
Code of Conduct
for all participants, artists, board members, staff and 

community members who use the space at Darwin Community Arts

BE KIND 
People of all backgrounds should feel welcomed and comfortable using the Darwin Community Arts spaces. 
Please be respectful, considerate and polite to fellow community members. Offensive comments related to 

gender, gender identity or expression, sexual orientation, disability, physical appearance, age, ethnicity, religion will 
not be tolerated.

BE RESPECTFUL
Not all of us will agree all the time, but disagreement is no excuse for poor behavior and poor manners. We might 
all experience some frustration now and then, but we cannot allow that frustration to turn into a personal attack. 
It's important to remember that a community where people feel uncomfortable or threatened is not a productive 

one. We expect members, participants, and staff at DCA to be respectful of the DCA spaces and others’ 
belongings in the space. We also expect that communicating with other community members is respectful.

COMMUNICATE EFFECTIVELY
We don't all speak the same language at the same skill level. 

Clear communication and patience can help to avoid misunderstandings. Active listening and turn taking in 
conversations ensures that everybody has a chance to be heard. It’s important to remember that our 

interpretations of words can be different depending on our backgrounds. 

ASK FOR HELP WHEN UNSURE
Nobody is expected to be perfect in this community. Asking questions early avoids many problems later, so 
questions are encouraged, though they may be directed to the appropriate person. Those who are asked should 

be responsive and helpful.

VIOLATION
FIRST OCCURRENCE

We'll give you a friendly reminder that the behavior is inappropriate according to the Code of Conduct

SECOND OCCURRENCE
We'll send you a private message with a warning that any additional violations will result in suspension from the community.

THIRD OCCURRENCE
Depending on the violation, we might need ask you to no longer attend DCA activities and spaces.

THIS IS A GUIDE TO MAKE IT EASIER TO BE EXCELLENT 
TO EACH OTHER IN ALL ASPECTS OF DCA PRACTICE.
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The Aim of the Code 
The code of conduct is to ensure that our high-quality support services are delivered with the 
highest standards of ethical behaviour with fairness and respect of others. This applies to all 
employees and board / committee members of DCA and also includes any person who is a volunteer 
and who is working on a DCA managed event or working on DCA premises. 

The Code  
The Code of Conduct requires you to: 

• Be fair and honest and act with care and diligence in the course of your employment. 

• Comply with DCA work directives and policies. 

• Treat all employees, board / committee, volunteers of DCA and clients of DCA with respect, 
consideration and without harassment and actively take an interest in their welfare and 
convenience in relation to their employment with DCA. 

• Not bully, harass or act in a manner that is considered offensive by the other party including 
inappropriate behaviour of a sexual or racially discriminatory nature. 

• Do your work promptly, diligently properly and with skill, care and attention, to the best of 
your ability. 

• Present and dress yourself suitably for employment including the wearing of supplied 
uniforms and/or safety clothes as required. 

• Be punctual in attending and departing the workplace at commencement, lunch break and 
close of business. 

• Be responsible in the use of DCA vehicles, provided accommodation and official business 
travel movements. Reckless behaviour or damage to property by the employee through 
misuse will be the responsibility of the employee and any resulting costs borne by DCA will 
be recovered after reasonable discussion with the employee. 

• Notify DCA or your manager as soon as possible in the event that you will be absent from or 
delayed in getting to work. 

• Advise your Manager of all information concerning anything relating to DCA which ought to 
be brought to DCA attention, or which could be of value or importance to DCA and which is 
known to you, including matters concerning personnel, systems, methods, competitors, the 
conduct of your work, or the work of others. 

• Report to your Manager immediately any case of possible negligence, mistake or breach of 
safety in any of the work of DCA that you may notice or be involved in. 

• Be conscientious about the security and maintenance of DCA premises, equipment, motor 
vehicles and other assets. 

Disclosure of offences against the law 
An employee who has been charged, convicted or acquitted of a civil or criminal offence is 
required to advise DCA; regardless of whether the offence relates directly to the employee’s or 
volunteer’s duties. This will also be required for any future instances during the employment or 
engagement with DCA. 

In such instances the privacy of the employee or volunteer will be respected but the nature of an 
offence may have an impact on their employment or engagement status. 
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What is Sexual Harassment? 

