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Introduction
It is important that our way of doing business is recognised by our clients, the 
public and by all employees as fair and unbiased. 

Generally, people act honestly and with integrity; however, sometimes 
circumstances make it difficult to determine whether or not a particular action 
is appropriate. 

The department’s Code of Conduct, which covers all individuals who work 
for the department, is a collection of policies and guidelines that provide 
practical assistance in addressing the many ethical issues we face in our 
day-to-day business. 

The Code of Conduct will not cover every situation. It is a dynamic document 
and will be reviewed on a regular basis. The Code of Conduct includes  
some of the potential situations that employees may be faced with as part  
of their duties. 

Having regard for this, you have a responsibility to familiarise yourself with 
and understand your responsibility to comply with the code. If ever faced 
with an ethical dilemma, you should be able to make an informed decision or 
seek advice as to the correct course of action. 

Above all, common sense should be used when applying this code. You 
should therefore be aware, that breaches of either the Code of Ethics or the 
department employee Code of Conduct may result in disciplinary action  
being taken. 

Purpose

The purpose of this code is to: 

•	 Present	to	all	employees	of	the	department	the	policies	associated	with	
the Code of Conduct. 

•	 Convey	in	a	practical	way	the	procedures	and	behaviours	department	
employees are expected to follow. 

•	 Emphasise	the	importance	of	the	Code	of	Ethics.	

Richard Sellers
Director General
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The Department of Mines and Petroleum 
(DMP) is the State’s lead agency in attracting 
private investment in resources exploration 
and development through the provision of 
geoscientific information on minerals and energy 
resources, and management of an equitable and 
secure titles systems for the mining, petroleum 
and geothermal industries.

It also carries prime responsibility for regulating 
these extractive industries and dangerous goods 
in Western Australia, including the collection of 
royalties, and ensuring that safety, health and 
environmental standards are consistent with 
relevant State and Commonwealth legislation, 
regulations and policies.

In addition to this, DMP is committed to 
educating the community about resource 
development and regulation in WA.

The department is focused on delivering its key 
strategies to ensure the continued growth of the 
resources industry and to maximise the economic 
and social return to all Western Australians.

Government Goal
The department contributes to the State 
Government’s goals by responsibly managing the 
State’s finances through effective and efficient 
delivery of services, encouraging economic 
activity, and reducing regulatory burdens on the 
private sector.

About Us
Our Vision
Western Australia is the destination of choice 
for responsible resource exploration and 
development.

Our Mission
Growth of the resource sector which maximises 
long term benefits to the Western Australian 
community.

Our Values
We know our business, treat people well and 
deliver on commitments.

Substantive Equality Statement
The department recognises that people are 
different and therefore must be treated according 
to their cultural diversity. We acknowledge 
Aboriginal and Torres Strait Islanders as being 
the first people of Australia and value their 
contribution to the department.

We are involved in projects across Western 
Australia, often working closely with Indigenous 
people. By building on existing relationships, 
respecting the differences in cultures and 
working together, we are establishing a solid 
foundation for ongoing reconciliation and 
substantive equality. This is also recognised 
through the department’s Reconciliation Action 
Plan (RAP).
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The Code of Conduct is founded on the principles 
set out in Commissioner’s Instruction No. 7 Code 
of Ethics which sets out the minimum standards 
of conduct and integrity to be complied with by all 
public sector bodies and employees. 

It was developed by the Public Sector 
Commissioner in accordance with the functions of 
the Commissioner prescribed in Section 21 of the 
Public Sector Management Act 1994 (PSM Act).

Commissioner’s Instruction No. 8 – Codes of 
Conduct and Integrity Training establishes the 
requirement for public sector bodies to develop 
their own codes of conduct and to provide training 
to their employees on accountable and ethical 
decision making. The DMP Code of Conduct 
incorporates the official conduct requirements of 
this Instruction and the PSM Act. 

Code of Ethics
The standards of conduct and integrity to be 
complied with by all public sector employees are 
expressed in the following principles.

Personal Integrity
We act with care and diligence and make decisions 
that are honest, fair, impartial, timely, and consider 
all relevant information.

Public Sector Commission – 
Commissioner’s Instructions 

Relationships with others
We treat people with respect, courtesy and 
sensitivity and recognise their interests, rights, 
safety and welfare.

Accountability
We use the resources of the State in a 
responsible and accountable manner that 
ensures the efficient, effective and appropriate 
use of human, natural, financial and physical 
resources, property and information.

Scope and Application
The Code of Ethics applies to all public sector 
employees, including Chief Executive Officers, 
Chief Employees and ministerial staff, and  
public sector bodies covered by the PSM Act,  
which includes boards established under their 
own legislation. 
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1. PERSONAL BEHAVIOUR

1.1 Issues and Conduct Expectations 

Employees are expected to demonstrate DMP 
values on a daily basis. How employees treat 
each other and our personal behaviour towards 
others impacts directly on the ability to perform 
as an individual, as a team member and as a 
representative of DMP. It is important that you 
know what is expected of you so that you can 
do the right thing.

As employees, we all have a responsibility 
to treat each other in a respectful and 
professional manner. This will ensure conflicts, 
misunderstandings and complaints are 
minimised and allow employees to operate at 
their highest level of ability, promote a friendly 
work environment and ultimately, achieve 
outcomes in the best possible way.

1.2 Professional Workplace Conduct 

As an employee, you have the right to:

•	 A	workplace	that	is	free	from	unlawful	
discrimination, harassment, victimisation 
and workplace bullying;

•	 Access	to	recruitment,	selection	and	
promotion practices which are open, fair 
and based on merit;

•	 Equitable	access	to	training,	development,	
benefits and working conditions;

•	 Management	decisions	made	without	bias;	
and 

•	 Access	to	prompt,	confidential	and	fair	
processes for dealing with work related 
grievances or complaints.

7



Everyone is responsible for:

•	 Abiding	by	all	department	and	government	
policies, codes and standards;

•	 Treating	all	team	members,	colleagues	
other employees and members of the 
public with respect, courtesy, honesty and 
fairness, having proper regard for their 
interests, rights, safety and welfare;

•	 Ensuring	we	know	what	is	required	in	 
our jobs;

•	 Demonstrating	cooperation	and	goodwill	
in solving team problems;

•	 Reporting	incidents	and	unacceptable	
behaviours in a timely manner with a 
focus on maintaining positive working 
relationships;

•	 Maintaining	and	contributing	to	a	safe	and	
productive work environment; and

•	 Making	decisions	fairly,	impartially	and	
promptly, and considering all available 
information, legislation, policies and 
procedures.

1.3 Standards of Dress, Appearance and 
Telephone Etiquette

Employees are expected to dress in a manner 
that promotes the professional image of 
the department, having regard to relevant 
circumstances such as interaction with the 
public, the functions performed, occupational 
safety and health requirements, cultural diversity 
issues and climatic conditions.

As a general guide, this means that employees 
are expected to dress neatly and appropriately 
for the nature of their work and workplace. If 
there is any doubt as to the appropriate dress 
standard, your manager should be consulted.

If an employee deals regularly with the  
public, they are expected to maintain a 

Does the code only cover 
my behaviour and conduct 
at work?

The code covers your behaviour 
and conduct at work but an 
understanding of what defines 
‘the workplace’ is the key. The 
‘workplace’ is the place where 
you work and take part in any 
work-related activity or work-
organised social activity, even if it 
is outside the physical boundaries 
of your normal worksite. 

Although some settings might 
not therefore appear to be a 
‘workplace’ as it is commonly 
understood, eg a weekend 
social event sponsored by DMP, 
behaviour and conduct in such 
settings is subject to the code. 

Remember you have the right, as 
does everyone when involved 
in DMP business, to be treated 
with respect and courtesy 
and without discrimination 
or harassment 
regardless of  
the setting. 

Code of Conduct – 1. Personal Behaviour
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high standard of personal appearance and 
neatness of dress.

