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PURPOSE AND SCOPE

The aim of this Code of Conduct (Code) is to outline the standards of conduct and behaviour expected of all staff
members at Skillset Senior College (SSC or College). The College is committed to operating at the highest level of
ethical and legal standards in all practices.

This Code applies to all staff members of the College whether employed on a permanent, temporary or casual
basis and any contractors, volunteers or external consultants. The Code applies within all College workplaces,
including on-campus and off-campus activities, online workspaces and environments, during work-related activities
and College sanctioned events, and in any situation where an individual represents the College.

This Code does not attempt to provide a detailed an exhaustive list of what to do in every situation. Instead, it sets
out general expectations of the standards of behaviour required. If an individual ever has doubt about a particular
situation and how the Code might apply, they should discuss this with their manager, a member of the Skillset
People & Culture team, the Head of Campus or Head of College.

This Code will be made available to all relevant parties at the commencement of their employment or engagement
and is made available to all staff to access at any time. All individuals must ensure that they understand and abide
by the Code. All staff are required to complete an annual attestation of this understanding and commitment to
abiding by the Code, which is undertaken by reading, understanding and signing the Code.

SKILLSET SENIOR COLLEGE VALUES

The SSC values guide decision-making, behaviour and interactions with students, colleagues, families and the
broader community. It is expected that all individuals demonstrate SSC values during their involvement with the
College, including in their interactions with others. The SSC values are:

a) Kindness
b) Courage

c) Consideration

GENERAL RESPONSIBILITIES
Responsibilities of all staff

All staff are expected to conduct themselves with the highest standards of professional and ethical behaviour. This
includes conducting themselves, both personally and professionally in a manner that upholds the ethos and
reputation of the College and being accountable for their actions and decisions.

Every staff member has a responsibility to:

a) Ensure their behaviour and conduct is consistent with this Code, and all College policies and procedure
(including seeking clarification where needed from their manager or Head of College).

b) Uphold their primary responsibility for the safety and wellbeing of students and others who may be affected by
the work they perform.

c) Be respectful, courteous and responsive in dealing with others (including colleagues, students, parents and
members of the public).

d) Act honestly and in good faith, in the best interests of the College.

e) Perform their duties to the best of their ability and be accountable for their performance.
f)  Follow lawful and reasonable instructions given by their managers or their delegate;

g) Perform their role and duties with care, skill and diligence.

h) Contribute positively to workplace culture, including participating in and encouraging a workplace which is
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open, supportive, caring and sensitive to the needs of all people.
Work constructively and collaboratively with others.

Seek suitable opportunities to improve knowledge and skills, including through participation in relevant
professional development.

Ensure their conduct, whether during or outside working hours, is consistent with the ethos of the College and
does not damage the reputation of the College.

Ensure they are fit for work, and to carry out their duties.

Maintain work punctuality and attendance including not being absent from work without approval (except for
illness, injury and other unavoidable reasons).

Ensure that attire and appearance is professional, clean, neat and tidy always.

Ensuring that all College resources are used only for their intended purpose, are well maintained, and
protected against theft or misuse.

Use College resources, including property, equipment, funds, facilities and other resources, effectively,
economically and carefully for the benefit of the College.

Take appropriate action if they experience or observe behaviour which they consider to be inconsistent with
the Code.

Staff engaging or managing external consultants, contractors or volunteers, are responsible to make them aware of
the College’s expectations of conduct during the period of their engagement.

3.2 Responsibilities of Leadership

In addition to the responsibilities outline above as a staff member, every manager has additional responsibilities to:

a)
b)

c)

d)

e)

f)

g)

h)

Consistently ‘lead by example’, demonstrating appropriate standards of behaviour.
Support the physical and psychological safety and wellbeing of staff.

Be alert to the possibility of inappropriate behaviour or conduct and monitor indicators such as changes in
demeanour, absenteeism, turnover and staff survey feedback.

Provide staff and contractors with accessible and confidential avenues to raise concerns, report issues, and
offer suggestions for improvement at any time, ensuring they can actively contribute to a safe, transparent,
and continuously improving workplace.

Provide appropriate information, instruction and training to staff members.

Act when inappropriate behaviour or conduct comes to their attention (either through their own observation or
through the reports or complaints by others).

Take management action in a reasonable manner, which may include:
Reasonable, constructive, timely feedback on work performance.

a.
b. Managing all staff in a fair and equitable manner.

o

Setting reasonable performance objectives, expectations and standards, deadlines or directions.
d. Reasonably refusing requests based on objective criteria and/or reasonable judgement.
e. Legitimate and reasonable allocation or re-allocation of work.

