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CuriousWorks Inc.

Welcome to CuriousWorks!

We do hope that you enjoy the experience of  volunteering or working with us. This guide will help you understand the 
vision, goals and values of  our organisation and our standards and policies. It is a set of  guidelines that connect our 
expectations regarding standards of  behaviour with our actions and goals. It is important that you understand your rights 
and obligations and represent yourself  and CuriousWorks in a good manner at all times, whilst acting with honesty, 
integrity and ethically.

If  you have any questions about this guide or your rights and obligations while working with us, please don’t hesitate to 
ask your supervisor or myself.

Warmly,

Vanessa Hyde
CuriousWorks CEO

LETTER TO STAFF
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CuriousWorks is a unique community arts and media organisation that identifies, nurtures and builds the next generation 
of  storytellers, artists and media makers from Western Sydney. 

Through our industry-leading arts and social enterprise programs, we develop the talent of  Western Sydney’s working 
class, First Nations and CaLD young people as emerging artists, writers, filmmakers and cultural leaders.

Using film, theatre, digital technology and education programs, CuriousWorks collaborates with individuals and communities 
to facilitate lasting social impact and produce powerful, cultural artworks that engage at the grassroots.

We make a long-term commitment to deep engagement with the communities in which we work and aim to increase the 
social, cultural and economic capital for individuals, communities and society as a whole by building the next generations’ 
skills and leadership capacity.

WHO WE ARE
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• Creativity – Celebrate the creativity in us all – from the most experienced performer to the child. Creativity binds 
together everything we do. We believe a creative life is a better life.

• Integrity and Honesty – Integrity and honesty underpin everything we do. The trust of  our community, colleagues and 
clients can only be achieved through ensuring all of  our decisions and actions are honest and made in the best interests of  
CuriousWorks, our clients and community.

• Respect – We are part of  our community. We listen, learn and challenge our community by striving to make each 
experience as inspiring as the last. We have an open and inclusive culture that extends a warm welcome to audiences to 
enjoy our work.

• Fairness and Courage – to inspire a more accessible and innovative arts and media scene, so that imagination and 
creativity become part of  everyday life for the benefit of  all Australians

Curious Creators Handbook
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OUR VALUES



Vanessa Hyde 
CEO

You will meet Vanessa during your 
induction. Vanessa is your go-to 
person for all enquiries regarding 
your experience working and 
volunteering with CuriousWorks. She 
is also responsible for child protection 
(mandatory reporting), occupational 
health and safety, financial, contractual 
and governance issues.

Cailin Newton-Broad
Community Director

You will meet Caitlin during induction 
and projects. Caitlin may be your 
assigned supervisor and your day-to-
day point of  contact for project briefs, 
delivery and training. She can help 
ensure you are well equipped with the 
knowledge you need to work in your 
assigned role. She is also responsible 
for child protection (mandatory 
reporting) and partnerships. 

MEET OUR TEAM
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Steph Vajda
Creative Mentor & Collaborator

You will meet Steph during induction 
and projects. Steph is strengthening 
and maintaining CuriousWorks’ social 
enterprise programs and client work. 
He may be your assigned supervisor 
and your day-to-day point of  contact 
for project briefs, delivery and 
training. He can help ensure you are 
well equipped with the knowledge you 
need to work in your assigned role. 
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Andy Ko
Admin. & Production Assistant

You will meet Andy in the office. 
Andy provides administration and 
project support for our organisation 
and is your point of  contact for all 
equipment bookings, IT issues and 
project evaluations. 

Huy Nguyen
Social Media & Comms Officer

You will meet Huy in the office. 
Huy produces content across our 
communication and social media 
channels and helps build and promote 
the CuriousWorks brand. Huy is your 
point of  contact for all marketing, 
social media and design needs. 

MEET OUR TEAM
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CuriousWorks Inc.

This guide provides a summary of  CuriousWorks’ policies and practices, 
as well as the rights, responsibilities and some helpful information for new 
employees and volunteers.

Who does this guide apply to?
We encourage everyone, including our clients to recognise the code of  
conduct outlined in this guide and maintain similar principles and ethics. 
This guide applies to everyone engaged by CuriousWorks including 
employees and volunteers. The guide connects our daily behaviour, 
decisions and actions to the vision, goals and values of  our organisation.

When does it apply?
This guide applies whenever an employee or volunteer is representing 
CuriousWorks, whether at work, online or offsite, inside or outside of  
normal business hours.