If an employee does not deal regularly with the 
public, they are expected to dress neatly and 
appropriately for the nature of their work and  
the workplace. 

Employees are expected to maintain a high 
standard of personal hygiene.

It is similarly important that employees 
conduct themselves in a professional manner. 
Employees are to ensure that they greet clients 
appropriately when receiving and making 
telephone calls and meet DMP standards in 
timeliness in returning calls.

Code of Conduct – 1. Personal Behaviour

Related Policy

Standards of Dress and Appearance

1.4 Induction and Training Program

A detailed Induction Program has been 
planned for employees and will be 
implemented during your first month in the 
department. The program will consist of the 
following components:

(a)  Induction of the employee’s work area 
by the manager/supervisor;

(b)  Induction by Corporate Support 
Group; and

(c)  Other inductions as required.

Training provides employees with the 
knowledge and skills necessary to enable 
them to carry out their official duties in 
an effective and efficient manner. Training 
considered by the department to be relevant 
to all employees may be classified as 
mandatory.

Essential training includes, but is not limited 
to, employee induction, Workplace Conduct 

and Awareness Training (WCAT) and Corporate 
Occupational Safety and Health (COSH). However, 
any employee instructed by their manager to  
attend training should consider that training 
mandatory and as such their attendance and 
constructive participation is a part of the official 
duties of their position.

New employees will be automatically invited to 
the mandatory WCAT as per the Public Sector 
Commissioner’s Instruction No. 8 Codes of 
Conduct and Integrity Training. Refresher training 
will be provided on a regular basis. 

New employees who fall into the leadership 
categories in the department’s Leadership 
Development Framework will be automatically 
invited to attend the DMP Corporate Leadership 
Programs.

Related Policy

Induction

Learning and Development
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1.5 Inappropriate Workplace Behaviour 

Generally speaking, most people demonstrate 
personal behaviour in the workplace that invites and 
promotes positive working relationships. However, 
some personal behaviours make it difficult to 
develop good working relationships with others.

It is important to be aware that these types of 
negative personal behaviours are not acceptable in 
the workplace. We all have a responsibility to work 
towards creating a professional and friendly work 
environment by embodying and demonstrating 
behaviours that are aligned to our values. 

There are some personal behaviours which we 
might use outside of the workplace or in a social 
setting that are not acceptable in a working 
environment, whether that be in corporate offices,  
in the field, on a minesite or any work related event. 



Inappropriate behaviour can include, but is not 
limited to:

•	 Gossiping;

•	 Making	inappropriate	jokes;

•	 Swearing;

•	 Being	insensitive	to	other	cultures;	

•	 Using	inappropriate	terms	of	address;	

•	 Intimidation;

•	 Displaying	or	circulating	offensive	material;	

•	 Allowing	relationships	out	of	work	to	influence	
your time at work;

•	 Ignoring	or	sabotaging	work	practices;

•	 Being	rude,	abrupt,	commandeering,	
uncooperative or unhelpful;

•	 Negative	attitudes,	complaining	excessively,	
making constant negative remarks; and

•	 Unfriendly	or	intimidating	behaviour	such	as	
sarcasm, put-downs, threats (real or implied) 
and aggressive or dominant body language. 

1.6 Abuse, Discrimination, Harassment, Bullying 
and Victimisation in the Workplace

Within DMP, discrimination, harassment, bullying, 
victimisation and any other form of offensive or 
intimidating behaviour is unacceptable. Our policies 
and the law give all employees the right to be 
protected from harassment or improper treatment 
and work in an environment that promotes fairness, 
equity, respect and dignity at work.

Verbal or physical abuse is when an employee 
verbally or physically assaults a colleague.

Discrimination involves making distinctions between 
individuals or groups so as to disadvantage some 
and advantage others. Unlawful discrimination 
occurs when a person is treated less favourably than 
another person in the same or similar circumstances.

My manager regularly 
asks to meet me about 
being late for work.  
I feel I am being bullied. 
Am I?

A manager has a right to – 
and should – discuss any 
concerns regarding conduct, 
including punctuality, with 
an employee. Flexible 
work arrangements may 
be available to certain 
employees but can be limited 
if the operational needs and 
customer service requirements 
of the department will not be 
met. Your manager has a duty 
to manage the performance 
of your duties and should be 
conducting the discussions 
in a reasonable manner with 
the purpose of reinforcing 
that punctuality in your role 
is key. Your lateness may 
be adversely impacting the 
operations of the work area 
and formal disciplinary action 
may be taken should your 
punctuality not improve. 
Having regular meetings is not 
bullying but is a way of giving 
you a fair opportunity  
to explain your lateness. 
Should your manager 
determine that you  
have no reasonable  
reason for regular  
lateness, they  
have a right to  
initiate formal  
disciplinary action.

Code of Conduct – 1. Personal Behaviour
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Workplace harassment is a form of 
employment discrimination consisting of 
open, or veiled, offensive, abusive, belittling or 
threatening behaviour directed to an individual 
or group of workers.

Sexual harassment includes unwelcome 
sexual advances or requests for sexual favours 
or unwelcome conduct of a sexual nature. 

Racial harassment includes threats, abuse, 
insults or taunts based on a person’s race 
or a characteristic belonging to, or generally 
believed to belong to a particular race. The term 
race includes colour, descent, ethnic or national 
origin or nationality. 

Workplace bullying is defined as a repeated 
unreasonable or inappropriate behaviour 
directed towards a worker, or a group of 
workers, that creates a risk to health and 
safety. Bullying is defined by the effect of the 
behaviour, even though there may not be 
specific intent to bully.

Victimisation is if a person is threatened 
with, or subject to, any form of disadvantage 
because they have made, or are considering 
making, a complaint of harassment or 
discrimination. 

Discrimination, harassment and bullying in 
the social environment of work 

Inappropriate behaviour can also occur in social 
activities connected to the workplace, rather 
than when work is being undertaken. This 
could be outside of work hours at functions 
such as sundowners, end of year celebrations 
and associated travel. Social activities that 
originate in the workplace, or are sponsored by 
DMP are covered by the Code of Conduct and 
associated policies and legislation. 

Some instances of inappropriate behaviour 
appear to have little connection with work, 

Code of Conduct – 1. Personal Behaviour

but may be sufficiently work related for the 
department to take action. An example of this is 
social media. Employees should consider their 
behaviour, especially in the online environment.

Social media

The department’s Anti-Bullying in the Workplace 
Policy applies not only in the physical workplace, 
but also online. This includes any bullying or 
harassing comments employees make online, 
even on their own private social networks.

Abusive, harassing, threatening or defaming 
postings are in breach of the department’s Code 
of Conduct, and may result in disciplinary action 
being taken.

Using social media takes a commonsense 
approach. If it is clear who you work for, 
be clear your views are your own and be 
transparent. Consider all comments carefully 
because inappropriate remarks can damage the 
department’s reputation, a colleague’s reputation 
or your own reputation.

Related Policy

Anti-Bullying in the Workplace

Equal Employment Opportunity and Diversity
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1.7 Grievance Resolution

All employees have the right to work in an 
environment where they are treated with dignity 
and respect, not exposed to harassment, 
discrimination or bullying. Where workplace 
issues occur, the department’s Grievance 
Procedure provides a means of addressing and 
resolving them. 

Wherever possible, grievances should be 
resolved informally, through mutual cooperation 
in the immediate work area using an informal 
process. However where no successful resolution 



is achieved, or where the issues are particularly 
complex or sensitive, then it may be more 
appropriate to proceed with a formal process. 

An informal or formal grievance may only be 
lodged within six months of the alleged incident 
to ensure that matters are dealt with promptly.

