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1. Purpose

This Code of Conduct (the code) outlines the expected conduct of all Australian Dental
Council (ADC) staff, Board Members and Committee Members and how the ADC can
support them in meeting these expectations.

The code provides a framework by which conduct can be assessed and provides guidance
on actions that the ADC may take if conduct falls short of expected behaviour.

The code cannot prescribe behaviour for every circumstance, but rather aims to promote a
culture where representatives of the ADC understand their responsibilities and are supported
to actin accordance with the ADC'’s values.

The code aims to ensure that high standards of corporate and individual behaviour are
observed and ensure that decisions made by the ADC are impartial, unbiased and in the
interest of public safety.

2. Scope

This policy applies to all staff, Board Members and Committee Members of the ADC. These
are referred to as ADC's people throughout the Code of Conduct.

This code applies when ADC's people are acting as, or when they are perceived to be as
acting as, a representative of the ADC.

3. Overview

The vision and strategic aims of the ADC are underpinned by the organisation’s corporate
values. These values — being collaboration, respect, learning and integrity - provide guidance
to the organisation in ifs strategic planning and in its day-to-day interactions with alll
stakeholders. The code of conduct is in line with the Respect@Work legislation, which
imposes a positive duty on employers and persons conducting a business or undertaking to
prevent and eliminate as far as possible sex discrimination, workplace sexual harassment,
sex-based harassment, conduct that amounts to subjecting a person to a hostile work
environment on the ground of sex and victimisation. This commitment means that the ADC
takes proactive and meaningful action to prevent unlawful behaviours, irrespective of
whether a complaint has been lodged. To meet this positive duty, the ADC will abide by the
seven minimum standards: Leadership, Culture, Knowledge, Risk Management, Support,
Reporting, and Measurement. These standards are throughout this code of conduct.

The ADC integrates respectful behaviour, gender equality, inclusion and diversity into all its
policies, procedures and frameworks. These elements reinforce the ADC's dedication to
creating a safe, inclusive, and respectful workplace environment for all ADC's people.

4. Principles

The ADC's values guide the way we interact with each other and stakeholders. ADC's
people are expected to be familiar with ADC’s values and exhibit the professional standards
and behaviours which support these values. Any breaches of the code are to be reported.
Each value is described below:

Collaboration

Collaboration is about working fogether with purpose, openness, and frust. We build strong
relationships across teams, share knowledge, and support each other to achieve common
goals. True collaboration drives better outcomes, fuels innovation, and creates a workplace
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where everyone feels connected and valued. We grow by listening, learning, and
embracing diverse perspectives. Respect and trust guide how we work - we value open
communication, shared goals, and constructive challenge. Every voice matters, and we
succeed by supporting one another with care and empathy.

ADC's people are expected to:

e proactively work across teams, share knowledge, and align efforts fo achieve more
together;

e listen, learn, and exchange ideas to grow and improve;

e speak with honesty and a shared commitment to navigating challenges together;

e include diverse perspectives to make better decisions; and

¢ show empathy and take joint responsibility for our success.

Respect

Respect means valuing people as individuals, embracing diverse perspectives, and fostering
a culture of kindness, fairness, and inclusion. It guides how we communicate, collaborate,
and support one another - ensuring everyone feels heard, safe, and empowered to
conftribute. Respect is the foundation of how we work - with empathy, dignity, and frust at
the core of our relationships.

ADC's people are expected to:

e freat all people with kindness and fairness, embracing diverse perspectives and
creating space for inclusive conversations;

o approach difficult conversations with openness and a genuine interest in
understanding each other, so we can move forward together;

¢ foster an environment where people feel comfortable to be themselves and are
supported to thrive;

o respect time, energy, and personal boundaries, supporting balance so we can all
show up at our best; and

e build tfrust by giving autonomy, recognising conftributions, and supporting growth in
confidence and capability.

Learning

Learning is central to our culture and success. It empowers us to adapt, innovate, and grow -
as individuals and as a feam. We approach challenges with curiosity, reflect on our
experiences, and stay open to new ideas. By sharing knowledge and learning from each
other, we contfinuously evolve and improve. We focus on progress over perfection, always
moving forward together.

