
RD01.1 CODE OF CONDUCT 

 

 

Principles 
All businesses require clear rules and procedures governing personal conduct to ensure the 
efficient operation of the business and to make sure employees understand the employer’s 
expectations. 

 
The following rules specify those actions which are prohibited and any employee who fails to 
observe these rules and procedures will be subject to Silverstrand Developments’ (the 
Company’s) disciplinary procedure and or potentially summary dismissal. These rules are 
designed principally to encourage and foster a safe and harmonious workplace for the benefit 
of all and are by no means intended to be exhaustive. The company reserves the right to issue 
similar disciplinary action and/or summary dismissal in cases outside of those mentioned 
below where it feels the conduct of any person warrants same. 

 
Each employee will observe and be bound by the SSDEV Code of Conduct and also the Code 
of Conduct of any Project they are engaged upon, including whilst travelling or being 
transported to and from the site; and while living in Project Accommodation 

 
The company reserves the right to introduce new policies and/or cancel or amend these policies 
and advise employees accordingly. 

 
Site Policies 
Employees are required to comply with all lawful instructions given by their supervisor 
Employees must adhere to the site policies when on a Project, or within proximity to a Project 
Employees must inform their supervisor immediately if they are unable to perform an assigned 
task for any reason 
Refusal to comply with any (un)lawful instruction may result in disciplinary action 

 
Each employee is accountable for: 

• Their personal fitness to work 
• Maintaining uninterrupted continuity of work. 

 
Attendance 
All employees are required to start work on time, to observe the proper times for breaks and to 
work until the scheduled end of their work day. 

 
Employees not able to attend work or any reason must make all reasonable efforts to advise 
their manager before their starting time on each day of absence. The manager must be 
advised of the reasons for the absence and the expected date of return to work. 

 
Absences due to sickness may require presentation of medical certificates or a statutory 
declaration in lieu within a reasonable timeframe of absence. 

 
Should the presentation of either document be requested but not furnished this may result in 
disciplinary action or dismissal (with pay only to last day present for duties) 

 
If an employee is absent for three or more consecutive days without contacting the company, 
and has not explained their absence to satisfaction or cannot be contacted at the last address 
provided to the company then, the employee will be deemed to have abandoned their 
employment and as a consequence will have their employment terminated (paid only to last 
day present for duties). Where it is deemed appropriate by the Company, employees will be 
required to comply with procedures regarding time recording. 

 

Employees who leave site without expressed knowledge to any Management of Silverstrand 
Developments (SSDEV) or SSDEV Client Management is considered to be in serious breach 
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of Occupational Health and Safety and the appropriate action will be taken. 
 

         Leave Policies 
• All types of leave must be authorised. Annual Leave must be signed in advance using the 
companies leave Request Form 

• Unauthorised Leave is deemed a breach of company policy and may result in disciplinary 
action and in serious cases instant dismissal. 

 
Performance of Duties 
Employees must carry out instructions given by a person authorised to give such instructions 
but no employee shall be required to do anything which might endanger themselves or any 
other person. 

 
Employees must apply themselves diligently to work during working hours and must not 
undertake other activities without the prior approval of their manager. 

 
Employees must not deliberately or carelessly do anything that will result in poor quality output 
or which may bring the Company into disrepute. 

 
Where the company deems appropriate disciplinary action may be taken in cases where the 
performance of duties undertaken is not deemed appropriate. 

 
The company reserves the right to terminate employment in cases where disciplinary action has 
not resulted in the improvement of performance of duties. 

 
Fitness for Work 
Fitness for work means that a person is in a physical and psychological state which enables 
them to perform their work tasks competently and in a manner which does not threaten their 
safety, health or wellbeing, or that of others. 

 
Depending on the nature of work being performed, it may be necessary for an employee to be 
medically tested to ensure that they are fit for work before being offered employment by the 
company or during the course of on-going employment. 

 
The cost of any medically related employment check is at the expense of the person who is 
required to be tested, except in cases where it is specifically stated otherwise by the company. 
 
Heat Stress Management Onsite 
As most of Silverstrand’s projects are situated in areas that experience high temperatures 
throughout the year, a Heat Stress Management plan is implemented by the Company. This plan 
can be located under RD01.34 
 
Due to a recent number of heat related fatalities in the construction industry the Company takes 
the implementation of the Heat Stress Management plan very seriously. All employees are 
required to comply with the provisions of this plan and all other procedures that the Companies 
management deem necessary, to protect the safety and wellbeing of all employees.  
 