The Grievance Resolution Policy applies to the 
following types of grievances:

•	 General	grievances	relating	to	the	fairness	
or appropriateness of actions, decisions or 
workplace behaviour. This includes areas of 
employment and behaviour outlined in the 
department’s Code of Conduct;

•	 Equal	Employment	Opportunity	grievances	
relating to discrimination, harassment  
and/or victimisation; and

•	 Employee	safety	and	health	issues	only	in	
relation to allegations of bullying.

Contact Officers and 
Employee Support

Contact Officers are available to 
assist employees to resolve any 
workplace issues. 

They are trained to:

• Provide information about 
options available to employees 
for resolution and the 
department’s resolution 
process; 

• Assist with resolving grievance 
issues in the workplace; and

• Provide support to employees, 
when needed. 

Contact Officers come from all 
levels across the department and 
have diverse cultural backgrounds. 
Their role and responsibilities 
include a requirement to maintain 
confidentiality which means 
employees can talk freely without 
concern of any repercussions.

Contact Officers provide 
confidential advice, but cannot 
act on behalf of employees. 

If you need someone to talk to 
about an issue that is bothering 
you, or want information on 
available assistance either 
internally or external to the 
department, please contact one  
of our Contact Officers.

Alternatively, the department has 
elected union delegates that you 
may wish to contact to discuss 
workplace issues, or you can  
seek support through the  
external Employee Assistance 
Program (EAP).

Code of Conduct – 1. Personal Behaviour

Related Policy

Grievance Resolution
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1.8 Breach of Discipline

It may be alleged that an employee has 
committed a breach of discipline by:

•	 Abuse

–  physical or verbal;

•	 Discrimination;

•	 Harassment

–  workplace, sexual or racial;

•	 Bullying;	and

•	 Victimisation.



Section 80 of the PSM Act defines that a 
breach of discipline is deemed to have been 
committed if an employee:

•	 Disobeys	or	disregards	a	lawful	order;	

•	 Contravenes:

– any provision of the Act applicable to 
the employee; or

– any public sector standard or code  
of ethics; 

•	 Commits	an	act	of	misconduct;

•	 Is	negligent	or	careless	in	the	performance	
of his/her functions; 

•	 Commits	an	act	of	victimisation	within	
the meaning of Section 15 of the Public 
Interest Disclosure Act 2003 (PID Act). 

Vexatious or malicious complaints

While the majority of employee complaints are 
motivated by genuine concern about perceived 
inappropriate or unfair behaviour or actions, 
on some occasions a complaint may be 
vexatious or malicious, i.e. designed to harass 
or victimise, to cause delay or detriment to a 
legitimate management process, or for any 
other wrongful purpose. Employees should 
be aware that if a complaint is investigated 
and found to be vexatious or malicious, then 
disciplinary action may be taken.

An anonymous complaint designed to harass  
or victimise, to cause delay or detriment, or  
for any other wrongful purpose which is 
reasonably suspected as being generated by 
an employee, will be investigated under the 
discipline process.

Corruption

Employees who provide information knowing 
that the content of the information is false 
or misleading in a material respect, or who 
make malicious and/or reckless reports may 

Code of Conduct – 1. Personal Behaviour

be considered guilty of misconduct as defined 
in Section 4 of the Corruption and Crime 
Commission Act 2003 (CCC Act). This may also 
be considered a breach of discipline under the 
PSM Act.

Considerations 

Not every issue raised about the conduct of 
employees will warrant disciplinary action.

The Director General may exercise discretion 
when deciding what process to use when  
dealing with an issue related to allegations of a 
breach of discipline. 

Under Section 28 of the CCC Act the 
department is obliged to report any reasonable 
suspicion that ‘misconduct’ may have occurred. 
Under the CCC Act ‘misconduct’ has a specific 
meaning which is different from the PSM Act 
where ‘misconduct’ is not defined and carries its 
ordinary general meaning. 

The department is required to report any 
information that indicates criminal conduct to the 
WA Police, in addition to notifying the Corruption 
and Crime Commission. 

Related Policy

Discipline
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1.9 Physical and Mental Health and Fitness

Managers have a duty of care to provide 
a workplace that is safe and healthy for all 
employees and does not cause ill health or 
aggravate existing health conditions. They  
also have a duty of care for employees who 
report to them. If there are any concerns about 
an employee’s health or wellbeing, this should 
be discussed at the earliest opportunity as 
there may be a need to develop or implement a 
management strategy or case management plan.



Working on Wellness 
(WoW) Program

The Working on Wellness 
(WoW) Program provides 
employees with access to 
a broad range of initiatives 
focused on helping to develop 
and maintain a healthy work 
and life balance.

A range of events are on offer to 
employees throughout 
the year, including 
healthy heart checks, 
annual flu vaccinations, 
skin cancer screening, 
sponsorship to 
community events 
and a range 
of interesting 
lunchtime 
presentations.

Code of Conduct – 1. Personal Behaviour

Employee Assistance 
Program (EAP) 

The EAP offers external 
professional counselling which is 
designed to assist an employee 
in resolving any personal or work 
related issues. This confidential 
service is provided free of 
charge to all employees and 
their immediate family members. 
The department has an EAP 
provider and more information 
can be found through contacting 
Human Resources or on the 
Intranet.

It is important that any employees with health issues 
are not discriminated against or harassed. The 
management process for all health issues should 
be based on medical information provided by 
treating practitioners and specialist or independent 
medical consultants. Managers are not expected 
to diagnose conditions or have specific medical 
knowledge about reasonable adjustments that need 
to be in place for the employee. Specialist advice 
will be sought where required.

Employees also have a duty of care responsibility 
and as such are required to advise their manager 
of any health conditions that may be affecting their 
ability to fulfil their role. If they are uncomfortable 
about doing this, they can discuss it with their 
General Manager or Director, a Human Resources 
Consultant (HRC), Manager COSH or General 
Manager Human Resources.

Managers are entitled to apply standard 
performance management systems to all 
employees where there is a legitimate concern 
about performance. However, personal 
circumstances and whether a physical or  
mental health issue may be contributing to 
performance may need to be considered.

1.10 Use of Alcohol and Drugs

The department applies the Department of 
Commerce Guidance on Alcohol and Other drugs 
at the Workplace which applies to all employees 
irrespective of status. The department is  
committed to providing a productive, safe  
and healthy workplace. 

Employees are responsible for ensuring their 
capacity to perform their duties is not impaired by 
the use of alcohol or drugs, and that the use of 
such substances does not put at risk the employee 
or any other person’s health and safety.

Employees must take reasonable care of their own 
safety and health and not endanger the safety and 
health of others at the workplace. The consumption 
of alcohol and illicit drugs while at work is therefore 
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unacceptable. Responsible alcohol consumption 
may be authorised in relation to workplace 
business and social functions. Employees 
should present themselves for work and remain, 
while at work, capable of performing their work 
duties safely.

1.11 Smoking

The department does not condone the use of 
tobacco products but recognises that some 
employees may smoke during their work day. 
While employees or visitors may smoke at their 
own risk, non-smokers in particular need to be 
protected as far as reasonably possible from 
smoke from tobacco products. 

The department is a smoke-free workplace, 
which includes departmental vehicles. 
Employees, contractors and visitors who 
choose to smoke at work, may do so only in a 
‘designated smoking area’. Where a designated 
smoking area does not exist then smoking 
is not permitted within five metres of a State 
Government building entrance and 10 metres of 
air conditioning vents.

Smoke breaks are not to impact adversely on 
productivity or affect the operations of  
the department. 

All employees and contractors have a 
responsibility for ensuring this policy is 
courteously brought to the attention of members 
of the public or contractors who may be in 
contravention of it.

1.12 Work and Development  
Plan Participation

The department encourages learning and 
development as part of its continuous 
improvement both for the individual employee 
and the department as a whole. DMP may 
provide an employee with learning and 
development opportunities in accordance with 

Code of Conduct – 1. Personal Behaviour

the provisions of this procedure and as part 
of the employee’s Work and Development 
Plan (WDP) which is clearly aligned to the 
department’s Strategic, Operational and 
Workforce Plans and the Capability Framework. 

