Code of Conduct for SEDA Committee Members
SEDA recognises the contribution made by Committee members to the Association. The purpose of this Code is to maintain high standards of conduct, assist members in their work for the Association and to protect the best interests of the Association. Members of all SEDA Committees should try to adhere to the Committee Member Code of Conduct at all times. 
Members must:
1 uphold the SEDA Values at all times.

2 be SEDA individual members, associate members or representatives of an institution with institutional membership

3 openly declare any conflicts of interest and where appropriate, disqualify themselves from committee discussions and decisions where a conflict of interest occurs.

4 take decisions solely in terms of SEDA’s interest.  They should not do so in order to gain financial or other material benefits for themselves, their family, their friends or any other organisation.
5 treat each other, members of staff and others they come into contact with when working in their role with respect and courtesy at all times. 

6 not benefit from their position beyond what is allowed by the law and what is in the interests of SEDA. 

7 respect the status of confidential issues they read and discuss. If anything is very sensitive, ensure that this is flagged. 

Members should try to:

8 attend all meetings punctually, sending apologies to the chair for necessary absences. If the member needs to arrive late or leave early, please let the SEDA Administrator or committee chair know in advance of the meeting. This applies to virtual and physical meetings. If a committee member is inactive and has not been in communication for more than three consecutive meetings they may be asked to step down.
9 prepare for all committee meetings by reading and considering the agenda items, papers circulated and other relevant documents. If convening the meeting, send out the agenda in good time and make sure that the purpose of the meeting is clear. 
10 help keep discussions on task by letting the group know if it’s on a tangent

11 participate fully in the meeting and work cooperatively, showing respect for the contributions of others and contributing positively to discussions.
12 encourage the participation of everyone and try to reach decisions by consensus
13 fulfil any responsibilities assigned at the meeting and be prepared to report back on your progress at the next meeting.

14 use their knowledge, expertise and experience to take the best decisions they can in the interests of SEDA. They are equally responsible for all decisions of the committee. 

15 ensure efficient and effective operations of the committee, avoid wasteful use of resources and ensure actions are consistent with the role and purpose of the committee.
16 be aware that all documentation produced by the committee forms part of SEDA records and should be maintained in accordance with SEDA’s procedures for safe storage.
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