All employees have a personal responsibility to ensure that they attend work adequately hydrated 
and are adequately hydrated throughout the day. Random hydration urine testing will be carried 
out by Management Staff, as per the Heat Stress Management Plan. Tampering with such tests is 
a serious breach of this code of conduct and also not conducive to personal Health, Safety and 
Wellbeing. Any employees found to have tampered with their test and or other employees tests, is 
in breach of this policy and therefore Management reserves the right to take appropriate action 
where necessary (including summary dismissal) when dealing with this breach of policy. 
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Upon failure of a hydration test, an employee will be informed as to what he / she has to do to 
become adequately hydrated. The employee must remain in the office / crib-shed until they are 
re-tested and proven to be adequately hydrated and fit of duties. 
 
Repeated failures of hydration tests over a period of 3 days will lead to an employee being stood 
down with no pay. This is in the interests of the employee as being in a constant state of 
dehydration can have fatal consequences.  
 
The Company considers any breach of this policy as a case of serious misconduct and reserves the 
right to take the appropriate action necessary (including summary dismissal) when dealing with this 
breach of policy. 

 
Alcohol and Prohibited Drugs 
No alcohol is to be consumed on the Company’s premises without the express approval of the 
Manager. 

 
Where employees are working within Camp Environments (FIFO/BIBO) and alcohol is 
available, the company reserves the right to install a Silverstrand Developments ‘zero 
tolerance’ to alcohol. Employees are not permitted to work while under the influence of drugs 
or alcohol. 
 
Note: For further information please review RD01.26 – Drug and Alcohol Policy 

 
As per Client requirements Alcohol Breath Testing may be done for Pre-Employment, daily for 
all staff prior entering the work site or on a random basis. Any SSDEV employees that exceed 
the 0.00% “Zero Tolerance” will be investigated and disciplinary action, dismissal from site or 
summary dismissal. The Safety of our employees is paramount. 

 
No prohibited drugs / mind altering / performance enhancing substances that impair one’s 
ability to perform their duties safely or that effect the safety of others around them are to be 
brought into the SSDEV / Clients premises or work sites and are not to be consumed during 
working hours. 
Employees on prescription drugs that may impair their personal safety, or the safety of other 
persons, should report the matter to their manager to allow a proper evaluation to be made. 

 
Any employee who is suspected of having consumed alcohol or prohibited drugs / mind 
altering / performance enhancing substances that impair their ability to perform their duties 
safely or effect the safety of others and who, in the opinion of their Manager, is not capable of 
satisfactorily performing normal duties will be stood down without pay, pending further 
investigation and possible disciplinary action or Instant dismissal in accordance with the 
companies Drug and Alcohol tolerances (noted in the DRUG and ALCOHOL Management 
Policy). 

 
The company considers any breach of this policy a case of serious misconduct and 
reserves the right to take the appropriate action necessary when dealing with this breach 
of policy. 

 
Property 
As a company we understand the importance of personal possessions including but not 
limited to private possessions and working tools. We at all times wish for these to be safe and 
it is the responsibility of each individual to keep their own personal items safe. When 
available the company will supply space for these items, including but not limited to personal 
lockers. Each person is solely responsible and liable for ensuring their own items are kept 
safe and secure. 
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In cases where goods or possessions’ have not been returned the responsible person will be 
deemed financially accountable for the cost of replacement in full of the company’s property. 
The method of repayment may be in the form of a deduction if necessary.  
 
A Manager shall be entitled, without prior warning, to inspect an employee’s locker, bag/s or 
room but this shall only be carried out in the presence of the employee concerned, and in the 
presence of a witness. 
Wilful damage to property is neither permitted nor acceptable. 

 
Note: All serious cases, particularly those related to unauthorised possession of property, will 
be referred to the Police. Any disciplinary action the Company may take is quite separate from, 
and in addition to, any action the Police choose to take. 

 
The company considers any breach of this policy a case of serious misconduct and 
reserves the right to take the appropriate action necessary when dealing with this breach 
of policy. 

 
Company Vehicles, Plant and Equipment 
An employee shall only be authorised to drive a business motor vehicle if he/she is in 
possession of a current full drivers licence for the appropriate class of motor vehicle, Plant and 
Equipment. 

 

Subject to the above, an employee may use the Company’s vehicles for work related purposes 
provided their Manager has given prior permission. 

 
The Company is not responsible for any traffic violations whilst a Company vehicle is in the 
employee’s care. Any traffic infringements or penalties incurred by the driver of a Company 
vehicle are the responsibility of the driver and the driver in charge of the vehicle at the time 
must pay any fines arising out of the use or parking of the vehicle. Where appropriate, the 
Company will advise the relevant external authorities of the identity and contact details of the 
driver 

 
Unauthorised or irresponsible use of a business vehicle, or a vehicle owned by a customer or 
supplier, is strictly prohibited. 

 
Drivers are responsible for day to day cleanliness of vehicles. This means vehicles are to be 
kept neat and clean at all times both internally and externally. The person responsible for the 
vehicle is responsible for scheduling and booking services in accordance with manufacturer 
recommendations. Upon returning the vehicle to Head Office after prolonged use, it is the 
employee’s responsibility to ensure the vehicle is detailed / valeted internally and externally. 