Alternatively, employees appointed to specified 
positions will participate in the Attraction and 
Retention Incentive (ARI) Work Book process in 
lieu of the WDP. Refer to 1.13 for further detail.

Agreed/planned learning and development 
activities through the WDP will be prioritised 
by the manager based on operational needs 
(including consideration of the Divisional/branch 
budget).

On an individual level the purpose of the 
WDP is to enable and motivate employees to 
achieve their career goals; plan and understand 
expected performance; maximise strengths and 
identify areas for improvement; and recognise 
employee contributions to DMP.

WDP also acts as a mechanism for the 
department to align individual activities 
with State Government priorities; increase 
employee skills, knowledge and abilities; 
manage performance; create a positive work 
environment; and increase employee retention.

Given these benefits to the individual and DMP, 
the department considers active participation 
in WDP to be part of the official duties of 
its employee. Any employees directed to 
participate in the WDP by their manager should 
view this as a lawful instruction and as such 
promptly comply under the PSM Act.

1.13 Attraction and Retention  
Incentive Participation

The Attraction and Retention Incentive (ARI) 
payment provides employees appointed to 
specified positions approved by the Labour 
Relations Division, Department of Commerce, 
with the opportunity to access additional 
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remuneration linked to comparative salaries in 
the resources sector that is based on sustained 
high performance against identified milestones.

ARI encourages and provides an incentive for 
employees to:

•	 initiate	and	implement	improvements;

•	 be	leaders	in	their	field	of	expertise;	and

•	 have	a	visible	and	value	adding	impact,	
thus assisting DMP to demonstrate its 
value to government, industry and the 
community, as well as operating as 
efficiently and effectively as possible.

Employees will have their performance against 
identified milestones considered separately by 
their manager and an Assessment Panel. 

Managers have a key responsibility to manage 
employee and team performance. Managers will 
be required to address an employee’s under-
performance. Employees who do not meet the 
ARI performance requirements may have their 
ARI payments ceased subject to performance 
improvement requirements. 

Employees with the appropriate qualifications, 
training and skills can apply to participate in the 
ARI process via the merit based recruitment and 
selection process for approved ARI positions. 

Human Resources 
– Learning and 
Development

The Learning and Development 
team in the Human Resources 
Branch offers a range of 
professional development 
and learning opportunities 
through which employees 
can enhance their technical 
expertise, improve their 
communication skills, or gain a 
better understanding of good 
business practices. 

Learning and Development 
opportunities for employees 
are to be discussed and 
agreed between employee and 
managers through the WDP 
and ARI process.

Code of Conduct – 1. Personal Behaviour

Related Policy

Attraction and Retention Incentive
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2.1 Issues and Conduct Expectations 

An employee is required to abide by the  
non-disclosure requirements of official information 
or documents acquired in the course of 
employment, except where required by law or 
where proper authorisation is given. 

Employees are not to misuse official information 
for personal gain or commercial gain for 
themselves or others. 

2.2 Providing Advice to the Minister

Employees may be called on to provide informed, 
accurate and unbiased advice to government and 
the Minister for Mines and Petroleum. In doing 
so, employees are expected to ensure that they 
have all the pertinent facts and opinions, and 
authorisation from appropriate sources, or indicate 
where the information may be incomplete.

2. COMMUNICATION AND 
OFFICIAL INFORMATION

2.3 Dealing with the Media

If authorised by the Director General, an 
employee may be called on, as part of their 
official duties, to explain or provide information 
to the media or general public on the 
department’s policies and activities.

If so, an employee should confine his or herself 
to providing such information as is necessary 
to explain government policy or to provide 
factual, explanatory and background material 
pertinent to the question at hand.

If you have any doubt concerning the 
application of these guidelines, or if calls are 
received from the media and you have not 

Related Policy

Ministerials

17



been authorised to respond, the matter 
should be referred to the Communications 
and Marketing Branch.

I have received a call 
from the Minister’s 
office requesting some 
urgent information. 
What should I do?

Protocols have been 
established for requests  
for information from the 
Minister’s office.

You should refer any emailed 
or verbal requests to the 
Departmental Coordination 
Unit for recording and 
tracking unless you have been 
authorised to do otherwise.

The Departmental 
Coordination Unit will then 
coordinate the response for 
the request for information 
through the relevant Group  
or Division Head.

Code of Conduct – 2. Communication and Official Information

Related Policy

Dealing with the Media
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2.4 Dealing with Lobbyists

The ‘Contact with Lobbyists Code’ governs 
the relationship between lobbyists and 
government officers.

The Lobbyists Code applies to all 
‘government representatives’. This includes 
all departmental employees as well as 
Ministers, Parliamentary Secretaries, 
Ministerial staff members and persons 
employed, contracted or engaged through 
any public sector agency.

The State Government has also established 
a Register of Lobbyists to provide information 
on who is engaged in lobbying activities 
with the government and whom lobbyists 
are representing in their dealings with the 
government. 

Government representatives are not to permit 
lobbying by a lobbyist who is not listed on 
the register. This includes anyone who is 
employed, contracted or engaged by  
the lobbyist.

2.5 Dealing with Opposition/Members  
of Parliament

Opposition/Members of Parliament are not  
to be provided information directly through  
the department.

Any requests for verbal briefings by the 
Opposition/Members of Parliament must be 
referred to the Minister’s office for approval.



2.6 Public Comment on Political and  
Social Issues

Public comment includes comment made on 
political or social issues in public speaking 
engagements, radio, letters to the press, or in other 
circumstances where it is reasonably foreseeable 
that the comment will flow to the community.

There is little restriction on the majority of public 
service employees making public comment in a 
private capacity so long as it is not representing 
government and not relating to their employment. 
Employees should use discretion when making 
comments relating to the government with a 
view to the potential conflicts of interest with your 
employment obligations. Any use of information 
obtained in the course of work not already in the 
public domain has the potential to conflict with  
their employment obligations and should not be 
used in making public comment.

Code of Conduct – 2. Communication and Official Information

Related Policy

Public Comment on Political and Social Issues
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2.7 Use of Social Media 

Online/social media commentary

Public servants can be called on, as part of their 
official duties, to explain or provide information to 
the media or the general public on DMP policies 
and activities. The Director General will determine 
which employees are authorised to make  
public comment.

Individual employees using social media are not 
authorised to make comment on DMP issues, 
policies or activities as an officer of DMP. Online 
behaviour is subject to the Western Australian 
Public Sector Code of Ethics and DMP’s Code  
of Conduct. 

Related Policy

Acceptable Use of ICT

2.8 Communications Protocol  
between Ministerial Staff and  
Department Employees

All requirements from the Minister’s office to the 
department should be for, and on behalf of the 
Minister, in relation to responsibilities as  
Minister for Mines and Petroleum.

Routine requests for information  
or research
Routine requests for information or research 
should be directed through the Departmental 
Coordination Unit. The request will be dealt with 
within the department at Executive Director level 
or higher in the first instance, to ensure that the 
information requested is actioned by the most 
appropriate employee/s within the organisation. 
An Executive Director may, as he/she determines, 
nominate a General Manager to deal directly with 
the Minister’s office staff on specific matters.

Requests for briefing notes
Requests for briefing notes from the Minister’s 
Office should be made in writing or by email to the 
Departmental Coordination Unit for allocation to 
an actioning officer.

The Director General will sign the briefing note 
for matters which are politically sensitive or of a 
strategic, budgetary, or policy nature. For all other 
matters, a Deputy Director General or Executive 
Director will sign.

Parliamentary questions
All requests for suggested responses to 
Parliamentary questions should be directed to 
the Departmental Coordination Unit for allocation 
and action. The Director General will sign all 
Parliamentary Questions unless time constraints 
do not permit this, in which case a Deputy Director 
General or Executive Director will sign.

