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Declaration by Officer 
Electoral Act 1907, s.15A and Electoral Regulations 1996, r. 6(1) Form 1 

 

I (name), ______________________________________________________________________ 

of (address)____________________________________________________________________ 

declare that – 

1 I accept the office of (position tile) _______________________________________________ 

2 I will faithfully and impartially perform the duties of my office to the best of my understanding 

and ability; and 

3 I have no active or official connection with – 

(a) any political party; 

(b) any election or campaign committee; or 

(c) any person who has nominated as a candidate for an election in a district or region in, or 

respect of which, I will be carrying out my duties, and I will immediately notify the 

Electoral Commissioner if such a connection arises. 

 

 

 

                                                           Signature of Officer 

 

 

Declared before me on  

Date 

 

 

 

Signature of Witness Name of Witness 

 

A declaration by the Electoral Commissioner, the Deputy Electoral Commissioner, an Acting 

Electoral Commissioner or a Returning Officer must be witnessed by a Justice of the Peace. 

A declaration by any other officer must be witnessed by a person who is, or is qualified to be, an 

elector at Commonwealth or State elections. 

/         / 

 

  



Code of Conduct 

FOREWORD 

A code of conduct is a key document in outlining how we behave at work. 
It provides boundaries and guidance on what is acceptable behaviour 
and what is not acceptable behaviour. This Code of Conduct applies to 
all employees and contractors who work at the Western Australian 
Electoral Commission. We all need to be familiar with and act in 
accordance with the principles and standards espoused in this document. 

As Commission employees and public servants, our commitment must 
first and foremost be to providing a highly professional and quality 
service to the general public. Treat all clients with the utmost courtesy 
and make the extra effort to assist. As a private citizen, you would 
expect no less in your dealings with other organisations. 

Your appointment to the Commission also took account of your capacity 
to show respect, professionalism, sensitivity and support in dealings with 
work colleagues. Please continue to live up to those standards. 

The Commission has a well-earned reputation for independence and 
impartiality. Staff must therefore act with absolute integrity at all times. 
Be meticulous in the performance of your duties and scrupulous in the 
use of official information, equipment and facilities. 

Be open and accountable, respectful and diligent and do your best at all 
times and you will always be a valued and valuable member of the 
WAEC team. 
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PRINCIPLES 

1. Code of Ethics 
This document should be read in conjunction with the Public Sector Commission's 
Code of Ethics and Principles of Official Conduct available at 
www.publicsector.wa.qov.au . Other policies and procedures can be found in the 
Policies section on the Intranet, or obtained from the Policy Officer, HR officer or 
other applicable staff members. 

2. Acting Professionally 
As an officer of the Commission and public servant you are expected to act 
professionally at all times, exercising proper courtesy, consideration and sensitivity in 
dealings with colleagues, members of the general public and external stakeholders. 

Appropriate Police and Working with Children checks will be conducted as necessary 
in accordance with the Commission's Police Check Policy. 

If advice provided to individual organisations or members of the public is incorrect it 
may have legal implications or cause embarrassment to the Commission. Always 
take the time to check the accuracy of information before providing it. If in doubt, 
seek the advice of your manager. You should not provide information if you are 
uncertain as to its accuracy. 

Sometimes, despite your best efforts, a client may become impatient or have 
unrealistic expectations. In such circumstances you must remain calm and patient 
and make all reasonable efforts to assist. You should never put yourself in a position 
where the potential exists to cause reputational damage to the Commission. If a 
person becomes abusive or their behaviour becomes unacceptable you can advise 
them that you will terminate the conversation if they persist. 

With regard to your work performance, you are expected to produce work that is of a 
consistently high standard and where you are supervising staff, ensure that they do 
likewise. Administrative decisions should be made fairly, impartially and promptly, 
taking into account all relevant information, legislation and the Commission's policies 

and procedures. 

Staff should be aware of their responsibility to use public assets wisely and 
effectively, to minimise waste and to minimise the Commission's impact on the 

environment. 

Harassment, bullying or discrimination in the workplace is completely unacceptable 
and will not be tolerated. Please refer to the Commission's Harassment and 
Grievance Resolution Policy for more information. 
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3. Attendance 
Unless otherwise exempt, employees are to maintain attendance records. While the 
system of completing time sheets is based on honour and trust, each employee is 
responsible for accurate and timely recording of hours worked and the submission of 
appropriate leave forms for any absence. 

It is your responsibility to let others know your whereabouts during working hours, for 
example if you are attending meetings or will otherwise be temporarily absent. 
Preferably advise your manager or if they are unavailable, a branch colleague or the 
Receptionist. If you cannot attend work on a particular day, make sure your manager 
is advised without delay. 

4. Career Development 
Staff will have constant interaction with their Manager regarding their work 
performance. Staff should feel comfortable in raising any issues related to their 
position , expectations and career development. If there are any issues relating to 
your work performance these should be discussed with you openly but sensitively by 
your Manager. The Public Sector Management Act 1994 does provide for the taking 
of official disciplinary action where a situation is serious. 

5. Political neutra lity and impartiality 

The Commission is a politically independent and impartial organisation . On 
appointment staff must sign a declaration that they have no active or official 
connection with any political party or candidate and regularly update that 
commitment. Take care not to make public comments that might invite criticism of the 
Commission's or your own political impartiality. 

