
You represent NECA Education & 
Careers and yourself!
How awesome, you’ve successfully gained employment with 
NECA Education & Careers. That’s right - you! As you’re out in 
the workplace, on-site, at training or taking care of customers, 
your behaviour will reflect on your workplace and you.

When in the workplace always:

•	 Act in a professional manner to customers and service users

•	 Abide by common law duty of acting in good faith and what 
you believe to be the best interests of the company

•	 Ensure you are not the source of misleading statements to 
external bodies

•	 Do not take advantage of a business opportunity at the 
expense of the company

•	 Act honestly and avoid conflict of interest, do not misuse 
information that comes to you as an officer of the company

•	 Understand that NECA Education & Careers prides itself on 
its expertise in industry and management and maintains all 
rights to intellectual property produced by NECA Education 
and Career staff whilst under their employment

•	 Act with care and diligence. This requires you to have an 
understanding of the business, of the company and its goals

•	 Adhere to the principles of confidentiality and NECA 
Education & Careers privacy policy and media policies.

Never

•	 Harass, bully or discriminate against others

•	 Make negative judgments of people

•	 Use alcohol or drugs whilst performing duties or before work 
or attend work or training under the influence

•	 Use NECA Education & Careers or your Host Employers 
assets other than for work purposes

•	 Act in an irresponsible or disruptive way

•	 Dress inappropriately 

•	 Use offensive language in the workplace

•	 Use mobile phones, email, Internet or other communication 
devices for personal reasons during work time.

Code of Conduct
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  For more information, call 1300 827 832 or visit 
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Apprentices/Trainees Code of Conduct
NECA Education & Careers expect the following behaviour when 
you are in the workplace:

•	 To be prepared for work at all times

•	 To be reliable and trustworthy

•	 To work diligently and conscientiously towards achieving 
competencies

•	 To be punctual at all times

•	 To demonstrate a strong and professional work/study ethic

•	 To take pride in your work and the NECA Education & Careers 
culture

•	 To undertake work safely and in accordance with relevant 
Acts/Regulations

•	 To ensure personal protection equipment issued by NECA 
Education & Careers is worn in accordance with OHS 
regulations and work practices

•	 To be courteous and respectful at all times

•	 To provide host employers and their clients with quality 
services which enhance the reputation of NECA Education & 
Careers.

Working with your colleagues
Treat others the way you wanted to be treated!

Always

•	 Be approachable and responsive

•	 Actively listen, show enthusiasm and ask questions

•	 Respect the team you work with, learn from others - including 
shortfalls

•	 Embrace others for their differences by seeing the positive  
qualities

•	 Be fair and regard everyone equally regardless of race, 
gender, disability, sexual orientation, religion, marital status, 
age or political views

•	 Protect the privacy of others.

Never

•	 Discriminate

•	 Act unlawfully or engage others in similar behaviour

•	 Intimidate, insult, offend, degrade or humiliate others.