Overview: 
Sexual harassment in the workplace is any form of sexual attention that is unwelcome. It may 
include an unwelcome sexual advance (which may be physical, verbal or written), request for 
sexual favours, or any other form of unsolicited or unwelcome sexual conduct associated with the 
work environment. This policy applies to all employees, and board / committee members of DCA 
and also includes any person who is a volunteer and who is working on a DCA managed event or 
working on DCA premises. 

It is important to understand that certain conduct that might be tolerated socially could 
constitute sexual harassment if repeated in the workplace, when it is unwelcome. At the same 
time, sexual harassment should not be confused with normal workplace conduct that has the 
consent of all those involved. 

The following examples may constitute sexual harassment when they are offensive to an 
employee or volunteer, regardless of any "innocent intent" on the part of the offender: 

• The public display of pornography (especially where it is directed at particular individuals), 
ranging from material that might be considered mildly erotic, through to material that is 
sexually explicit.  
NOTE: visiting web sites containing this material will be a breach of this policy. 

• Continued use of jokes containing sexual innuendo’s, which humiliate or embarrass another 
person; 

• Intrusive enquiries into an employee's or volunteer’s private life, or in reference to their 
sexuality or physical appearance (these may be verbal or written); 

• Persistent requests for dates / drinks etc., which have been repeatedly rebuffed; and 

• Persistent staring or leering at a person or at parts of their body. 

Whilst single or isolated occurrences of the above behaviour may appear relatively minor, when 
continued over an extended period they can become very wearing and stressful. 

It is important to note that: 
a) Behaviour or comments that may not offend one person may be unwelcome or 

offensive to another. 

b) Fair disciplinary counselling or workplace control practices based on objective 
assessment of work performance do not constitute harassment. 

Examples of more severe Sexual Harassment include: 
• Sexually offensive telephone calls; 

• Requests for, or expectations of, sexual activity under threat, or in exchange for favours or 
promises of preferential treatment; 

• Public displays of nudity  commonly referred to as flashing; 

• Deliberate and unnecessary physical contact, such as patting, pinching, fondling, or deliberate 
brushing against another body, attempts at kissing; and 

• Sexual violence  at the most serious extreme, sexual assault and forced attempts at sexual 
intercourse. 
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The Effects of Sexual Harassment 

The effects of sexual harassment on an individual can include: 

• Annoyance, embarrassment, intimidation, humiliation, distress, anxiety, fear, ill health, or a 
threat to personal safety (even suicide); 

• Sexual harassment can also interfere with an individual's performance on the job, and may 
induce lack of motivation, absenteeism, needless transfers, or resignations; and 

• Submissions to or rejection of sexual harassment, may result in improper decisions affecting 
the individual's (and others') employment or career prospects. 

All of these will also impact negatively on the organisation. 

The Law 

Sexual harassment in the workplace amounts to unlawful conduct if: 

a) An employee subjected to repeated behaviour capable of constituting sexual harassment 
feels offended or humiliated, intimidated or frightened or generally uncomfortable at 
work. In this regard a single act is capable in itself of being unlawful. There is no 
requirement of a pattern of behaviour. 

b) An employee has reasonable grounds for believing that rejecting sexual advances, refusing 
requests for sexual favours, or objecting to any other forms of sexual conduct, could (or 
has in fact) disadvantaged the employee, in connection with his or her employment. 

What is Discrimination? 

Overview: 

Discrimination can be categorised into five types, which are: 

• Direct discrimination: Any (act or) practice which makes distinctions between individuals or 
groups so as to disadvantage some or advantage others. This is overt discrimination and may 
result from any action that specifically excludes a person or group of people from a benefit or 
opportunity, or significantly reduces their chances of obtaining it, because a personal 
characteristic, irrelevant to the situation, is applied as a barrier. Most of the anti-
discrimination laws aim at preventing this form of discrimination. 

• Indirect discrimination: (where a practice or) a condition of employment is imposed which 
appears not to be discriminatory but has a disadvantageous effect on a certain group. E.g. 
full-time benefits not available to part time employees. Also known as covert discrimination, 
it occurs where actions or policies appear non-discriminatory however in operation has an 
adverse outcome for a group or individual by reducing a benefit or opportunity. Indirect 
discrimination is also known as systemic discrimination as it is built into the system. To 
counter this form of discrimination, Affirmative Action needs to be taken which counters 
covert discrimination by bringing employment opportunities specifically to the notice of the 
minority group. 

