Brigidine College St Ives

Code of Conduct - Staff
Policy Reference/Version — 800-3

Policy

The behaviour and presentation of all employees is to reflect the Mission and values of the
College and Kildare Ministries. Staff are deemed to be role models and, as such, represent
the behaviours and attitudes that are expected of students. These same behaviours are
expected in all areas of College life including special events, dealing with parents and the
broader professional community.

Purpose

The Code places an obligation on all employees to take responsibility for their own conduct
and to work with colleagues cooperatively to establish consultative and collaborative
workplaces where people are happy and proud to work.

Guiding Principles

Brigidine College St Ives is committed to improving the wellbeing of the students within its
care and the staff within the College. It is recognised that, as employees of the College, the
staff have significant influence in developing an informed and dynamic community of
learners through the provision of experiences that inspire and facilitate teaching and
learning.

The values of fairness, respect, integrity and responsibility can be demonstrated through:
e providing quality teaching and learning
e Dbeing consistently honest, trustworthy and accountable
e Dbeing courteous and responsive in dealing with others
e being committed to social justice by opposing prejudice, injustice and dishonesty

¢ making decisions that are procedurally fair, avoiding discrimination on the grounds
of gender, race, religion and culture

e promoting dignity and respect by avoiding behavior which is, or might reasonable be
perceived as, harassing, bullying or intimidating

e ensuring professional relationships with students, parents and carers and colleagues
e working collaboratively with colleagues

¢ maintaining and developing professional and work practices

e ensuring appropriate use of electronic communication and social networking sites

e ensuring the protection of confidential information

¢ ensuring the school environment is alcohol, drug and tobacco free

e ensuring an appropriate dress code is adhered to

e behaving in ways that promote the values and ethos of the College
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staff feeling supported in the event of the need for management of conduct or
performance related issues.

Supporting Information and Procedures (see attached)

Related Procedures and Documents

Relevant legislation (but not limited to):

Anti-Discrimination Act 1977

Crimes Act 1900

Fair Work Act 2009

Independent Commission Against Corruption Act 1988
Ombudsman Act 1974

Privacy and Personal Information Protection Act 1998

Workplace Health and Safety Act 2011

Related Brigidine College documents:

Complaints and Grievances 801-2, 1009-3 and 1010-2
Respectful Relationships 413-2
Workplace Health and Safety 704

Staff access to counselling support through the Employee Assistance Program (EAP)

Person Responsible

Director Staff

Approved by: Principal
Version Control: replaces 800-2
Approval date: 31/12/2022
Next review date: 06/03/2025
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Code of Conduct — Supporting Information and Procedures

The behaviour and presentation of all employees is to reflect the Mission and values of the
College. Staff are deemed to be role models and, as such, represent the behaviours and
attitudes that are expected of students. These same behaviours are expected in all areas of
College life including special events, dealing with parents and the broader professional
community, and online.

Duty of Care

e Asa College employee, each member of staff has a duty to take reasonable care for the
safety and welfare of the students in their charge. That duty is to take all reasonable
action to protect students from risk of harm that can reasonably be predicted, for
example, risks from known hazards and from foreseeable risk situations against which
preventative measures can be taken. The standard of care that is required, for example,
the degree of supervision, needs to be commensurate with the students’ maturity and
ability.

e Duty of care to students applies during all activities and functions conducted or arranged
by the College where students are in the care of employees. The risks associated with any
activity need to be assessed and managed before the activity is undertaken.

e Each member of staff also has a duty to ensure his or her safety and that of other staff.

e Considerations of safety relate to both the physical and psychological wellbeing of
individuals.

Professional relationships between employees and students

¢ No member of staff will impose physical punishment on a student in the course of their
professional duties

e A member of staff must not develop a relationship with any student that is, or can be
misinterpreted as having, a personal rather that a professional interest in a student

e A member of staff must not have a sexual relationship with a school student. It is
irrelevant whether the relationship is homosexual, heterosexual, consensual or non-
consensual or condoned by parents or caregivers

e The professional relationship may be compromised if a member of staff

o invites students to join their personal electronic social networking site or accepts
students’ invitations to join theirs

o attends parties or socialises with students without the prior consent of the
Principal

o invites a student or students back to their home or attends theirs without an
appropriate professional reason and without the consent of their parent or
caregiver and the Principal

e The boundaries of the professional relationship will be breached if a member of staff:

o has a sexual relationship, develops or attempts to develop an intimate relationship
with a student

o uses sexual innuendo or inappropriate language and/or material with students
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holds conversations of an intimately personal nature, where the member of staff
discloses private information about themselves

has contact with a student via written or electronic means including but not limited
to email, letters, telephone, text message or chat lines, without a valid context

gives students gifts of a personal nature that encourages them to think they have an
individual and special relationship with them.