 
An employee whose duties require the driving of a motor vehicle may have their employment 
terminated in the event of conviction on a driving offence resulting in loss of licence. 

 
Note: Should an employee be involved in an accident while driving a Company motor vehicle 
and be found to be at fault, the employee may face disciplinary action. Depending on the 
seriousness of the incident, and the circumstances surrounding the accident, this may include 
the employee being issued a final written warning or being dismissed. 

 
All accidents must be reported to the Company’s Office Manager as soon as possible. Under 
no circumstances should the driver admit fault for any accident at the scene of the accident. If 
under pressure to admit fault, drivers should state that they are not permitted to make a 
statement until after reporting to their supervisor. 
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All relevant information must be reported to Head Office including; 

•How many years has the driver who was driving the Company vehicle held a valid licence? 
•What time did the incident/accident occur? 
•Where did the incident/accident occur, location, suburb etc…? 
•What speed was the driver of the Company vehicle doing at the time of the incident/accident? 
•What are the details of the other person involved, name, telephone details, etc…? 

 
In addition, the employee shall be held liable to pay the cost of any repairs to (or replacement 
of) any of the vehicles involved that are not covered by insurance, including any excess 
payable to the insurance company. 

 
Where an employee is provided with a vehicle for the purposes of his/her job the provision of 
the vehicle is at the discretion of the Company and does not form part of that employee’s 
remuneration. Where such a vehicle is provided the Company reserves the right to cease 
providing such a vehicle or modify or restrict its use in accordance with the needs of the 
business and in such a case no compensation shall be payable to the employee. 

 
The employee is also financially responsible for any damage  caused to company 
vehicles/plant and equipment should the employee be found to have been negligent causing 
damage. The employee will also be responsible for the payment of any insurance premium. 
Either event may necessitate the deduction of wages. 

 
The company considers any breach of this policy a case of serious misconduct and 
reserves the right to take the appropriate action necessary when dealing with this breach 
of policy. 

 
Internet/Email/Computers/Mobile Phones 
The Company provides Internet and email facilities for business purposes. The Company will 
not sanction excessive or unreasonable personal use of such facilities. Employees are advised 
that the Company will audit email and data files for security and record keeping purposes. 

 
The company deems email a valid form of contact for correspondence of any nature to 
employees. This correspondence will include but not be limited to appointment documentation, 
annual leave, personal leave, warnings and termination information. 

 
Employees are responsible for independently notifying the Payroll department of any change 
to personal details as they occur, including but not limited to address, contact numbers. 
Silverstrand Developments Pty Ltd holds these details as the definitive and agreed contact 
details for any employee for all forms of communication. 

 
Viruses 
Any employee, who receives any email or files from somebody they do not know, or is 
suspicious about any email or files, must not open them but must contact the System Manager 
immediately. 

 
Unacceptable Use 
Use of Company's Internet and email facilities for the following is expressly forbidden: 

• Distribution or saving of material that is illegal in Australia or country of destination. 
• Distribution or saving of material that negatively reflects upon a particular race, gender, 

religious belief, nationality, marital status, sexual orientation or is  likely  to  cause 
offence. 

• Distribution of copyright material without permission of the author(s). 
• Distribution of material that may negatively reflect on the Company’s reputation, or the  
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issuing of unauthorised statements as being attributed to the Company. 

• Carrying out or attempting to carry out impersonation, misrepresentation of identity, 
forgery, substitution of mail, headers or any other identification marks. 

• Using the Company’s computer systems for gambling or soliciting for personal gain or 
profit. 

 
Use of the Company’s Internet facilities to access social media sites such as Facebook or 
MySpace is prohibited during work hours, unless specifically approved for the employee’s role. 
This includes accessing such sites on business or personal mobiles. Making excessive 
personal mobile calls or sending and receiving personal SMS messages is also prohibited. 

 
Security 
Employees must not send any confidential Company material to unauthorised persons. All 
documents and mailing addresses must be checked before the email is sent as mistakes can 
easily be made. 

 
Safety Procedures 
Employees are required to work safely and observe all safety procedures. 
 
False Declarations 
Wilfully making false declarations is strictly prohibited. The company reserves the right to 
request statutory declarations where appropriate. 
 
Personal Behavior 
All employees are expected to conduct themselves in a socially acceptable manner. 
Specifically, threats, abuse or physical violence is strictly prohibited. Any conduct, whether 
verbal or physical, that causes another to feel threatened, abused or in fear of physical 
violence is also strictly prohibited. Provocation will not be accepted as an excuse. 

 
Violence of any kind that has a potential to endanger any person will not be tolerated. 