What is expected?
We all have a responsibility to follow the code of  conduct outlined in 
this guide, ensuring that our day to day work, decisions and behaviours 
reflect these principles and that our actions are in the best interests of  
CuriousWorks and the communities we serve.

OVERVIEW
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Why do I need to read this guide?
It is important to understand your obligations and rights as an employee or 
volunteer. Our clients and colleagues expect to be managed with respect, 
fairness and integrity and it is up to all of  us to ensure that the highest 
standards of  behaviour are maintained at all times.

What happens if  I breach the rules? 
Your Supervisor is responsible for assessing if  there has been a breach 
of  the code of  conduct in a fair and impartial manner. They will take 
steps to avoid an escalation of  behaviours that may result in a further 
breach. If  there is an allegation of  serious misconduct (for example; fraud, 
corruption, bullying and harassment) it may be escalated to the CEO or 
leadership team and be subject to disciplinary proceedings.



This code of  conduct applies to everyone who works or volunteers for 
CuriousWorks. We all have a responsibility to accept and follow the code 
of  conduct in our day to day work. We must all ensure that our decisions 
and behaviours reflect the principles of  the code and are in the best interest 
of  CuriousWorks.

The code of  conduct applies at all times, including when representing 
CuriousWorks at conferences, training programs, online and in all other 
work-related activity.

The purpose of  the code of  conduct is to ensure a safe and rewarding work 
environment for everyone and to protect you and your colleagues.

EMPLOYEE CODE OF CONDUCT

Curious Creators Handbook
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It is important that you represent yourself  and CuriousWorks in a good 
manner at all times. Whilst working or volunteering at CuriousWorks 
you must:

• Act ethically, with honesty and integrity, and in the best interests of  
CuriousWorks;

• Not take alcohol or unauthorised drugs during work hours;
• Make decisions fairly, impartially and promptly, considering all 

available information, legislation, policies and procedures;
• Treat colleagues with respect, courtesy, honesty and fairness, and 

have proper regard for their interests, rights, safety and welfare; and
• Contribute to a harmonious, safe and productive work environment 

and culture through professional workplace relationships.
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APPROPRIATE BEHAVIOUR

Respecting others is a key value of  CuriousWorks. The trust of  our colleagues 
and volunteers can only be achieved through ensuring our actions are honest 
and in the best interests of  CuriousWorks, our clients and the community. You 
are expected to maintain the highest professional and ethical standards at all 
times and must:

• Act professionally at all times; be punctual, reliable, accountable and co- 
operative;

• Perform all assigned duties and responsibilities, and co-operate with all 
other employees without restriction and discrimination;

• Take responsibility for your actions and comply with all CuriousWorks 
policies and procedures. 

• Not harass, bully or discriminate against colleagues, members of  the public 
or any other employees, volunteers or participants of  CuriousWorks projects;

• Act in line with the Commonwealth Racial Discrimination Act, Sex 
Discrimination Act, Disability Discrimination Act and NSW Anti-
Discrimination Act. 

• Have an understanding of  the content and nature of  the community group 
and/or project and ensure that you have proper regard to sensitivities, 
cultural traditions and languages.

PROFESSIONAL CONDUCT
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https://www.legislation.gov.au/Details/C2014C00014
https://www.legislation.gov.au/Details/C2014C00002
https://www.legislation.gov.au/Details/C2014C00002
https://www.legislation.gov.au/Details/C2017C00339
https://www.legislation.nsw.gov.au/inforce/f38c7dc7-ba45-ee6e-d61f-9c8e3cbd52cf/1977-48.pdf
https://www.legislation.nsw.gov.au/inforce/f38c7dc7-ba45-ee6e-d61f-9c8e3cbd52cf/1977-48.pdf


As an employee or volunteer with CuriousWorks, your personal information 
is protected. You have the following rights:

• The right to privacy, confidentiality and freedom of  information;
• The right to access information about yourself  and the right to keep 

confidential information about yourself  private;
• The right to have only directly relevant information collected and 

stored by CuriousWorks;
• The right to have your personal contact details kept from third parties, 

except when legally required to disclose it. If  your personal information 
is requested by someone other than yourself, CuriousWorks will let you 
know who was trying to make contact;

• The right to have all confidential information about you destroyed if  
you have not made contact with CuriousWorks for three years; and

• The right to have your electronic and online personal data password 
protected.