For further advice and assistance regarding 
Ministerial matters contact the Departmental 
Coordination Unit. 



2.9 Complaint Management 

The department aims to provide clients with 
quality service and outcomes in an environment 
where our employees conduct themselves 
professionally and courteously. 

The department is committed to providing an 
efficient, fair and accessible mechanism for 
resolving complaints and ensuring that any 
complaint or other feedback received is dealt 
with courteously, investigated fully and acted 
on quickly and appropriately.

The department has a duty of care to 
ensure that it takes appropriate action on 
any information provided to it. Anonymous 
complaints about services will be acted on 
with a view to improving the department’s 
business practices. These anonymous 
complaints will be treated in the same manner 
as any other complaint received, although an 
acknowledgement and response cannot be 
provided to the complainant.

Anonymous complaints about misconduct of 
an employee may or may not be justified. In 
the spirit of fairness to the complainant and the 
employee, these complaints will be brought to 
the manager’s attention and will be dealt with  
in accordance with the department’s Code  
of Conduct and/or Discipline Policy  
and Procedures.

 

Code of Conduct – 2. Communication and Official Information

Employee communicates 
personal view on 
departmental activities 
through social media

Employees should be aware 
of what content they publish 
in the various forms of social 
media when expressing an 
opinion on content related to 
their employment. There is little 
restriction on the majority of public 
service employees making public 
comment in a private capacity 
so long as it is not representing 
government and not relating to 
their employment. 

Where an employee posts a 
personal view which may be 
publically available through social 
media and where they have also 
identified themselves as a DMP 
employee, this view may be 
incorrectly construed by readers 
as the department’s viewpoint on 
the topic. 

It is imperative for employees  
to be aware of the potential 
impacts of such  
statements  
made  
through  
social  
media  
portals.
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3.1 Issues and Conduct Expectations

Employees are not to engage in fraud and 
corruption. Fraud is a dishonest activity that 
causes actual or potential financial loss to any 
person or public sector body. Corrupt conduct 
occurs when an employee uses or attempts to 
use their position for personal advantage.

3.2 Misconduct

Fraud and corruption are the most serious form 
of misconduct and it occurs when:

a) a public officer corruptly acts or corruptly 
fails to act in the performance of the 
functions of the public officer’s office  
or employment;

b) a public officer corruptly takes advantage of 
the public officer’s office or employment as 
a public officer to obtain a benefit for himself 

3. FRAUDULENT AND  
CORRUPT BEHAVIOUR 

or herself or for another person or to cause a 
detriment to any person; or

c) commits an offence in an official capacity, such 
as a public officer whilst acting or purporting 
to act in his or her official capacity, commits 
an offence punishable by two or more years 
imprisonment.

3.3 Fraud and Corruption

The department does not condone corruption 
and requires employees to report any suspected 
corruption. Corruption can take many forms 
including:

•		fraud;

•		theft;

•		obtaining	property,	a	financial	advantage	or	
any other benefit by deception;
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•		causing	a	loss,	or	avoiding	or	creating	a	liability	
by deception;

•		providing	false	or	misleading	information	to	the	
department, or failing to provide information 
where there is an obligation to do so;

•		making,	using	or	possessing	forged	or	 
falsified documents;

•		bribery,	corruption	or	abuse	of	office;

•		unlawful	use	of	department	computers,	credit	
cards, telephones, vehicles, and other;

•	 property	or	services;

•	 workplace	bullying;	and

•	 any	offences	of	a	like	nature	to	those	 
listed above.

The department expects that all employees  
will conduct themselves in an honest, ethical  
and professional manner. The department 
acknowledges that all employees are entitled to a 
work environment that reflects their high  
ethical standards. 

The department is therefore committed to 
developing and maintaining effective measures for 
the promotion of ethical practice and corruption 
prevention, and in the fair dealing with matters 
related to the occurrence of corruption.

The department is committed to raising awareness 
and education about corruption prevention with  
the aim of ensuring high ethical standards and 
practice, and the prevention of corruption within  
the workplace.

Corruption prevention is in the department’s long-
term interests because it promotes loyalty and 
trust in employees, clients, stakeholders and the 
communities in which the employees work. To be 
successful, the prevention of corruption or detection 
and fair dealing of matters related to corruption 
must integrate the activity of management and 
employee at all levels across the department.

What do I do if I  
suspect fraud?

DMP considers fraud  
seriously and does not 
tolerate such behaviour.  
You have the responsibility 
and obligation to report known 
or suspected instances of 
fraudulent conduct. 

This reporting will enable 
proper and prompt 
investigation proceedings  
to occur. 

Once you become suspicious 
of fraud, you should take 
notes of all observations 
and actions, and keep this 
evidence in a secure place 
maintaining confidentiality.

You should note that failure  
to report suspected fraud is  
a breach of the code and  
may result in the department 
taking disciplinary action  
against you. 

Code of Conduct – 3. Fraudulent and Corrupt Behaviour
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4.1 Issues and Conduct Expectations

The equipment, property and resources of 
the department are owned on behalf of the 
community to deliver outcomes for the public. 

Public sector employees have access to a 
range of public resources including vehicles, 
travel and accommodation, corporate 
credit cards, office facilities and equipment. 
Employees are not entitled to gain a private 
benefit from their use or consumption which 
should be restricted to employment related 
purposes and not extended for party political 
or commercial gain purposes.

It is your responsibility to use these resources 
appropriately. If you knowingly breach the 
department’s policies, you may be dealt with 
under the disciplinary provisions of the PSM 
Act or, where appropriate, the provisions of 
any other relevant statute.

4. USE OF PUBLIC RESOURCES 

4.2 Appropriate Use of Phone, Internet  
and Email

Telephone, internet and email facilities are 
provided for official use. However, some limited 
private use is permitted, for example reasonable 
necessary phone contact with family. 

Employees are permitted to use the internet 
facility for anything associated with your work, 
anything approved by your manager, and for 
limited personal use that does not interfere with 
your work or reflect adversely on DMP.

You must not use the internet for any unethical 
or unlawful use, or browse, download or pass 
on any threatening, offensive, prohibited or 
pornographic material. It is a criminal offence to 
use unlicensed software or to fail to comply with 
copyright requirements.

You are not permitted to transmit material 
protected by trade secret, or to disclose 
information prohibited under State Government 
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policy or legislation, or to use the internet for 
non-departmental commercial activities, product 
advertisements or political lobbying.

Employees are reminded that the email system 
is a corporate tool and has to be used in an 
appropriate manner. The relevant section of the 
Acceptable Use of ICT Policy is detailed below.

The following would be considered inappropriate:

•		emails	containing	offensive,	obscene,	
threatening, abusive or defamatory material;

•		use	of	email	for	commercial	activities	not	
directly related to the department;

•		inappropriately	transmitting	information	
which may violate the rights of others, 
including unauthorised text, images or 
programs, trade secrets or confidential 
property, trademarks or service marks;

•		emailing	material	which	contains	viruses,	
worms, ‘Trojan horses’ or any other 
contaminating or destructive features;

•		charity	requests,	petitions	for	signatures,	
chain letters or letters relating to pyramid 
schemes and broadcasting messages; and

•		social	chatting	with	colleagues	which	is	
outside of reasonable personal use.

If you receive an inappropriate email, you 
must immediately advise the sender that it is 
inappropriate, and that such emails should not  
be sent in future. You must also report the  
incident to your supervisor and the Service Desk 
without delay. 

Can I use the Internet 
for personal use during 
my lunch break?

IT resources, including 
Internet access, are made 
available for legitimate DMP 
business and operations, and 
a small amount of private use 
is tolerated. 

In line with the Acceptable 
Use of ICT policy, internet 
access is provided on 
the understanding that all 
employees are responsible 
for exercising good judgment 
regarding a reasonable level of 
personal use, with guidance 
from their supervisor. 

