2% INTO OURHANDS

COMMUNITY FOUNDATION

Code of Conduct Policy

1. Introduction

The Into Our Hands Community Foundation (IOHCF) is committed to fostering a
culture of empowerment, transparency, courage, collaboration, responsiveness,

inclusion and respect in all our operations. As a community foundation, we act in

the best interests of our community, donors, partners, and beneficiaries.

This Code of Conduct sets out the standards of behaviour expected of all directors,
committee members, employees, contractors, and volunteers in carrying out their

responsibilities on behalf of the Foundation.

2. IOHCF Values

Our Code of Conduct is grounded in the values of Into Our Hands Community
Foundation.

These values guide our behaviour, decisions and relationships across all our work
in North East Victoria:

Empowerment — enabling communities and individuals to create lasting change.
Transparency — being open, clear and accountable in our actions and decisions.
Courage - taking bold steps to address challenges and opportunities for
community impact.

Collaboration — working together with donors, partners, volunteers and
communities.

Responsiveness - listening to and addressing community needs with agility and
Inclusion — embracing diversity so everyone feels welcome and able to participate
fully.

Respect - valuing others through considerate, fair and professional behaviour.

These values are central to how we conduct ourselves and ensure trust, integrity

and positive impact in everything we do.
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3. Purpose & Objectives

The objectives of this Code are to:

- Provide clarity and guidance on expected standards of behaviour.

- Ensure compliance with relevant laws, regulations, and Foundation policies.
- Promote a culture of respect, inclusivity, and professionalism.

- Protect the reputation and integrity of the Foundation.

4. Scope

This policy applies to:

- Directors and Subfund committee members.
- Managers.

- Employees (permanent, fixed-term, or casual).
- Contractors, consultants, and volunteers.

- Any individual representing the Foundation in an official capacity.

5. Core Principles of Conduct

All representatives of the Foundation are expected to:

1. Act with integrity and honesty in all dealings.

2. Respect others, treating colleagues, partners, and community members with
courtesy and fairness.

3. Comply with laws and regulations, as well as the Foundation's policies.

4. Avoid conflicts of interest and declare them where they arise.

5. Protect confidentiality of sensitive or personal information.

6. Promote diversity, equity, and inclusion in all activities.

7. Be accountable and transparent in decisions, use of funds, and stewardship of
community assets.

8. Safeguard the Foundation’s reputation and act as positive ambassadors for the

Foundation.

6. Specific Expectations

6.1 Confidentiality

- Respect and protect confidential information, including donor, client, and staff
details.
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- Do not use confidential information for personal gain or disclose it without

authority.

6.2 Conflict of Interest

- Disclose any personal or financial interests that could influence, or be perceived
to influence, decision-making.

- Remove yourself from discussions and decisions where a conflict exists.

- Maintain the Foundation’s interests above personal or external interests.

6.3 Use of Resources
- Use the Foundations funds, property, and resources responsibly and only for
approved purposes.

- Avoid waste, misuse, or personal use of Foundation resources.

6.4 Professional Behaviour

- Act respectfully and inclusively in all interactions.

- Refrain from gossip, bullying, harassment, or discriminatory behaviour.

- Be punctual and reliable in carrying out responsibilities.

- Represent the Foundation positively in public forums, media, and social media.

- Not succumb to undue influence/awareness about conflicts of duty.

6.5 Social Media & Public Comment

- Ensure public comments (including social media) do not harm the Foundation'’s
reputation.

- Do not speak on behalf of the Foundation unless authorised.

- Uphold professionalism and respect in all online engagement.

6.6 Compliance with Law & Policy
- Abide by all relevant legislation (e.g. privacy, child safety, workplace health and
safety, charity law).

- Follow IOHCF's constitution, governance framework, and related policies.
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6.7 Alcohol, Drugs, and Safety
- Never acquit the Foundations duties under the influence of drugs or alcohol.

- Uphold a safe, healthy, and supportive working environment.

7. Responsibilities
Board of Directors
- Lead by example in modelling this Code.

- Ensure governance frameworks uphold integrity and community trust.

Managers
- Provide guidance and support to staff and volunteers.

- Ensure concerns are handled appropriately and confidentially.

Employees, Contractors, and Volunteers
- Comply with the Code and all relevant IOHCF policies.
- Report breaches of the Code in good faith.

8. Breaches of the Code

- Breaches will be taken seriously and may result in disciplinary action, including
termination or removal from the Board/committees.

- Where breaches involve legal or regulatory requirements, the Foundation may

refer matters to the appropriate authority.

9. Continuous Improvement
The Code will be reviewed annually or as required to reflect changes in legislation,
governance standards, or organisational needs. IOHCF welcomes feedback from

directors, staff, volunteers, and stakeholders to strengthen the Code.

10. Supporting Frameworks
The Foundation maintains a suite of governance documents, guidelines and
procedures that support this Code. These documents provide further detail to

guide decision-making and behaviour.
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11. Document Control

- Policy Owner: Governance Subcommittee
- Approval: Board of Directors

- Date Approved: 11 December 2025

- Review Date: November 2026
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