PRIVACY & CONFIDENTIALITY
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CuriousWorks resources should be used as ethically and economically as 
possible. Reasonable private use of  phones, email and internet is acceptable 
on the basis that it does not impact your work, the work of  others or the 
reputation of  CuriousWorks.

You must ensure that:

• Resources are not wasted, including office supplies, equipment, travel 
expenses etc;

• Use CuriousWorks’ information and communication tools, e.g. 
Facebook, Twitter etc., in an effective, ethical and lawful manner;

• Protect CuriousWorks’ property from theft and misuse; and
• Be committed to managing and improving CuriousWorks’ 

environmental impact, recycling and waste management.

USE OF RESOURCES
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CuriousWorks Inc.
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CuriousWorks supports the rights and welfare of  all our staff  and volunteers 
and encourages their active participation in creating a safe and respectful 
workplace whilst on assignment or travelling overseas.

Safety in our workplace and your personal safety is important. Everyone 
is expected to contribute to creating and maintaining a safe workplace by 
following the safety policy and procedures;

• Work in a safe manner and contribute towards a safe working 
environment;

• Not tolerate physically or emotionally threatening behaviour by any 
person working with and for CuriousWorks. This includes all employees, 
volunteers and participants;

• Be aware of  your Occupational Health & Safety responsibilities, 
including the proper use of  equipment. A copy of  our full OH&S 
Policy can be found here. 

• Ensure that you immediately inform CuriousWorks of  any activities 
that may cause damage to property or may be a safety hazard;

• Report all incidents, accidents or injuries affecting the safety of  
employees, volunteers and members of  the public; and

• Complete an Incident & Injury Report , which can also be found here, 
and send it to the CEO within two working days of  the incident.

SAFETY AT WORK

http://www.curiousworks.com.au/policies-and-procedures/
http://www.curiousworks.com.au/policies-and-procedures/


When using CuriousWorks networking or social media channels, you must 
not disclose confidential information, unless it is necessary in your role and 
with permission from your supervisor. If  you have access to confidential 
information (for example personal records), you must not disclosure or 
misuse this information and it should be securely stored. It is important to 
keep emails and maintain documents that support our operations and may 
be used for future decision-making.

When working or volunteering with CuriousWorks, there may be 
circumstances when your personal opinion may be interpreted as being an 
official comment from CuriousWorks. In this situation, please ensure that 
it is clear that your comments are your personal opinion and do not reflect 
the views of  CuriousWorks.

SOCIAL MEDIA
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Expenditure of  CuriousWorks funds must only be used for legitimate 
business purposes. Decisions relating to CuriousWorks finance or assets, 
must be in the best interests of  CuriousWorks and with the delegated 
authority. Your Supervisor will only delegate financial expenditure based 
on an approved budget and contract. For example, please don’t buy 
anything for the project unless you have been instructed to do so by your 
Supervisor and the expenditure falls within your role. You will not be 
reimbursed for any expenditure without prior approval or without a copy 
of  the tax receipt. 

FINANCIAL MANAGEMENT & DELEGATION
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CuriousWorks values the contributions and perspective of  others. We are 
committed to maintaining an inclusive workplace and expect all employees 
and volunteers to be respectful, fair and to act without discrimination 
when dealing with other colleagues, clients or the community.

Harassment, discrimination and bullying will not be tolerated. 
CuriousWorks expects that you will work in a collaborative manner and 
treat people with fairness and respect. Be aware that some behaviour that 
you think is acceptable may not be acceptable to others.

Workplace issues should be resolved directly through a process of  
discussion and conciliation. Where this is not possible, your supervisor or 
an independent party will be responsible for assessing if  there has been a 
breach of  the code of  conduct in a fair and impartial manner. Complaints 
of  harassment, bullying and discrimination or if  you witness this behaviour, 
should be reported immediately to your Supervisor, or in the case there is 
a conflict, the CEO. You can learn more about the complaints procedure 
and find the Complaints Form here.

DISCRIMINATION & HARASSMENT
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When a conflict of  interest occurs at work, it must be disclosed and 
resolved as soon as possible. It may be a personal, business, artistic or 
financial conflict of  interest that you will need to declare. You are expected 
to:

• Tell us about any personal, business or artistic engagements undertaken 
while in employment with CuriousWorks, which may affect your work 
duties or be perceived as a potential conflict of  interest. Examples:

Soliciting Business/Financial conflict: While  working with 
CuriousWorks (or for a period of  12 months after you have left 
CuriousWorks) you cannot solicit business or actively seek work 
from a project partner without letting us know;

Personal conflict: Employing a relative in a senior role without 
any open recruitment process;

• Ensure that your personal or financial interests do not conflict with 
your ability to perform your work duties in an impartial manner;

• Ensure that your personal or financial interests do not conflict with 
the interests of  CuriousWorks; and

• Manage any conflicts of  interests in the best interest of  CuriousWorks.