Costs for internet use are 
directly incurred by the 
department. Costs incurred 
by DMP through excessive 
personal use may be 
recovered directly from the 
individual concerned, and 
may lead to disciplinary/legal 
actions.

Code of Conduct – 4. Use of Public Resources

Related Policy

Acceptable Use of ICT
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4.3 Common Use Arrangements

Common Use Arrangements (CUA) are 
whole-of-government standing offer 
arrangements awarded to a single or a  
panel of suppliers for the provision of  
specific goods or services commonly  
used within government.

The CUA provides for purchasing of items 
ranging from fleet vehicles, personal 
computers and stationery to air travel 
booking, waste management and records 
storage services. These contracts can be 
either mandatory or non-mandatory.

Where a CUA has been established, 
employees must use it to make purchases 
in accordance with the relevant Buyer’s 
Guide, except where, and to the extent that, 
an officer of the department of Finance, 
Government Procurement, approves 
alternative arrangements.

4.4 Use of Corporate Credit Card

Corporate Credit Cards are issued to 
authorised employees with responsibility 
for regularly purchasing goods and services 
as a means to streamline the department’s 
purchasing and payment procedures, 
thereby achieving savings through improved 
administrative efficiency and more effective 
cash management. They are also issued  
to employees whose duties include  
regular travel.

Employees are to ensure that they are vigilant 
with their use of Corporate Credit Cards and 
all transactions must be authorised by the 
employee’s line manager.

Code of Conduct – 4. Use of Public Resources

Related Policy

Corporate Credit Card

4.5 Use of Government Vehicles

If you drive any vehicle supplied for 
departmental use, you must only use the 
vehicle for, or in connection with, the business 
of the department or as approved by your 
Branch Manager. Employees with commuting 
authority	in	a	non-Government	Vehicle	Scheme	
vehicle are only permitted to drive between 
their home and office for non-official purposes. 
Any exception to this requirement can only 
be approved as delegated by the Divisional 
Director or the General Manager of Facilities 
Services as delegated by the Director General.

Responsibilities of employees eligible to 
participate	in	the	Government	Vehicle	Scheme	
(GVS)	are	specified	in	guidelines	available	from	
the Facilities Services Branch.

Related Policy

Fleet Management 
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4.6 Attendance Recording

Flexible work arrangements are available to all 
DMP employees covered by the Public Service 
and Government Officers General Agreement 
2011 (the Agreement) subject to the prior 
approval of their line manager.

There may be some cases where, due to 
operational or customer service requirements, 
access to existing or new flexible working 
arrangements may be limited. However in 
these cases employees will be provided with 
reasons for these decisions and where existing 
arrangements are to be changed one month’s 
notice in writing will be provided to the  
affected employees.

Employees who participate in flexible working 
arrangements may do so provided a DMP 
approved record of working hours is maintained 



which includes actual start and finish times (to the 
nearest five minutes), breaks, flexi leave taken and 
approved leave.

As part of the employer-employee relationship 
and the functioning of the department, it is 
every employee’s responsibility to inform the 
department, as soon as possible, of any absence 
from duty. This policy covers the conditions under 
which absence from duty should be notified.

Employees and Managers are to ensure all leave 
requests are submitted through the Web Kiosk 
(ESKI).

Code of Conduct – 4. Use of Public Resources

I have received approval 
to home garage a DMP 
vehicle overnight. Am 
I entitled to drive the 
vehicle for personal use?

Home garaging is a privilege 
where a government plated 
DMP fleet vehicle is made 
available to an employee 
to commute between work 
and home, and where that 
vehicle will be garaged at the 
employee’s home overnight.

Unless otherwise specified and 
approved in the agreement, 
employees home garaging a 
DMP vehicle should only travel 
by the normal most direct route 
between their home and work.

There are serious penalties for 
those who misuse government 
vehicles so it is important 
that all employees adhere to 
all departmental policies and 
procedures associated with the 
use of public resources. 

Related Policy

Absence from Duty 
Flexi Leave

4.7 Overtime/Time off in Lieu

The use of overtime and the provision of payment 
for overtime worked, or the granting of time off in 
lieu, is to be determined on the basis of meeting 
specific branch or divisional needs and is subject 
to prior (appropriate) approvals.

4.8 Travelling Allowance

The department is responsible for accommodation 
and meals expenses for employees required to 
undertake domestic or international travel. All 
employees who travel regularly for work related 
purposes will be issued a corporate credit 
card. All travel expenses, including meals and 
accommodation, are to be paid using a corporate 
credit card where possible.

Related Policy

Travel – Domestic and International
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5.1 Issues and Conduct Expectations 

Employees are to record actions and decisions 
to ensure transparency. It is your responsibility 
to ensure the secure storage of sensitive or 
confidential information. You are to ensure 
personal information is accurate, complete, up to 
date and not misleading. 

5.2 Confidentiality/Release of  
Official Information

In the course of official duties, you may have 
access to confidential information. This information 
should only be used in the course of official 
duties or for other lawful purposes e.g. under the 
requirements of Freedom of Information Act 1992. 

Section 81 of the Criminal Code Act makes it 
illegal for a public official to disclose confidential 
information, and prohibits employees of the public 
service from publishing or communicating any 

5. RECORD KEEPING AND USE  
OF INFORMATION 

fact or document that came to their knowledge or 
possession by virtue of their office and which it is 
their duty to keep confidential.

Related Policy

Confidentiality and Non-Disclosure 
Agreements
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5.3 Freedom of Information

The Freedom of Information Act 1992 was 
introduced to facilitate public access to 
information and to enable members of the public 
to ensure that personal information is accurate, 
complete, current, and not misleading.

It is important that employees of the department 
preparing or dealing with correspondence and 
reports, or any documents that become part of 



My supervisor told me 
to destroy documents 
related to a project that 
we did last year. Now, 
the internal auditors are 
asking me questions 
as though they are 
concerned. Since my 
supervisor told me to do 
this, I should not be in 
trouble should I?

The auditor is not investigating 
to get anyone “in trouble”. 
The auditor’s role is to 
ensure that the department 
follows required policies and 
processes. Employees are 
responsible for understanding 
our document retention 
policies. If your supervisor told 
you to destroy documents 
that should have been 
retained, blindly 
following orders 
was not the 
right course 
of action. The 
best thing you 
can do now 
is to answer 
the auditor’s 
questions 
completely 
and honestly.

Code of Conduct – 5. Record Keeping and Use of Information

the public record, take care in the way they record 
the information to ensure that they deal only with 
the facts. Employees should not, therefore, record 
personal opinions or comments unless they are 
required as part of the function you are performing.

If you are asked to provide information you believe 
is confidential or privileged, you should pass the 
request to your manager who will refer the matter to 
the Freedom of Information Coordinator. A Freedom 
of Information request may need to be submitted to 
access this information.

5.4 Document Management

Good record keeping practices ensure that 
appropriate records are created and the reliability 
and accuracy of records is maintained. The 
management of records and documents is an 
integral part of effective administration. Record 
management requirements apply to all documents 
identified as records, including electronic documents 
such as email and documents obtained from 
the Internet. Having regard for this, you have a 
responsibility to ensure: 

•	 The	creation	and	maintenance	of	reliable	and	
accurate records;

•	 You	understand	record	keeping	and	ethical	
issues relating to using and managing electronic 
documents including email and information 
obtained from the Internet;

•	 Documentation	within	your	control	is	kept	under	
appropriate security such as locking restricted 
documents in cabinets, not leaving restricted 
documents unattended at workstations and 
securing electronic document access; and

•	 You	obtain	authorisation	before	altering	or	
destroying records. 

Related Policy

Document Creation Storage and Retrieval

Record keeping Criteria
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6. CONFLICTS OF INTEREST AND 
GIFTS AND BENEFITS 

6.1 Issues and Conduct Expectations 

It is your responsibility to identify, declare and 
manage conflicts of interest in the public interest.