ADC's people are expected to:

e seek out opportunities to learn and develop, even when faced with uncertainty or
challenge;

o use feedback and self-reflection to grow our skills, mindset, and impact;

e pass on insights, fools, and experiences to lift others and build collective capability;

e value different ways of thinking and stay open to change and innovation; and

e learn from setbacks and keep moving forward, focusing on continuous improvement.

Page 4 of 15



Integrity

Integrity is the foundation of our professional and personal conduct. It means acting with
honesty, taking responsibility, and consistently upholding the values and standards we set for
ourselves and each other. Through integrity, we build trust, credibility, and a workplace
culture grounded in fairness and respect. Integrity is the foundation of our professional and
personal conduct. It means doing what's right - even when it's not easy. We act with
honesty, take responsibility, and uphold the standards we set for ourselves and each other.
Through integrity, we build frust, credibility, and a workplace culture grounded in fairness,
respect, and accountability.

ADC's people are expected to:

¢ make decisions that reflect our values, even when they are challenging or
uncomfortable;

e speak openly and truthfully, even when the message is difficult, building trust through
consistency and clarity;

e follow through on our commitments, own our outcomes, and learn from our mistakes;

e actin the best interests of the tfeam and community, freating everyone with fairness
and respect; and

¢ hold ourselves and each other accountable, consistently modelling behaviours that
reflect our values and build frust.

5. Respectful workplace

The ADC strives to provide a workplace where everyone is freated with care and respect,
values diversity and inclusion and provides a safe working environment.

Diversity and inclusion

The ADC fosters a workplace environment that celebrates diversity and promotes inclusion.
Recognising the value of a diverse workforce, the ADC is dedicated to creating a safe and
respectful environment for all staff, regardless of race, ethnicity, cultural background,
gender, age, religion, marital status, family or carer’s responsibilities, disability, sexual
orientation or socioeconomic background.

Cultural safety

Cultural safety is integral to the safety and wellbeing of staff. It ensures all individuals and
groups are freated with regard to their unique cultural needs and differences. It assumes the
right to difference and calls for interactions that do not diminish, demean, or disempower
individuals based on any perceived or actual difference.

The ADC takes positive steps to support a culturally safe workplace that enables everyone to
be treated with dignity and respect. All staff must behave with cultural respect and strive fo
demonstrate and facilitate cultural safety principles in day-to-day work, and interactions with
stakeholders.

Anti-racism

The ADC fosters a workplace environment that celebrates diversity and promotes inclusion
and does not tolerate any form of racism and discrimination. Recognising the value of a
culturally diverse workforce the ADC is dedicated to creating a safe and respectful
environment for all staff, regardless of race, ethnicity, or cultural background. Discriminatory
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behaviour will not be tolerated, and we are committed to taking proactive measures to
address and eliminate racism in our workplace.

The ADC people are expected to actively participate in creating an anfi-racist environment.

The ADC acknowledges that racism has a particular impact on Aboriginal and Torres Strait
Islander peoples and may take forms that are distinct from other types of racism. An
environment of cultural safety must be provided for all Aboriginal and Torres Strait Islander
staff and stakeholders.

Workplace health and safety

The ADC strives to provide a positive workplace where everyone is freated with care and
respect.

The ADC's people can expect that the ADC will:

e provide a safe and comfortable working environment free from physical,
psychological and psychosocial harm;

e provide a culturally safe working environment;

e provide training and materials needed to prepare for and undertake their role;

e provide one-on-one support or mentorship where appropriate;

e provide a safe and confidential space to report behaviours of concern;

e support gaining access to counselling and support services if required; and

e have a zero tolerance for illicit drugs and alcohol impairment.