Commission employees are not to make contact with Members of Parliament, 
lobbyists, the Minister's office, other Ministers or Chief Executive Officers of other 
departments unless required as part of their official duties. There is an official 
agreement, as required by the Public Sector Management Act 1994, between the 
Commission and the Ministerial Office concerning communication between the two 
bodies. If information is requested by a Ministerial office, the officer shall advise the 
Electoral Commissioner. 

6. Recordkeeping and use of information 
Proper records management practices are to be adhered to by all staff. The 
Commission 's Recordkeeping Plan , available from the Records Officer, outlines the 
practices and procedures that are to be followed. Each Branch may have their own 
Recordkeeping arrangements and Managers should outline what is required of their 
employees in ensuring accurate, timely and complete records are kept. 
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You should also bear in mind that some Commission records are accessible under 
the Freedom of Information Act. Inappropriate comments made on official records 
could call into question the Commission's reputation for fa irness and impartiality. 

7. Confidentiality 
Public servants have access to a large amount of official information that is not 
readily avai lable to members of the public. Officers must respect the confidentiality of 
information and not use it for personal benefit or gain. Confidential information 
includes elector information on the electoral roll. Employees must respect the privacy 
of individuals and the security of personal information. Misuse of official information 
includes disclosing the contents of any official documents to unauthorised people. 

Particular care must be taken to observe the confidentiality of Cabinet documents, 
including Cabinet submissions and decision sheets. Information in these documents 
is disseminated on a need to know basis - if you are uncertain as to whether cabinet 
in confidence information should be disclosed to another person check with your 
supervisor or the Commissioner's Office. 

8. Use of Public Resources 
As a public sector employee you have access to a range of public resources 
including stationary, credit cards, mobile phones, motor vehicles, software and 
computers. You must remain accountable for their use and ensure it is appropriate 
and not wastefu l or extravagant. Public resources should not be used for private, 
commercia l or financial gain . 

9. Conflicts of interest 

In your dealings with stakeholders you may be exposed to the offer of gifts or 
hospitality, or the opportunity to incur expenditure. These are all areas that have 
potential ethical implications. Please ensure that you read the Commission's Gifts 
and Hospitality Policy, Purchasing Card Policy and Use of IT Infrastructure Policy. 

Conflicts of interest must be avoided or if unavoidable, must be appropriately 
managed. A potential conflict of interest arises when you are influenced, or could 
appear to be influenced, by personal interests when carrying out your public duties. It 
is your responsibility to ensure that personal and financial interests do not conflict 
with your official duties or ability to perform in an impartial manner. This may require 
you to declare an interest and to avoid participating in decisions that could give rise 

to a conflict. 

Situations that may give rise to a conflict of interest include: 

• owning shares (directly or through a trust) in a company with which the 
Commission does business; 

• relatives or friends doing business with the Commission; 

159674 



• other financial interests (such as directorships) in a matter the Commission is 
dealing with, or having friends or relatives with such an interest; and 

• the receipt of gifts or benefits. 

It is important to remember that having a conflict of interest is not always a bad thing. 
You should declare it to your supervisor and a plan discussed and agreed for how to 
manage that conflict of interest. Problems arise when people do not disclose a 
conflict of interest. 

The fact that a person is a friend or relative does not of itself disqualify that person 
from working with the Commission, but the employment of all staff must be and be 
seen to be on the basis of merit and in accordance with due process. Accordingly, 
Commission officers should never take responsibility for managing a recruitment 
process where a close friend or relative is an applicant. If it is necessary to employ 
someone urgently and a merit based selection process is not possible, you should 
hand the employment process on to a member of the Corporate Executive (or if you 
are a member, to another member of the Executive), declaring your relationship to 
any potential casual employee. 

If it is considered necessary to use private sector consultants, discuss the matter with 
the Director Business Services before seeking approval from the Electoral 
Commissioner. 

10. Fraudulent and Corrupt Behaviour 

Fraudulent or Corrupt behaviour by employees can have many negative impacts on 
the Commission including damage to its reputation and loss of confidence by the 
community, lowering of staff morale and disruption to the Commission's operations. 
Employees must not engage in fraudulent or corrupt behaviour. If you are aware of 
any actual or potential fraudulent or corrupt behaviour you should report the 
information through the appropriate channels. 

11. Reporting suspected breaches of the Code 
If an officer becomes aware of a breach of the Code of Conduct they should bring it 
to the attention of a member of the Corporate Executive or if more appropriate the 
Electoral Commissioner. 

Under the Corruption and Crime Commission Act anyone in the community, including 
public servants, may report misconduct or corrupt conduct (such as an offence or 
substantial misuse or mismanagement of public resources. Reports may be made to 
either the CCC or the Public Service Commissioner depending upon the seriousness 
of the misconduct. Further details can be found on the CCC web site 

www.ccc.wa.gov.au 
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Staff who make such disclosures are protected under the Public Interest Disclosure 
Act 2003. The Commission will take disciplinary action against any employee who 
intimidates, coerces , attempts to coerce, or takes reprisals against another officer 
who has disclosed unlawful or unethical behaviour as part of a public interest 
disclosure. 

12. 'No blame' policy 
During election periods in particular, staff operate under considerable pressure and 
mistakes may occur despite our best efforts and meticulous planning. No blame may 
be attributed to staff members provided that issues of any significance are reported 
openly and immediately to a manager or the Electoral Commissioner so that we are 
best placed to undertake prompt remedial action. The Commission's reputation is 
most at risk not when mistakes occur, but when they are not reported . 
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