For a public sector employee a conflict of 
interest arises where there is a conflict between 
the performance of public duty and private or 
personal interests. 

6.2 Conflicts of Interest

The occurrence of an actual, perceived or 
potential conflict of interest is not in itself 
wrong and in certain circumstances may be 
unavoidable. However, it is how the conflict of 
interest is managed once it has been identified 
that is pivotal in determining whether misconduct 
or corruption has occurred. 

•	 Conflict	of	interest
– A ‘conflict of interest’ involves a conflict 

between an employee’s duty to serve  
the public interest, and the officer’s  
private interests.

•	 Actual	conflict	of	interest
– An actual conflict of interest is where an 

employee is in a position to be influenced 
by their private interests when doing  
their job.

•	 Perceived	or	apparent	conflict	of	interest
– A perceived or apparent conflict of interest 

is where an employee is in a position that 
appears to be influenced by their private 
interests when doing their job, whether or 
not this is in fact the case.
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•	 Potential	conflict	of	interest
– A potential conflict of interest arises 

where a public sector employee 
is in a position where they may 
be influenced in the future by their 
private interests when doing  
their job.

6.3 Types of Conflict of Interest

Conflicts may involve personal, financial or 
political interests and may be perceived, 
potential or actual. Conflict situations 
may result from the holding of shares, 
business interests, secondary employment, 
family relationships, private affiliations, 
sponsorship and the receipt of gifts  
and benefits.

Public sector employees have an obligation 
to exclude themselves from any activity 
that has the potential to generate an actual, 
perceived or potential conflict of interest 
that may influence the employee’s ability 
to conduct their official duties. This is in 
keeping with an employee’s obligation to 
act ethically and responsibly.

Code of Conduct – 6. Conflicts of Interest and Gifts and Benefits

Can I hold shares? 

It is the responsibility of an 
employee to notify their manager 
of any potential conflict of 
interest and gain formal approval. 

Where an employee discloses an 
interest in shares, the manager 
should assess materiality of the 
potential conflict of interest. 

If the employee’s duties include 
decision making or significant 
influence on decision making that 
could materially affect the price 
of shares, then the employee 
may be directed to divest 
themselves of the shares. If the 
manager does not direct the 
employee to divest the shares 
or if the interest in shares arises 
from ownership of shares by an 
associate of the employee and 
the associate does not divest the 
shares, then the duties should be 
removed from the employee by 
the manager. 

Related Policy

Conflict of Interest
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6.4 Employee Responsibility to 
Recognise and Register any Potential 
Conflict of Interest

The key message relating to Conflicts of 
Interest is that they are not necessarily 
wrong, but it is vitally important they are 
properly and transparently identified, 
managed and monitored.

It is every employee’s responsibility to 
recognise and promptly register, using the 



departmental eForm, any conflict of interest. 
A conflict of interest can arise from your own 
personal interests as well as extend to interests 
held by friends and family members and 
include, but is not limited to:

•	 Holding	shares	or	interests,	for	example:

– Any holdings held by an alternate 
person or in trust for your benefit;

– Where you have effective ownership 
(including beneficial ownership) or 
control over shares, securities or a 
partnership or some other business 
entity through family trusts; and

– Self-managed superannuation fund 
(where a separate fund manager 
manages your superannuation, 
declaration is not required).

•	 Family	or	private	business	interests;

•	 Gifts	and	hospitality;

•	 Recruitment,	selection	and	appointment;

•	 Affiliations	with	for-profit	and	non-profit	
organisations and associations; and

•	 Administration	of	government	grants.

Openly declaring the nature of any private 
interests (both pecuniary and non-pecuniary), 
which may give rise to a conflict of interest, 
ensures actions are impartial in deed and 
appearance.

Failure to declare a conflict of interest is taken 
very seriously by the department. Depending 
upon the severity of the breach, disciplinary 
sanctions for non-disclosure include a warning 
and/or counselling, disciplinary procedures 
available under the various awards and 
agreements and reporting of actions to the 
police, which may result in criminal charges. 
Consequences of non-disclosure also include 
retrospective cancellation of affected decisions.

Code of Conduct – 6. Conflicts of Interest and Gifts and Benefits

Departmental employees should also be 
mindful of the damage non-disclosure causes 
to the reputation of the department and 
whole-of-government, as well as the employee 
concerned. Additionally, all decisions in which 
the employee was involved over the course 
of their entire employment period with the 
department may be called into question.

Victimisation	of	an	individual	as	a	result	
of disclosure of a conflict of interest is not 
permitted and may result in the use of 
disciplinary procedures.

6.5 Acceptance of External Gifts  
and Other Rewards

The acceptance of any external gift, other 
reward or benefit is a conflict of interest as the 
gift/reward/benefit may be perceived to be 
for the purpose of influencing a departmental 
employee in the course of their duties. As a 
general rule, offers of gifts should be declined. 
It is possible to promote other means of 
expressing appreciation to a potential gift-
recipient, such as a letter of thanks. This 
message can be promoted to all stakeholders 
in advance, so there is no expectation that a 
gift is an appropriate course of action.

6.6 Hospitality Expenditure by  
the Department

Departmental employees must be scrupulous 
in their use of public funds. Departmental 
expenditure on hospitality and gifts is only to 
be undertaken where it is directly related to the 
work of the department. As a general principle, 
hospitality should only be provided to clients of 
the department and should never be lavish or 
overly frequent.

The giving of gifts needs to be approved 
in advance and should only be given in 
exceptional circumstances where there is a 
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Code of Conduct – 6. Conflicts of Interest and Gifts and Benefits

Can I still be a member 
of a selection panel 
even though one of my 
friends is an applicant?

As a selection panel member, 
you must report any actual, 
potential or perceived conflicts 
of interest to the chair of the 
panel immediately. If you 
believe you are unable to be 
impartial, or would appear to 
be impartial, (this is likely if an 
applicant is a close friend) you 
must report this and the chair 
of the selection panel should 
seek a replacement. 

If you are the chair of the 
selection panel in this 
situation, you must declare 
a conflict of interest to the 
delegated officer and step 
down from the selection 
panel. 

You should be aware 
that, in remaining 
involved in a selection 
process in this 
situation, you must 
act fairly, impartially 
and in the interests 
of recruitment and 
selection principles. 
Failure to do so may be 
grounds for a complaint 
about the process as well 
as constituting improper 
conduct. 

clear and distinct business requirement, such 
as recognition of a visiting dignitary.

Related Policy

Expenditure on Official Hospitality

6.7 Employment Outside Normal 
Government Employment

Public sector employees have an obligation 
to exclude themselves from any activity that 
has the potential to generate an actual or 
perceived conflict of interest or perception of 
bias that may influence the employee’s ability 
to conduct their official duties responsibly. In 
the course of official duties, employees may 
also have access to confidential information 
and this information should only be used 
in the course of official duties or for other 
lawful purposes. This is in keeping with an 
employee’s obligation to act ethically and 
responsibly.

An employee may only undertake external 
employment once they have received written 
permission to do so from the Director General 
or delegated officer.

Related Policy

External Paid Employment
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7.1 Issues and Conduct Expectations

Employees of the department are required to 
report suspected misconduct, including possible 
breaches or suspected breaches of the Code of 
Conduct and Discipline Policy or the Public Sector 
Code of Ethics. 

Employees may report any suspected misconduct 
internally via their supervisor, HR, Internal Audit 
or the DG. If the matter is serious and depending 
on the nature of the suspected misconduct, the 
department is required to report to an appropriate 
external agency such as the CCC or the police. 
Employees may also report directly to the above 
external agencies.

7.2 Internal Reporting

To comply with department policies, employees 
are required to report any suspected or 

7. REPORTING SUSPECTED 
BREACHES OF THE CODE

actual misconduct on the part of another 
employee(s). They can report this through 
their line manager, manager once removed or 
branch/divisional head.