• Harassment: Includes any unwelcome or offensive behaviour or conduct which has no 
legitimate workplace function and which intimidates, humiliates or offends another person or 
persons. Two main types: 

a) Quid Pro Quo: harassment with direct or implied threat, benefit or promise, in other 
words, blackmail. 

b) Hostile work environment: Behaviour which creates a hostile or sexually permeated 
environment.  E.g.: pornography, sexual banter, crude conversation, and offensive 
jokes. 
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• Victimisation: “punishment etc.” for certain (usually allowable) behaviours e.g. for whistle 
blowing and includes 'pay-backs', retribution or intimidation associated with a discrimination 
complaint or potential complaint. Protection against victimisation extends to actual or 
potential complainants, witnesses, supporters and those investigating or resolving complaints. 
Another form of victimisation is deliberate exclusion e.g. being cut out of office functions. 

• Vilification: Includes public acts which could incite, encourage, or urge others to hate, have 
serious-contempt for, or severely ridicule, a person or group of people because they are (or 
are thought to be) members of a particular group, and which have no justification in 'free 
speech'. Other descriptors: disparagement, criticism, backbiting, denigration, slander, libel or 
defamation. 

Bullying can be one or a combination of harassment, victimisation or direct discrimination. A Bully 
is "a person who uses strength or power to coerce others by fear" and that to bully is to "oppress, 
persecute, physically or morally by (threat of) superior force." - Concise Oxford Dictionary. 
Bullying is not acceptable in the workplace and will be dealt with under the Bullying and 
Harassment Policy. 

Anti-Discrimination laws exist for the protection of all workplace participants including 
employees, volunteers, contract workers, commission agents, clients and customers. These laws 
make it unlawful to treat people differently, to their disadvantage, on certain grounds. Fair (or 
lawful) discrimination is where individual differences in ability, potential capacities or 
qualifications regardless of race, age, sex etc. are used to differentiate individuals. It is unlawful 
to discriminate, harass, victimise or vilify an individual based on a ground of discrimination. 

Unlawful grounds of discrimination include: 
• Age 

• Sex 

• Political or religious conviction 

• Pregnancy / potential pregnancy 

• Race, ethnic background and nationality, and that of a relative or associate 

• Parental status / family responsibilities 

• Marital / defacto status / identity of the spouse 

• Sexuality / sexual preference 

• Disability (past, present, possible future or imputed and that of an associate or 'carer' or 
involving a therapeutic aid, for example a guide dog for a blind person, wheelchair, or a 
hearing aid etc.) 

• Trade union activity / inactivity 

• Irrelevant criminal record 

• Social origin 

• HIV / AIDS, serious health condition 
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It should be noted that: 

Liability 

Generally speaking, DCA could be vicariously liable for the unlawful discriminatory behaviour of 
its employees or in a claim of sexual harassment. However, once DCA has met its preventative 
obligations, the individual employees or volunteers may be legally and financially liable for their 
own unlawful behaviour, either directly or as an accessory. 

The possibility also exists for managers and supervisors to be held vicariously liable for failure to 
take appropriate action when faced with a case of harassment / discrimination. 

In managing DCA employees, these three principles apply: 

1. DCA will do everything possible to create and sustain an organisational environment which 
supports mutual trust and assists our employees and volunteers to discover, develop and 
increase their fullest personal capacities; and 

2. DCA will practice high ethical standards with employees and volunteers with clients, with 
suppliers, and with the community. 

3. DCA does not encourage you to have relationships with your work colleagues. If you have a 
genuine relationship with a person at work, that person must not either be a person to whom 
you report or a person whose work you direct. Such situations shall be communicated to 
either your direct supervisor or the Director as soon as possible. 

Employees have a right to work in an environment that is free from harassment / discrimination. 
DCA is therefore committed to action which ensures the absence of both sexual harassment and 
discrimination in the workplace. Appropriate disciplinary action will be taken against any 
individual engaging in such unsuitable conduct. 

Making a Complaint 

A complaint may be made using the Complaints and Grievance Policy. In all instances the 
complaint or grievance should be due to repeated behaviour. Employees and volunteers are 
encouraged where possible and practical to communicate with the alleged aggressor to cease 
their behaviour prior to taking action. 

What You Can Do: 
• Do not ignore sexual harassment, thinking it will go away (ignoring the behaviour could be 

taken as or mistaken for tacit consent). Make it clear that such behaviour is offensive and 
unacceptable. 

