
 

 

 

Bicycle Network Code of Conduct 

Updated: June 2020 

 

1. Purpose 

Bicycle Network’s Code of Conduct provides our team with a guide when it comes to: 

 

1. Workplace Behaviour   

2. Equal Employment Opportunities 

3. Child Safe Policy 

4. Bullying & Harassment  

5. What happens if you need to make a report or complaint? 

6. Grievance Handling  

7. Performance Management 

8. Gifts or kickbacks: how to pick a stinker 

 

This policy is important to making Bicycle Network a great place to work, and to 

create a high performing organisation where we are achieving great things.  

 

If team members don’t follow these policies, it can lead to disciplinary action. This 

includes counselling, a warning, demotion, suspension without pay, or dismissal.  

 

2. Who does it apply to? 

The Code of Conduct applies to all team members employed by Bicycle Network, 

and extends to all Board Members, volunteers, interns, contractors and any other 

person operating on behalf of Bicycle Network. 

 

It also applies to all workplace environments, including but not limited to, our offices, 

Workshop and external events. 

 

3. Here are the details of the Code of Conduct: 

3.1 Workplace Behaviour   

Bicycle Network is a great place to work: we care about our people, and we are 

passionate about what we do. While we’re working, whether we’re in the office or 

outside representing Bicycle Network, all team members (including volunteers and 

contractors) are expected to act in the best interests of Bicycle Network. 



 

 

 

All paid team members must participate in a Workplace Behaviour training in-house 

session, which will be delivered every two years. The information is prepared to 

assist team members in understanding expected behaviour, as well as providing a 

guide on what to do if something doesn’t seem right. Team member’s transitioning to 

a Manager’s role will be required to complete the additional Manager’s component of 

this training. 

To make sure we’re clear on what’s expected when it comes to behaviour, here’s a 

list of six things you must do: 

1. Respect the organisation and your colleagues and do what’s asked of you 

2. Work hard to be the best you can at your job and help us achieve our 

purpose 

3. If we really need to, let us check your bag or anything else you bring to work 

4. Participate in training to help us stay ahead of the pack 

5. Let us know if there’s anything that makes it hard for you to do your job 

6. Achieve something great and have fun doing it 

 

...and here’s a list of 10 things you can’t do: 

 

1. Bring Bicycle Network into disrepute  

2. Smoke when you’re at work or when you’re representing us 

3. Come to work affected or under the influence of alcohol and/or drugs 

4. Commit any offence against Bicycle Network 

5. Do anything illegal when you’re representing us or working for us 

6. Do anything which causes us to be sued by someone 

7. Be convicted of any criminal offence 

8. Threaten, assault, bully, discriminate against or sexually harass other team 

members or stakeholders 

9. Steal other team member’s stuff or stuff belonging to us 

10. Breach our policies 

 

It’s straight forward stuff, but if you’re in doubt: always act in the best interests of 

Bicycle Network. 

 

3.2 Equal Employment Opportunities 

One of the key cultural values of Bicycle Network is that we are inclusive. To us, this 

means we are supportive, encouraging, and treat everyone as equals. 

To make sure Bicycle Network continues to be a great place to work, we are 

committed to making sure all team members are treated equally and fairly. Treating 

another team member in a discriminatory way is not accepted at Bicycle Network, 

and it will lead to disciplinary action. 



 

 

 

Equal employment opportunity covers a few areas, and below is the detail of how we 

make sure we’re treating our team members equally, in every situation. 

If you do find yourself in a situation where you feel you’re being treated unfairly, 

please follow the procedure in part 6 below, Grievance Handling. 

(a) Discrimination 

 

To make sure Bicycle Network is free from discrimination, every 24 months all team 

members are required to complete the ‘Successfully managing EO, Bullying & 

Diversity in the Workplace’ training. This provides education on what discrimination 

is, and is not. 

 

(b) Recruitment, selection and promotion 

 

If we have emerging talent within Bicycle Network, we won’t always go external to 

recruit.  

All team members are enrouraged to speak to their Manager or General Manager if 

there’s a position or opportunity that they’re interested in taking. This could be a 

move between teams, or for a promotion within their current team. 