Alternatively, other internal options can  
include reporting the matter to the Human 
Resources Branch, Internal Audit Branch or 
the Director General.

7.3 Public Interest Disclosure

The Public Interest Disclosure Act 2003 (PID 
Act) facilitates the disclosure of public interest 
information, and provides protection for those 
making such disclosures and those who 
are the subject of disclosures. The PID Act 
provides a system for the matters disclosed to 
be investigated and for appropriate action to 
be taken.
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A public interest disclosure is made when a person 
discloses to a proper authority information that 
tends to show past, present or proposed future 
improper conduct by a public body in the exercise 
of public functions. In order to be a disclosure to 
which the PID Act applies, a disclosure must be:

•		made	by	a	discloser	who	believes	on	
reasonable grounds that the information is 
or may be true;

•		a	disclosure	of	public	interest	information;	
and

•		made	to	the	appropriate	proper	authority.	

Any person may make a disclosure of public 
interest information. While public officers may 
make disclosures of public interest information, the 
PID Act also allows for members of the public to 
make these disclosures. 

The following are public authorities to which public 
interest information may relate: 

•		a	department	in	the	public	service;	

•		an	agency	within	the	public	sector;

•		a	local	government	or	regional	local	
government; and

•		a	body	established	under	State	law	for	a	
public purpose. (e.g. public universities, 
port authorities, government boards etc.) or 
bodies established by the Governor or  
a minister. 

The following are public officers to whom public 
interest information may relate: 

•		Ministers,	Parliamentary	Secretaries	and	
Members of Parliament;

•		Judicial	officers;

•		Police	officers;

•		Officers	such	as	a	bailiff	serving	or	
executing the process of a court or tribunal 
for remuneration;

I have witnessed some 
wrong doings in my 
work area and don’t feel 
comfortable approaching my 
line manager or my manager 
once removed. How am I 
protected if I make a public 
interest disclosure? 

The Public Interest Disclosure 
Act 2008 has been introduced to 
reassure and encourage those who 
want to speak out by providing 
protection through a process of 
making disclosures. This process 
will safeguard you as long as the 
correct procedure is used for 
making your disclosure. 

There are three types of protection 
provided under the Act. 

Immunity from civil or criminal 
liability, disciplinary action, dismissal 
and termination of employment or 
for any breach of duty of secrecy  
or confidentiality that may apply  
to you, as a result of making  
the disclosure. 

The department will take all 
reasonable steps to protect you 
from detrimental action or the threat 
of detrimental action if you are an 
employee of the public authority. 

Your identity will be protected, 
except in certain circumstances 
(including where it is necessary  
to do so to enable the matter to  
be investigated). 

The Act requires that  
you be informed  
before your identity  
is disclosed.

Code of Conduct – 7. Reporting Suspected Breaches of the Code

34



•		Public	service	officers;

•		Members,	officers	and	employees	of	
public authorities;

•		Holders	of	offices	under	the	State	and	
offices established by the Governor or a 
Minister; and

•		Officers	of	the	Commonwealth	exercising	
a function on behalf of the State.

When a person makes an appropriate disclosure 
of public interest information to a proper 
authority, the PID Act:

•		protects	the	person	making	the	
disclosure from legal or other action;

•		provides	for	the	confidentiality	of	the	
identity of the person making the 
disclosure and a person who is the 
subject of a disclosure (section 16 of the 
PID Act); and

•		provides	remedies	for	acts	of	reprisal	
and victimisation which occur substantially 
because the person has made a disclosure. 

Public interest information must tend to show 
the involvement of a public body in: 

•		improper	conduct;

•		an	offence	against	State	law;

•		a	substantial	unauthorised	or	irregular	use	
of public resources;

•		a	substantial	mismanagement	of	public	
resources; 

•		conduct	involving	a	substantial	and	specific	
risk of injury to public health, prejudice to 
public safety or harm to the environment; 
or 

•		conduct	relating	to	matters	of	
administration affecting someone in 
their personal capacity falling within the 
jurisdiction of the Ombudsman. 

Code of Conduct – 7. Reporting Suspected Breaches of the Code

The department’s Public Interest Disclosure 
Officers are the General Manager Human 
Resources and the General Manager  
Internal Audit. 

Related Policy

Public Interest Disclosure
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7.4 Corruption and Crime Commission

The main role of the Corruption and Crime 
Commission is to assist public sector agencies  
to prevent, identify and deal with misconduct.  
The organisational systems and cultures of  
public sector agencies strongly influence the 
behaviour of employees, both positively and 
negatively. The CCC assists public sector 
agencies to prevent, identify and deal with 
misconduct by working with them to identify 
strengths and weaknesses in their systems and 
cultures as they relate to misconduct.

The Corruption and Crime Commission (CCC) 
was	established	on	1	January	2004	to	assist	
public sector agencies minimise and manage 
misconduct and, in doing so, improve the integrity 
of the public sector.

The CCC has three main functions:

1) Prevention and Education – Assisting public 
sector agencies to prevent, identify and deal 
with misconduct;

2) Misconduct – Ensuring allegations 
and information about misconduct are 
appropriately investigated and dealt with;  
and

3) Organised Crime – Assisting the WA Police  
to combat organised crime, although the  
CCC cannot itself directly investigate 
organised crime.



Under the Corruption and Crime Commission 
Act 2003 principal officers (Directors General) of 
agencies, are required to notify the Corruption  
and Crime Commission (the Commission) if  
they reasonably suspect that misconduct may 
have occurred.

The Commission may undertake its own 
investigation or may direct the agency to  
complete an investigation into the matter. 
Procedural fairness, natural justice and 
confidentiality will be maintained if an internal 
investigation is conducted. 

Anyone can report misconduct by public officers, 
including police officers. You can provide 
information that could be useful to investigations.

You do not have to give your name and  
address but anonymous reports are often difficult 
to assess.

Callers are not required or expected to give their 
personal details or reveal their identity. For those 
who wish to remain anonymous, total anonymity  
is guaranteed.

You will be protected when you make a report. 
There are heavy penalties for victimising or 
harassing people who make reports to the 
Corruption and Crime Commission.

Code of Conduct – 7. Reporting Suspected Breaches of the Code

Corruption and Crime 
Commission (CCC)

The Corruption and Crime 
Commission (CCC) was 
established under the 
Corruption and Crime 
Commission Act 2003 as 
a permanent investigative 
commission with the same 
powers as a Royal Commission.

It was set up to help public 
sector agencies minimise and 
manage misconduct and, in 
doing so, improve the integrity 
of the public sector. The CCC 
also assists the WA Police 
Service to combat organised 
crime by granting them  
special powers.

The CCC has jurisdiction 
over all Western Australian 
public officers, government 
departments, government 
instrumentalities, boards, 
universities and local 
governments.
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Department of Mines and Petroleum

Employee Acknowledgement: 
The Public Sector Management Act 1994 requires employees to comply with the provisions 
of the Code of Conduct. All DMP employees are bound by the Code of Conduct regardless of 
whether they sign the acknowledgement below. 

I confirm that I have received and read the Code of Conduct, and sought explanation from my 
manager as necessary. 

Name:  __________________________________________________________________________

Job	title:	 _________________________________________________________________________

Work location:  ____________________________________________________________________

Signature:  ______________________________________ Date: ___________________________

Noted by Manager/Supervisor:

Manager/Supervisor name:  _________________________________________________________

Signature:  ______________________________________ Date: ___________________________

PLEASE REMOVE THIS PAGE FROM THE BOOKLET AND RETURN TO  
HUMAN RESOURCES ONCE COMPLETED.

 
39



40



Government of Western Australia 
Department of Mines and Petroleum 

Mineral House, 100 Plain Street 
East Perth, Western Australia 6004

 
Tel: +61 8 9222 3333 
Fax: +61 8 9222 3862 

Email: dmp@dmp.wa.gov.au

Published December 2013 
Revised February 2014 
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