• If you believe that you have been sexually harassed or discriminated against, you should 
discuss the situation in confidence with your supervisor or manager. 

Reference Documents: 
• Code of Conduct 
• Bullying and Harassment Policy
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POLICY 
DCA is committed to a work culture where bullying, such as physical or psychological assault, 
abuse, threats, intimidation or other types of harassment or unwarranted behaviour including 
pranks, is not acceptable and strictly prohibited. Workplace bullying will be considered as serious 
misconduct and will lead to investigation and disciplinary action and may include summary 
dismissal. 
This policy applies to all DCA employees including contractors, subcontractors, apprentices, 
trainees, students on work experience, visitors or volunteers taking part in any operation activity 
under the control and responsibility of DCA. Therefore, this policy is not limited to the work place or 
work hours and extends to all functions and places that are work related. Examples of this include 
work lunches, conferences, Christmas parties, at work and client functions. 
Bullying 
Workplace bullying is the repeated less favourable treatment of a person by another or others in 
the workplace, which may be considered unreasonable and inappropriate workplace practice. It 
includes behaviour that intimidates, offends, degrades or humiliates another person. 
Bullying behaviour can range from very obvious verbal or physical assault to very subtle 
psychological abuse. This behaviour may include: 

• physical or verbal abuse 
• yelling, screaming or offensive language 
• intimidation or psychological harassment 
• assigning meaningless tasks unrelated to an employee 
• deliberately changed work rosters to inconvenience particular employees 
• deliberately excluding or isolating a fellow employee from inclusion in communication or 

work activity based on perception that is discriminatory or biased 
• continuing communications and/or actions against another person after the other party has 

asked for such action to cease 

Note: Bullying must not be confused with legitimate work-related comments and advice including 
relevant negative feedback during performance appraisals. 
Under legislation, unlawful harassment occurs when someone is made to feel intimidated, insulted 
or humiliated because of their race, colour, national or ethnic origin; sex; disability or some other 
characteristic specified under anti-discrimination or human rights legislation. It can also happen if 
someone is working in a ‘hostile’ – or intimidating environment. 
Bullying 
Harassment can include behaviour such as: 

• using demanding and/or demeaning communication and/or behaviour towards another 
person; 

• sending explicit or sexually suggestive emails; 
• displaying offensive or pornographic images; 
• making derogatory comments about someone’s race or religion; 
• any unwanted action of a sexual nature; 
• asking intrusive questions about someone’s personal life; 
• continuing communications and/or actions against another person after the other party has 

asked for such action to cease. 
Harassment can range from serious to less serious levels; one-off incidents can still constitute 
harassment but may not warrant action if the other party desists after being told. Where 
harassment continues, such behaviour can undermine the standard of conduct within a work area, 
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which may erode the wellbeing of the employee or group being targeted and may also lead to 
alienation and lower overall employee performance. 

The absence of complaints is not necessarily an indication that bullying, or harassment is not 
occurring. The person subjected to bullying or harassing behaviour does not always complain. This 
is not necessarily because the act is trivial, but because the person may lack the confidence to 
speak up on their own behalf or feel too intimidated or embarrassed to complain. 

PROCEDURE 
Cases of Bullying and Harassment are considered serious breaches of behaviour and will be 
investigated and dealt within the principles of Natural Justice. All employees are expected to report 
and respond accordingly in reporting, investigating and dealing with Bullying and Harassment. 
Outcomes may vary from warnings through to dismissal from the workplace. Other external legal 
parties may also be involved in cases where social standards have been breached which may 
result in a judiciary process being imposed. 
Ideally the complainant and the responder should resolve this through one to one discussion. In 
circumstances where this is not possible then the supervisor should facilitate a process for 
resolving the matter. In the event that the supervisor is also part of the issue then another senior or 
other non-biased party or external must be engaged to facilitate. 
Resolution is the prime objective to ensure that moving forward the result is a functional working 
relationship. Matters of blame and/or penalties will be determined on a case by case basis. DCA is 
committed to proactively ensuring that the workplace is a safe and harmonious environment free 
from Bullying and Harassment. 

REFERENCE DOCUMENTS: 
• Code of Conduct 
• Complaints Disputes and Grievance Policy and Procedure 

• Discipline Policy and Procedure 
• Natural Justice in Administrative Actions 
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