For our recruitment process, we have developed a balanced scorecard approach to 

ensure a non-discriminatory process at all stages of recruitment. The system we use 

assesses skills, cultural, behaviour and the x-factor. This approach is taken with both 

internal and external candidates. 

 

(c) Salary strategy 

 

We have a clear salary strategy in place to ensure our team members’ salaries 

reflect their responsibility, skills and contribution to Bicycle Network. We have bands 

set for each position, and the base salaries are reviewed every four years using 

compa-ratios. 

 

(d) Training and development 

 

All team members are offered internal training and development opportunities, so 

they have the skills to perform successfully in their position. External opportunities 

are also available if there’s a requirement for the role and it’s within the budget.  

 

 

 



 

 

 

(e) Flexible work arrangements 

 

Bicycle Network recognises that having flexibility within your job is motivating, as well 

as necessary sometimes, to balance work with other commitments. 

For this reason, Bicycle Network has a Flexible Working Policy which can be 

arranged directly with their General Manager. 

 

4. Child Safe Policy 

Bicycle Network’s team is committed to promoting the wellbeing of children and 

protecting them from all forms of child abuse. This commitment is demonstrated 

through the implementation of our Child Safe Policy, which is designed to keep 

children safe when they interact with our organisation. 

 

Bicycle Network team members are required to attend our in-house training and 

information session that aligns with our Child Safe Policy that needs to be read and 

understood before interacting with any children.  

 

5. Bullying & Harassment  

Everyone has a right to work in a safe environment, free from bullying or harassment. 

 

Bullying is: 

• When a person or group of people repeatedly act unreasonably towards them or 

a group of workers. 

• The behaviour creates a risk to health and safety. 

 

Unreasonable behaviour includes victimising, humiliating, intimidating, or threatening. 

Whether behaviour is unreasonable can depend on whether a reasonable person 

might see the behaviour as unreasonable in the circumstances. 

 

Bullying isn’t: 

• Talking honestly about poor performance. 

• Disciplinary action for misconduct. 

• Setting reasonable goals for individuals or the team. 

 

Reasonable management is not bullying behaviour. Your manager has a right to 

direct and delegate how work is done within the team. 

In order to distinguish if bullying behaviour is present, a team member needs to 

demonstrate or provide evidence that bullying by the above definition is occurring.  



 

 

 

 

Sexual harassment is: 

 

• Any unwelcome behaviour of a sexual nature that is reasonably likely to make a 

person feel humiliated, intimidated or offended. 

 

Bullying is different to discrimination  

 

Discrimination happens when adverse action is taken, such as demoting someone, 

because of a person’s characteristics like their race, religion or sex. 

Again, this is common sense stuff, but if in doubt, act in the best interests of Bicycle 

Network, and look after your teammates.     

 

Unacceptable workplace conduct  

 

Discrimination, bullying and sexual harassment are unacceptable at Bicycle Network 

and are unlawful under relevant state and commonwealth legislation.  

Team members (including managers) found to have engaged in such conduct might 

be counselled, warned or disciplined. Severe or repeated breaches can lead to 

formal discipline up to and including dismissal. 

 

6. What happens if you hear, see or believe unlawful behaviour 

has occured?  

 

If you see, hear or believe you or another team member is experiencing bullying, 

discrimination, harassment or other unlawful workplace behaviour, you have an 

obligation to report it. 

  

Don’t be afraid to speak up, it’s important for the individuals involves that you do.  

You should report the behaviour to your General Manager, the People Operations 

Manager or the CEO. 

We take this stuff seriously and expect nothing less from you. It’s not just up to senior 

management to make this a great place to work; you also have a role to play. 

As soon as the right people know about the situation, Bicycle Network will act as 

quickly as possible to set things straight.  



 

 

 

It’s important to know that all reports will be investigated, which involves speaking to 

all parties involved. For serious allegations, Bicycle Network may also bring in an 

independent investigator to assist in managing the report or complaint. 

The outcome will vary, but we’ll communicate with the people involved along the way 

to make sure things are clear.  