The ADC provides sound security practices to minimise risk to assets and its people.
It is expected that ADC's people will:

* Clearly identify they are authorised to work in the ADC building by wearing their
lanyard;

e Prevent unauthorised access to the ADC building;

*  Promptly report known security incidents or potential security risks, such as suspicious
behaviour;

e Treat ADC property with due care and refurn any property when offooarding from
the ADC;

¢ Obey warden instructions in the event of an emergency;

¢ Never leave work computers unattended in public spaces and ensure that when
accessing ADC data the screen content remains confidential and is noft visible to
unauthorised individuals

e Use Artificial Intelligence (Al) responsibly and ethically; and

e Use social media and networking sites in accordance with the ADC policies.

Unacceptable behaviour

The ADC does noft tolerate unlawful discrimination, bullying, harassment, sexual or sex-based
harassment, victimisation or any other form of unacceptable conduct and is committed to
taking proactive measures to address and eliminate inappropriate behaviour in the
workplace. ADC's people are expected to report any unlawful behaviour.

The ADC will not tolerate Fraud or Corruption within any part of the organisation. Any Fraud
or Corruption that is detected may be reported to the relevant law enforcement agency.
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6. Privacy and confidentiality

The ADC handles sensitive and confidential information relating to various aspects such as
but not limited to providers, students, candidates, assessment processes, examinations and
other assessors, examiners and item writers. ADC's people are required to:

understand and sign an ADC confidentiality agreement or employment agreement;
maintain awareness of the principles and requirements of the ADC confidentiality
agreement or employment agreement;

maintain the privacy of all personal and private information collected off any
individuals and providers whilst engaging with the ADC, including any provisional or
actual provider outcomes or performance and provisional or actual candidate result
or performance;

maintain the security and confidentiality of all ADC material;

refrain from providing any accreditation or examination material to providers,
candidates or any third party that prepares providers or candidates for ADC
assessments;

only seek information and access ADC databases if appropriately trained and
authorised to do so, including searching provider and candidate records; and

use ADC resources only for the purposes of the ADC.

/. Conflict of interest and relationships

A conflict of interest is where a person has private interests that could improperly influence,
or be seen to influence, their decisions or actions for the ADC. All ADC's people are
expected to act in good faith towards the ADC and will not use information gained in
confidence for personal benefit or the benefit of others.

Conflicts of interest may be characterised as personal, professional or financial.

Personal conflicts

Personal conflicts could include, but are not limited to:

close friendships, family relationships or animosity between the person acting on
behalf of the ADC and a staff member or student involved in an accreditation
process at an education provider;

an instance where a person acting on behalf of the ADC was involved in a previous
event at the education provider undergoing an accreditation process, for example
they had previously applied for a job and were unsuccessful; or

A family member taking an exam;

Professional conflicts

Professional conflicts could include, but are not limited to:

a connection to a supplier that ADC engages;

a person acting on behalf of the ADC is a senior adviser (including a member of an
external advisory committee), examiner or consultant to the education provider
undergoing an accreditatfion process; or

a person acting on behalf of the ADC is associated with an education provider that is
stfrongly competing with the provider seeking accreditation of its program(s).
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Financial conflicts

Financial conflicts could include, but are not limited to:

e an actual, potential, or perceived financial gain or loss. Money does not need to
change hands; or

e a person acting on behalf of the ADC is associated with, or is providing professional
continuing development programs, that may be at odds or in competition with the
similar programs offered by the education provider undergoing an accreditation
process.

There is nothing improper or unlawful in the existence of a conflict of interest. An issue arises
however when private or other interests overrides the interests of the ADC. All ADC people
must recognise and declare any conflict of interest (actual, potential or perceived) in
relation to their role at the ADC.

For Board Directors, guidelines on dealing with Conflicts of Interest are outline in the Board
Charter. All Board Directors and Committee Members complete a Register of Interests which
is presented at each meeting.

If a staff member has an actual, potential or perceived conflict of interest they must inform
their manager and the Executive Director, People and Culture. Staff members who are
assessors, examiners or item writers must inform the relevant executive director; the Executive
Director, Assessments and Examinations or Executive Director, Accreditation, Policy and
Research.

Examiners and item writers are not permitted to engage with any courses that prepare
candidates for ADC assessments, or guide candidates through the assessment process.

Assessors of education programs must not have informal meetings, attend social functions or
other business meetings with interviewees during site visits.