CONFLICT OF INTEREST

CuriousWorks Inc.

http://www.curiousworks.com.au/policies-and-procedures/


CuriousWorks is committed to the protection of  all children (below the age 
of  18 years) from all forms of  harm. In particular, the safety and wellbeing 
of  the children involved in CuriousWorks programs is a key priority.

When working with children you must:

• Treat every child with dignity and respect, regardless of  differences in 
ethnicity, religion, age, ability, gender, sexual orientation and economic 
circumstances;

• Be a positive role model to children and representative of  CuriousWorks;
• Immediately raise any concerns for the safety or wellbeing of  a child by 

raising the issue directly with the CEO, who is CuriousWorks delegated 
responsible person for child protection.

• Listen to children, take their concerns seriously and allow them to have 
a say in the decisions that affect them;

• Be visible when working with children;
• Avoid being alone with children where possible, and try to ensure that 

other adults are present when working with children.

Curious Creators Handbook
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• Engage in any behaviour that is intended to humiliate, belittle or degrade children;
• Use language, make suggestions or offer advice that is inappropriate, offensive or abusive;
• Do things of  a personal nature that a child can do for themselves, e.g. assisting with toileting or changing clothes;
• Take children to their own home or sleep in the same room or bed as them;
• Smack, hit or physically assault children;
• Develop sexual relationships with children or relationships with children that in any way be deemed exploitive or abusive;
• Act in ways that may be abusive or place a child at risk of  abuse;
• Behave physically in a manner that is inappropriate or sexually provocative towards a child;
• Condone, or participate in, behaviour of  children which is illegal, unsafe or abusive;
• Act in a way that shows unfair differential treatment, or favouring particular children to the exclusion of  others;
• Photograph or video a child without the consent of  the child and their parents/guardians;
• Hold, kiss, cuddle or touch a child in an inappropriate, unnecessary or culturally insensitive way; and
• Touch a child unless it is in response to the need of  the child. 
• Touching should be only with the child’s permission (except in an emergency situation), be open and non-secretive.

If  you have any concerns of  any degree always raise the issue directly with the CEO, who is CuriousWorks delegated responsible 
person for child protection. Please see CuriousWorks’ Child Protection Policy for more information. 

AS A CURIOUSWORKS EMPLOYEE OR VOLUNTEER, YOU WILL NOT:

Curious Creators Handbook
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CURIOUSWORKS POLICIES & PROCEDURES

All of  CuriousWorks’ comprehensive policies and procedures, relevant forms 
and external resources and legislations can be found here.

• Commonwealth Racial Discrimination Act
• Sex Discrimination Act
• Disability Discrimination Act
• NSW Anti-Discrimination Act
• Anti-Discrimination Act 1977
• Australian Industrial Relations Act 1996
• Independent Commission Against Corruption Act 1988
• Ombudsman Act 1974
• Privacy and Personal Information Protection Act 1998
• Work Health and Safety Act 2011
• Work Health and Safety Regulation 2011
• Workplace Injury Management Act and Workers Compensation Act 1998

LEGISLATION

http://www.curiousworks.com.au/policies-and-procedures
https://www.legislation.gov.au/Details/C2014C00002
https://www.legislation.gov.au/Details/C2014C00002
https://www.legislation.gov.au/Details/C2017C00339
http://www8.austlii.edu.au/cgi-bin/viewdb/au/legis/nsw/consol_act/aa1977204/
https://www.legislation.nsw.gov.au/#/view/act/1977/48
http://www6.austlii.edu.au/cgi-bin/viewdb/au/legis/nsw/consol_act/ira1996242/
http://www6.austlii.edu.au/cgi-bin/viewdb/au/legis/nsw/consol_act/icaca1988442/
http://www6.austlii.edu.au/cgi-bin/viewdb/au/legis/nsw/consol_act/oa1974114/
http://www6.austlii.edu.au/cgi-bin/viewdb/au/legis/nsw/consol_act/papipa1998464/
https://www.legislation.gov.au/Details/C2017C00305
https://www.legislation.gov.au/Details/F2011L02664
https://www.legislation.nsw.gov.au/#/view/act/1998/86
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