 
Harassment 
Harassment of any kind is not permitted. This includes sexual harassment, racial 
discrimination and bullying. If an employee believes they have been subjected to harassment 
they must report the matter to their manager as soon as possible so it may be investigated. 
Any person found to be eliciting any form of harassment upon others will be removed 
immediately from the work area. 

 
Gambling 
Illegal gambling is not permitted on the Company’s premises 

 
The company considers any breach of this policy a case of serious misconduct and 
reserves the right to take the appropriate action necessary when dealing with this breach 
of policy. 

 
Confidential Information 
Other than in the proper performance of your duties you must not disclose to any third party, 
any confidential information. 
Confidential information includes all confidential information of the Company or a related 
Company, including but not limited to trade secrets, confidential know how, client lists, supplier 
lists, price lists, information about tenders and proposals to prospective clients, prospective 
client lists, information about products and services in development, business plans, marketing 
plans and computer software owned by or used by the Company or a related company of 
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which you become aware, or generate (both before and after the day this agreement is 
signed). 

 

These restrictions apply both during your employment and after termination but will cease to 
apply to knowledge or information that comes into the public domain, other than by a breach of 
this clause. You may be required to sign a separate confidentiality agreement. 

 
For the purposes of this clause, related company means a body corporate that is related to the 
Company in the manner intended by section 50 of the Corporations Act 2001. 

 
Media Statements 
Statements  to  media  representatives  relating  to  the  Company’s  business  are  prohibited 
without the expressed approval of the relevant manager. 
 
Smoke Free Workplace 
By law all workplaces must be smoke free. All employees must observe this requirement. Any 
rules relating to outdoor smoking areas, or areas near entrances or exits to buildings where 
smoking is prohibited, will be published on the notice board (Designated Smoking areas will 
be provided on site). 

 
Outward Goods 
No goods are to be removed from the Company’s premises unless all required documentation 
has been completed and processed in the prescribed manner. 

 
Other 
Any action, which by its nature and in light of reasonable community standards would be 
adjudged to be misconduct, is prohibited. 

 
Serious Misconduct 
It is of primary importance to the company that the occupational health, safety and welfare of 
all those who work with us are protected. Due to this the company reserves the right to 
discipline or summarily dismiss an employee for conduct that it deems a breach to the express 
or implied terms of contract or a demonstrated intention not to be bound by those terms. The 
company will assess whether the breach is sufficiently serious to allow summary dismissal. 
 
Examples of Instances where Summary Dismissal is warranted include 
o Serious or repeated breaches of relevant “Legislation and/or Regulations” 
o Serious or repeated breaches of “Project Safety Rules, Policies, Standards and/or 

Regulations” 
o Engaging or participating in any illegal activities 
o Smoking in any designated “No Smoking” area. All site offices inclusive of amenities, 

enclosed areas and inside vehicles are non-smoking areas 
o Alcohol and Drugs 
o Reporting to work while under the influence of alcohol and/or drugs 
o Drunken/Drugged behaviour 
o Possession of, or use of, illegal drugs/substances 
o Elicit trade of alcoholic beverages and/or drugs 
o Offensive, intimidating or violent behaviour in any form regardless of how or why it was 

initiated 
o Vandalism 
o Unauthorised possession of company or another employees property 
o Practical jokes or acts of horseplay 
o Discrimination  or  harassment  of  any  form,  including  that  related  to  race,  colour, 

religion, sex, age, national origin, ancestry, disability or as provided under the relevant 
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legislation 
o Possession and/or use of weapons of any kind 
o Serious or repeated breaches of any project and/or accommodation rules, including 

engaging or participating in illegal activities 
o Trespass without permit on any restricted access areas 
o Fighting 
o Except in the absence of suitable and accessible toilets provided on site and not being 

within public view, it will be an offence to urinate and/or defecate on site, other than in 
the toilets provided 

o Interfering in any way or form the plant, equipment, materials, amenities and/or the 
services of the site 

o Repeated occurrences’ of poor attendance without just cause by the employee 
o Contamination of the environment in breach of environmental approvals 
o Failure to wear as required the prescribed Protective Personal Equipment (PPE) 
o Fraud 

 
 

STATEMENTS: 
 

Our Company reserves the right to introduce new policies and / or cancel or 
amend these policies and advise employees accordingly. 

 
Our Company considers any breach of the above statements a case of serious 

misconduct and our Management reserves the right to take the most 
appropriate action necessary when dealing with any breaches of the Code of 

Conduct Company Policy (Serious breaches of any of the before mentioned rules / 
codes may result in the employee being dismissed without notice). 

 
 

 
 
 

Signed By: 

 
 
 

Kevin Glynn 
Managing Director 
Silverstrand Developments  
Date: 01 Feb 2014     Next Review: 01 Feb 2015    
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