The relevant Executive Director will assess with the manager any required course of action
which may include:

¢ Removing the staff member from any decision making in regard to the conflict of
interest;

e Requiring minuting in meetings of the conflict of interest; and/or

e Re-assigning a role to avoid the conflict of interest.

The CEO will be informed of any actions required for a declared conflict of interest.

8. Gifts, benefits and hospitality

The ADC's people are expected not to offer or accept payment, bribes, gifts or other items
from providers which may be perceived as having the potential fo compromise impartiality
or create a conflict of interest.

The ADC recognises that gifts, benefits and hospitality are often exchanged in the usual
course of business. To ensure that the best interests of ADC are maintained, any non-token
gifts, benefits and hospitality received in relation to their role at the ADC must be declared.

A non-token offer is an offer of a gift, benefit or hospitality that is, or may be perceived to be
by the recipient, the person making the offer or by the wider community, of more than
inconsequential value (more than $100).

If a non-token offer is made then this must then be declared to the Executive Director,
People and Culture via recruit@adc.org.au. For the Executive Director, People and Culture
this is to be declared to the CEO. The Executive Director, People and Culture will maintain a
gifts register.
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The ADCs people should not accept a non-token offer if it is:

e likely to influence them, or be perceived to influence them, in the course of their
duties or raise an actual, potential or perceived conflict of inferest

e by a person or organisation about which they will likely make a decision

e likely to be a bribe or inducement to make a decision or act in a particular way that
extend to their relatives or friends

9. Intellectual property

Materials, information and services generated throughout the course of activities with the
ADC are owned by the ADC and can only be used with the ADC's express written
permission. Publicly available materials may be referred to (with appropriate attribution), for
non-commercial, educational and scientific purposes only.

ADC's people are not permitted to use ADC materials that are not already in the public
domain:

e to gain any benefit or unfair advantage;
* in publications; or
e in fraining courses external to the ADC unless approved.

10. Media

ADCs people must not make public statements on behalf of the ADC without authorisation.
Refer to the Media Policy.

11. Breaches of the code

The ADC is committed to attempting informal resolution of issues where they occur, i.e.,
through open discussion, and expects that most issues can be satisfactorily resolved in this
manner. ADC’s people should be familiar with the framework by which conduct can be
assessed and the actions that the ADC may take if conduct falls short of expected
behaviour. The Complaints Management Framework provides an overview of how
complaints may be raised.

Reporting a breach

Should anyone have any concerns that they or another person has breached this code, the
individual should speak to the appropriate ADC manager in the first instance. Should the
individual for any reason feel that they cannot raise a concern with the manager, they may
speak to the appropriate executive director.

The Whistleblower Policy can be accessed if the individual is not comfortable to report the
suspected breach to a manager or executive director.

Misconduct

Misconduct refers to conduct that is in breach of this code which can include a person that
does not disclose a conflict of interest. Serious misconduct refers to misconduct of a serious
nature and includes, but is not limited to, conduct that causes serious risk to the health and
safety of a person or the reputation or viability of the ADC.
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In the case an individual is alleged to have breached the code, the ADC will determine
whether misconduct, including serious misconduct has occurred by making an assessment of
the intent and severity of the breach. Allegations of a breach may result in:

an investigation into the matter;

a discussion and management between the individuals;

the requirement to undertake further training;

disciplinary action including formal warning or termination of engagement or
employment with the ADC; and

notification to the appropriate authorities.

The ADC may contact an assessor, examiner or item writer in the case of a candidate
or provider appeal or complaint. The individual is expected to respond to such
contact in an honest, open and fimely manner.

Support

The ADC will ensure that anyone who is alleged to have breached this code will be treated
fairly, including with the provision of support throughout the process and the opportunity to
respond to any allegations made against them.

Anyone who reports a breach of the code will equally be provided with support and
anonymity, where possible, throughout the process.

12.

