the first instance; or pursue such matters
through their manager or a more senior member of staff in a way which is
proportionate to the issues raised, utilises applicable NSW Health policies, and
recognises that in any process to resolve such matters other staff also have
perspectives and rights.

4.2 Demonstrate honesty and integrity

Staff must:

421 Avoid situations which may give rise to pecuniary or other conflicts of interest, and
should any conflicts or possible perceptions of such conflicts anise declare them

immediately to their manager - for further information, refer to the current NSW
Health policy on conflicts of interest and gifts and benefits

422 In general not deal with the finances of patients or clients, but where such dealings
occur in the best interests of the patient or client, report the full details to their
manager

423 Ensure that their actions and decisions are not influenced by self interest or
considerations of personal gain or other improper motives

424 Not accept bribes or inducements that are intended to influence their decisions or
actions and

425 Not accept gifts where they are, or could be reasonably interpreted as being,
designed to secure influence or preferential treatment in favour of the giver, which
means that token or inexpensive gifts offered as an expression of gratitude, such
as chocolates from a patient, can be accepted — for further guidance, refer to the
current NSW Health policy on conflict of interest and gifis and benefits

426 Provide honest and accurate comments when giving staff references

427 In dealings with former staff members of NSW Health not give them, or appear to
give them, favourable treatment or access to privileged information.

On leaving employment, staff must:

428 Notuse or take advantage of confidential information obtained in the course of
their previous official duties to seek gain or profit, unless and until this information
is publicly available

429 Not take documents that are the property of the Health Service to another position
prior to or after resignation without approval.

4.3 Acting professionally and ethically

Staff must:
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AL

Code of Conduct N7
NSW

womer | Health
CODE OF CONDUCT

431

432

433

434

435

436

437

438

439

4310

4311

4312

4313

4314

4315

At all times act in a way which is consistent with NSW Health's duties of care to its
patients and clients, and its obligations to provide a safe and supportive
environment on its premises for patients and their family members

Mot be under the influence of alcohol or drugs when commencing work and while
at work

Be in a fit and proper condition to carry out their duties when commencing work
and while at work

Dress in a way that is appropriate for the work they do, and complies with any
local dress requirements

Carry out their duties diligently and efficiently

Mot absent themselves from the workplace without proper notification, when they
are meant to be on duty; nor engage in any form of outside practice or
employment or other activities when they are meant to be on duty and working for
MNSW Health

If working as a full time employee, seek approval from the Chief Executive or his/
her delegate to undertake secondary employment; and if working as a part-time
employee seek such approval if there is potential for a conflict of interest with
NSW Health employment, or if the total work being undertaken raises issues about
excessive working hours. Such approval for other employment must not be
unreasonably withheld

Comply with all lawful and reasonable directions given by their managers or other
members of staff authorised to give them

Comply with all applicable NSW Health policies and procedures, and those of the
NSW Health agency where they work

Maintain and enhance their professional standards and skills, and keep up to date
with best practice

Observe all laws, professional codes of conduct and ethics relating to their
profession

If professionally registered, report all changes in professional registration (such as
the imposition of conditions on registration) to their manager

Avoid conduct that could bring NSW Health or any of its staff, patients or clients
into disrepute, including when using social media

Act in a way which protects and promotes the interests of NSW Health and the
particular NSW Health agency where they work

Only provide official comment on matters related to NSW Health if authorised to do
S0
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4.3.16 When making public comment on issues or participating in political or industrial
activities, not indicate or imply that their views are those of NSW Health

4.3.17 Carry out their duties in a politically neutral manner

4318 Report criminal charges and convictions against them involving offences
punishable by imprisonment for 12 months or more to their Chief Executive within
7 days of the charge being laid or a conviction recorded

4.3.19 Report to the designated person within their Health organisation, upon becoming
aware of an allegation, charge or conviction involving an under 18-year-cld against
another NSW Health staff member

4320 Reportimmediately any episode or incident of clinical care which raises concemns
about standards of dlinical care or about possible clinical malpractice, and

4321 Report to a more senior member of staff and / or to the appropriate external
statutory body any misconduct by others of which they become aware, such as
corruption, fraud, maladministration, and serious or substantial waste.

4.4 Use official resources lawfully, efficiently and only as authorised
Staff must:
441 Use work resources efficiently

442 Use all equipment, goods, resources and materials provided for work-related
purposes only, and not for outside clinical or business practice or political
purposes: for example staff cannot operate a private business from the workplace,
proselytise in favour of a particular religious belief or beliefs , decorate official
vehicles with political slogans, or use work tools to make repairs to personal
property or carmy out home renovations. However, reasonable personal use may
be made of equipment (such as phones, computers or photocopiers) provided that
work performance is not affected and any instructions about such personal use are
followed

443 Follow any special directions or conditions that apply to the authorised use of
official resources such as the use of cars for non-official purposes, and

444 Notuse NSW Health internet and email resources for accessing, transmitting,
storing or downloading pomographic, sexually explicit or otherwise inappropriate
material.

4.5 Maintain the security of confidential and / or sensitive official
information.

Staff must:
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4351

452
453

454

Keep confidential all personal information and records, including not discussing or
providing information on social media that could identify patients or divulge patient
information

Not use or release official information or records without proper authority

Maintain the security of confidential and / or sensitive information, including that
stored on communication devices

Mot disclose, use or take advantage of information obtained in the course of official
duties, including when they cease to work in NSW Health.

4.6 Maintain professional relationships with patients or clients.

Staff must:

46.1

462

Not take an unfair advantage of, or exploit any relationship with, patients or clients
in any way, induding not engaging in on-line friendships with patients or clients via
social media; staff may accept patients and clients as members of their
professional pages that contain information relating to the professional practice of
the staff member

Mot have any sexual relationship with a patient or dient during a professional
relationship.

I have read and understood the above Code of Conduct, and agree to comply with its
provisions at all times while working in NSW Heaith.

By signing this Code | acknowledge my commitment to achieving the best outcomes for
patients and playing my part in ensuring that my working environment is safe and
supportive.

Prnt name

Signature

Date
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