¢ A member of staff must not engage in intimate relationships with past students that
breach professional boundaries. (Refer to NSW Government Education Department
Policy: Guide on misconduct — crossing professional boundaries)

Appropriate use of electronic communication and social networking sites

e Each member of staff must comply with the College’s Communication with the
Community guidelines and the Staff IT Acceptable Use Guidelines and

O

exercise good judgement when using email and other forms of electronic
communication, following the principles of ethical behaviour

use appropriate language in such communication

be aware that if an issue addressed in an email becomes the subject of a legal
dispute, then those emails would be discoverable, that is, the court and all parties
to the dispute would be entitled to see them

not send messages that are harassing, defamatory, threatening, abusive or obscene
not invite students into their personal social network site or join theirs

remember transmission, storage, promotion or display of offensive, defamatory, or
harassing material is strictly forbidden and may result in disciplinary action
including dismissal and/or legal action

report any situations where they become aware of the inappropriate use of
electronic communication and social networking sites.

Use of Alcohol, drugs and tobacco

e Each member of staff is responsible for ensuring that their capacity to perform their
duties is not impaired by the use of alcohol or drugs, and that the use of such substances
does not put at risk either themselves or any other person’s health or safety

e As a College employee, a staff member must

O

O

not consume or be affected by alcohol whilst exercising their duty of care

not attend work under the influence of alcohol, illegal drugs or non-prescribed
and/or restricted substances

not endanger their own safety or the safety of another person in the workplace by
consuming alcohol, illegal drugs or non-prescribed and/or restricted substances.

Each member of staff has access to counselling support from the ‘Employee Assistance
Program’ EAP.

Failure to comply with these requirements will result in disciplinary action which would
include termination of employment.
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Protecting confidential information

e Asa College employee, each member of staff must only use official information for the
work related purpose it was intended

e Unless authorised to do so by legislation, a staff member must not disclose or use any
confidential information without appropriate approval

e Each member of staff must make sure that confidential information, in any form, cannot
be accessed by unauthorised people. Sensitive information should only be provided to
people, either within or outside the College, who are authorised to have access to it

e Each member of staff should always exercise caution and sound judgement in discussing
other people’s personal information with other College employees

e Former College employees must not be given access to confidential information

e Any breach of this protection of confidential information must be reported to the
Principal, or the Principal’s delegate, so that Brigidine College can meet legislative
requirements in dealing with any breach.

Dress Code

¢ As a College employee, dress must be professional and/or task appropriate. For
example:-

o no wearing of jeans or shorts by teaching staff except on the occasion where it is
task appropriate (eg excursions, PDHPE lessons)

o careful consideration of skirt length and style of top for female staff; skirt length
should be sensitive to the expectations placed on students

o buttoned shirts and tailored pants for all male staff (excluding PE or TAS staff
where clothing would be task appropriate and WHS compliant)

o careful consideration of shoes by all staff, with covered shoes for faculties where
WHS concerns are inevitable

e The Principal or their delegate deals with matters where dress is deemed inappropriate

e Academic dress is encouraged for special events such as the Awards Presentations for
both Year 12 and Years 7-11.

Conduct and Performance Management

(to be read in conjunction with the Complaints and Grievance policy, NSW Catholic
Independent Schools (Teachers — Model A) and (Support Staff — Model A) Multi-Enterprise
Agreements 2023 as amended or replaced and NSW Government Education Guide on
misconduct — crossing professional boundaries)

Brigidine College St Ives is committed to ensuring procedural fairness in the management of
any issues pertaining to the conduct or performance of staff.

Failure to comply with these requirements will result in disciplinary action which would
include termination of employment.

The College takes advice from the Association of Independent Schools (AIS), Catholic
Employment Relations (CER) and/or legal practitioners supporting the College on matters
requiring formal management. Staff are encouraged to seek their own advice and support, to
assist with procedural fairness.
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