Roles and responsibilities

All staff
All staff will:

be aware of, comply, and follow the standards of behaviour outlined this code;
model ADC values of to the best of your ability;

report behaviour that may be contrary to the Code;

comply with mandatory reporting requirements;

keep all records, documents and communications accurate, truthful and up to date;
comply with all ADC standards, policies, guidelines and procedures relevant to your
position;

undertake any relevant fraining required to understand any part of this Code Of
Conduct or related policies;

declare any actual, potential or perceived conflict of interest to their Manager and
the Executive Director, People and Culture or relevant Executive Director;

not engage in the soliciting of gifts, benefits and hospitality for themselves or others
and declare all non-token offers of gifts, benefits and hospitality;

respect the confidentiality of the complaint resolution procedures treat everyone with
dignity, courtesy and respect at all fimes; and

be responsible and accountable for their behaviour at all times.

Managers

Managers will;

model appropriate standards of behaviour;
take steps to educate and make staff aware of their obligations under this code and
the law;
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¢ intervene quickly and appropriately when they become aware of inappropriate
behaviour;

e report complaints about breaches of this policy in accordance with the complaint
handling policy; and

e ensure people who raise an issue or make a complaint are not victimised.

Executive Director, People and Culture

The Executive Director, People and Culture will develop and update this code when required
and ensure adherence across the business.

The Executive Director, People and Culture will maintain the staff Conflict of Interest Register,
determine any action for a declared conflict of interest and inform the CEO of any such
action.

The Executive Director, People and Culture will maintain the Gifts Register.

Chief Executive Officer
The CEO will endorse this code and provide values-based leadership.

The CEO will review any staff conflicts of interest and ensure the actions undertaken are
appropriate.

Board of Directors

Directors are expected to adhere to the code and set the ethical standards for the
organisation.

In accordance with legal requirements and agreed ethical standards, Directors specifically:

* willact honestly, in good faith and in the best interests of the ADC

¢ have a duty to use due care and diligence in fulfilling the functions of the office and
exercising the powers attached to that office

¢ will use the powers of office for a proper purpose, in the best interests of the company
as a whole

¢ will allocate appropriate time before each Board meeting to read agenda and
obtain further information if necessary

* will actively engage in strategic directions planning and governance workshops as
organised by the ADC

¢ willundertake diligent analysis of all proposals placed before the Board will
demonstrate reasonableness in decision making and treat all other Directors and
ADC staff with courtesy and respect.

* will sign the ADC Confidentiality Agreement and thereafter will keep confidential all
information received in the course of the exercise of their duties and not seek to take
unfair advantage of knowledge so gained, recognising that information so obtained
remains the property of the company

¢ will not take advantage of the ADC property, or accumulate excessive expense for
the ADC in travel cost or other activities

¢ will disclose any conflicts of interest within the agenda at each Governing Board
meeting; and will not allow personal interests, or the interest of any associated
person, to conflict with the interests of the ADC

¢ willmake reasonable enquiries to ensure that the ADC is operating efficiently,
effectively and legally (in particular in regard to the Corporations Act 2001 and the
Health Practitioner Regulation National Law Act 2009), towards achieving its goals
and objectives.
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¢ behave in a way that upholds and promotes the good reputation of the ADC and
complies with the spirit, as well as the letter, of the law and with the principles of this
Charter.

13. Related documents

For access to any documents below that are not publicly available, please contact the
relevant Executive Director.

e Accreditation Committee Charter

e Assessment Committee Charter

e Anfi Racism Policy

e Board and Committees Remuneration Guidelines

e Board Charter

e Complaints Handling Policy

e Complaints Procedure

* Conflict of Interest Register

* Delegations of Authority

e Discrimination, Bullying and Harassment Policy

e Examiner, ltem Writer and Assessor Remuneration Guidelines
* Finance Audit and Risk Monitoring Committee Charter
* Fraud and Corruption Policy

* Gifts and Benefits Register

e Grievance Procedure

¢ People and Culture Committee Charter

¢ Infernational Accreditation Committee Charter

e |T Acceptable Use Policy

e Media Policy

e Poor Performance and Misconduct Policy

e Recruitment and Selection Policy

¢ Recruitment and Selection Procedure

e Sexual Harassment and Sex-Based Harassment Policy
e Social Media Policy

¢ Whistleblowers Policy

Assessors are encouraged to review the following additional resources:
* Accreditation manual for assessors
Examiners are encouraged to review the following additional resources:

e Appointment of examiners policy
e Examiner handbook

Item writers are encouraged fo review the following additional resources:

* Appointment of item writers policy

Federal Legislation

e Anti-discrimination and Human Rights Legislation Amendment (Respect@Work) Act
2022

e Age Discriminafion Act 2004

e Australian Human Rights Commission Act 1986 (Cth)

* Disability Discrimination Act 1992 (Cth)
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e Equal Opportunity Act 2010 (Cth)

e Fair Work Act 2009 (Cth)

* Racial Discrimination Act 1975 (Cth)

e Sex Discrimination Act 1984 (Cth)

e Workplace Gender Equality Act 2012 (Cth)

Victorian Legislation

e Crimes Acts 1958
e Charter of Human Rights and Responsibilities Act 2005
¢ Occupational Health and Safety Act 2004

14. Document information

Policy Owner: CEO
Approver Board
Approval date: 14 June 2024
Effective date: 14 June 2024
Date for review*: 14 June 2027
Version: 1.1

*unless otherwise indicated, this policy will continue to apply beyond the review date
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Appendix A - Definitions
The following definitions are applicable throughout this Policy:
Benefits

Preferential freatment, privileged access, favours or other advantage offered to an
individual. This may include invitations to sporting, cultural or social events, access to
discounts and loyalty programs, and promises of a new job.

The value of benefits may be difficult to define in dollars, but as they are valued by the
individual, they may be used to influence the individual's behaviour.

Bullying
Repeated, unreasonable behaviour towards an individual or group of individuals.
Corruption

Corruption is dishonest activity in which a director, executive, manager, staff member or
confractor of an enftity acts contrary to the interests of the entity and abuses his or her
position of frust in order to achieved some person gain or advantage for him or herself or for
another person or entity.

Discrimination

Discrimination occurs when individuals or groups are treated unfairly or less favourably due to
their race, ethnicity, nationality, or cultural background.

Fraud

Fraud is dishonest activity causing actual or potential financial loss to any person or entity
including theft of moneys or other property by employees or persons external to the entity
and where deception is used at the fime, immediately before or immediately following the
activity. This also includes the deliberate falsification, concealment, destruction or use of
falsified documentation or infended for used for a normal business purpose or the improper
use of information or position for personal financial benefit.

Gifts

Free or discounted items and any item that would generally be seen by the public as a gift.
These include items of high value (e.g. artwork, jewellery, or expensive pens), low value (e.g.
small bunch of flowers) and consumables (e.g. chocolates).

Harassment

Harassment involves any unwelcome conduct or communication, verbal or non-verbal, that
creates a hostile or offensive environment based on race, ethnicity, nationality, or cultural
background.

Hospitality

The friendly reception and entertainment of guests. Hospitality may range from light
refreshments at a business meeting to expensive restaurant meals and sponsored fravel and
accommodation.

Racism

Racism refers to any act or behaviour that discriminates against individuals or groups based
on their race, ethnicity, nationality, or cultural background, leading to unfair tfreatment,
prejudice, or disadvantage.
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Sexual Harassment

Any unwelcome sexual advance, unwelcome request for sexual favours or other unwelcome
conduct of a sexual nature in circumstances where a reasonable person, having regard to
all the circumstances, would anticipate the possibility that the person harassed would be
offended, humiliated or intimidated.

Sex-based Harassment

Any unwelcome behaviour that is demeaning in nature and occurs because of a person's
sex or characteristics commonly associated with that sex. It is determined based on whether
a reasonable person would expect the affected individual to feel offended, humiliated, or
infimidated, and does not necessarily involve unwelcome sexual conduct such as advances
or requests for sexual favours.

Victimisation

Victimisation is subjecting or threatening to subject someone to a detriment because they
have asserted their rights under the law, made a complaint, helped someone else make a
complaint, or refused to do something because it would be discrimination or victimisation.
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