If you need further advice, or for more info, visit: http://www.fairwork.gov.au/  

 

7. Grievance handling  

We want our team members to have fun, and achieve great things so we’re always 

working as a team and living our cultural values of being committed, honest, inclusive 

and progressive.  

If you find yourself in a situation where you feel aggrieved, we do have a procedure 

for dealing with this so we can have that genuine conversation, and reach a 

resolution.  

First of all, you need to report the issue. Who should you report it to? 

- If the issue is with another team member, raise the issue with your Manager 

- If the issue is with your Manager, raise the issue with your General Manager or 

(or CEO if you are a Manager) 

- If the issue is with the CEO, raise the issue with the General Manager – Events 

& Operations 

The person you raise the issue with will ask some questions to better understand the 

situation and will provide some suggestions for resolving the issue. 

If the issue can’t be resolved by the person you first raised it with, please chat 

directly to the CEO or People Operations Manager. 

 

Of course, in some instances, the people listed in the steps above may not be 

appropriate. In this situation there are three further options if you need support in 

handling a grievance: 

1. Chat to the People Operations Manager 

2. Speak with any member of the Leadership Team 

3. Contact the FairWork Australia Ombudsman 

 

To handle these situations efficiently and effectively, the steps above should be 

acted on within two weeks of the grievance.  

At each of these steps, independent mediation can happen if everyone agrees. Team 

members can also have a support person attend these discussions.  

http://www.fairwork.gov.au/


 

 

 

During this time, it’s important that normal work continues, and appropriate direction 

is taking from your manager as normal. 

We’re confident that we wouldn’t need to progress beyond these three steps. If the 

grievance still hasn’t been resolved, we may agree to refer the dispute to Fair Work 

Australia. 

 

8. Performance & Behaviour Management 

The good thing is we take performance and behaviour at Bicycle Network seriously 

and want to create a high performing organisation, so we’re all achieving great 

things, in line with our values. 

There are times that we may need to use a formal approach to manage performance 

and behaviour to make sure everyone in the team is firing.  

If we do need to head down this line, it can be for performance or behavioural 

reasons. We use an approach which is fair and consistent, this is how it works. 

Here’s the three steps, which will involve a formal meeting with your manager and a 

member of the leadership team each time: 

1. Discussion: We’ll discuss the concerns around your performance and/or 

behaviour. 

2. Response: You will then have the opportunity to respond, either in this meeting 

or if you request, in a follow up formal meeting. 

3. Outcome: In a follow up formal meeting, we will provide an outcome which may 

be verbal or written. 

 

Your welcome to bring a support person to these formal meetings. However, it is 

important to note that their role is to support you, not to contribute to the 

conversation. 

 

Of course, we hope that’s the last of the formal meetings.  

 

But, if your performance and/or behaviour don’t improve to the expected standard, or 

if the problem reoccurs they’ll be further formal meetings, following the same three 

steps. 

Sometimes, we use a warning system as well. Normally, it takes three written 

warnings on the same performance or behavioural issue to lead to dismissal. That 

means two written warnings and then dismissal can take place the third time. 

However, if behaviour is sufficiently poor or represents a significant breach of our 

policies, Bicycle Network may exercise a first and final warning. 

 



 

 

 

9. Gifts and kickbacks: how to pick a stinker 

 

If it smells off, it probably is. Honesty and integrity at Bicycle Network is something 

we hold up high. 

 

We understand that people may experience situations which could conflict the 

integrity of them or Bicycle Network. 

 

We trust our team members to make the best decision, but here’s four things we just 

can’t accept: 

 

1. Don’t accept a gift of cash or cash equivalent from anyone 

2. Entertainment invitations offered must be for legit work activities  

3. We don’t accept any gifts or kickbacks from any level of Government 

4. If you unexpectedly receive a gift exceeding $50, let your General Manager 

know. An example might be if a supplier sends a bottle of wine at Christmas, 

the best move is to share it with our volunteers and team mates – don’t take it 

home and be a scrooge. 

 

We’ve kept this straight forward as we trust our team members. If you do want to 

clarify any of the rules around gifts and kickbacks at Bicycle Network, talk to your 

General Manager. 

If you see something that you’re not comfortable with, say something. 

 