Seek information and advice where appropriate from their manager, the Head of College, or People and
Culture.
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4.0 REQUIRED REPORTING

All staff are required to report certain information to the Head of College, including if they:

a)
b)

c)

d)

¢)]

h)

are charged with or convicted of a serious offence (including any punishable jail).
become the subject of an Apprehended Violence Order.

through their employment with the College, become aware of a serious crime committed by another person
associated with the College.

hold any concerns about the safety, welfare and wellbeing of a child or young person (refer to SSCPOL003 -
Mandatory Reporting Policy).

hold any concerns about inappropriate actions of any other staff member, contractor or volunteer that involves
children or young people, including any concerns held about any persons allegedly engaging in 'reportable
conduct' (Refer to SSCPOL007 - Reportable Conduct Policy). Broadly, 'reportable conduct' means:

a sexual offence,

a
b. sexual misconduct,

c. an assault against a child,
d. ill-treatment of a child,
e. neglect of a child,

f. an offence under section 43B (failure to protect) or section 316A (failure to report) of the Crimes Act 1900,
and

g. behaviour that causes significant emotional or psychological harm to a child.
h. whether or not the child consents.
observe any inappropriate professional conduct or have such conduct reported to them.

become the subject of reportable allegations or allegations of inappropriate professional conduct, whether or
not the allegations directly relate to their employment in the College.

become subject to an ‘interim bar’ or a ‘bar’ by the Office of the Children’s Guardian, or if they become a
‘disqualified person’ from working with, or volunteering with, children (refer to SSCPOL004 - Working with
Children Check Policy).

Please note that College staff members have mandatory reporting obligations under the Children and Young
Persons (Care and Protection) Act 1998 (NSW), where they have reasonable grounds to suspect a child under the
age of 16 years is at risk of significant harm and have current concerns about the safety, welfare and wellbeing of
the child. Refer to SSCPOL003 - Mandatory Reporting Policy for further information about these obligations.

5.0 RESPECT FOR PEOPLE

The College expects all individuals to always treat others with respect and courtesy. All staff are expected to be
respectful, approachable, and prompt in dealing with all other people, including students, parents, other staff
members and members of the community.

a)

b)

c)

Staff members working with students have a special responsibility in presenting themselves as appropriate
role models for those students. Modelling effective leadership and respect in interactions with students can
have a profoundly positive influence on a student’s personal and social development.

All staff must always demonstrate respect for others, including use of respectful language, working
cooperatively, constructively and collaboratively with others. This also includes demonstrating respect for the
ideas, skills, abilities and life experience of others.

Staff members must not engage in behaviour, which is rude, offends, insults, threatens, intimidates,
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humiliates, discriminates, victimises, bullies or harasses any other person; which includes, but is not limited to:

a. Verbal abuse, or use of language which is aggressive, abusive, threatening, intimidating or derogatory
(for example, name-calling, malicious gossip, yelling, screaming, abusive or offensive language, use of
derogatory, discriminatory, demeaning language or terms).

b. Any form of hate speech at any time, being any public conduct, words, or material that intentionally incites
hatred, serious contempt, or violence against a person or group because of a protected characteristic
such as race, religion, ethnicity, nationality, sexual orientation, gender identity, or disability.

c. Physical assault or other unwelcome physical contact, including that which causes harm, or which is of a
sexual, intimate or threatening nature.

d. Use of inappropriate gestures.
e. Excluding or isolating individuals.

f.  Undermining the performance, reputation or professionalism of others, including by deliberately
withholding information, resources or authorisation, or supplying incorrect information.

d) Individuals must not discriminate against, or harass for any unlawful reason, or bully for any reason, any other
person (refer to SSCPOL013 — Harassment, Discrimination and Anti-Bullying Policy).

DUTY OF CARE

All College staff have a duty of care to students and must take all reasonable steps to protect students from risks of
harm that can be reasonably predicted (refer to SSCPOL001 - Duty of Care Policy). Duty of care to students
applies during all activities and functions conducted or arranged by the College. The risks associated with any
activity need to be assessed and managed before the activity is undertaken.

WORK HEALTH AND SAFETY

All individuals hold a responsibility under Work Health and Safety Act 2011 (NSW) to take care of their own health
and safety at work and to ensure that their activities do not place at risk the health and safety of others.
Considerations of safety relate to both physical and psychological wellbeing of individuals.

For further information, refer to SSCPOL008 - Work Health & Safety Policy.

CHILD PROTECTION

All staff must uphold their primary responsibility for the safety and wellbeing of students. All individuals must be
aware of and comply with SSCPOL002 - Student Safety, Care & Protection Policy.

This includes reporting any concerns held about any colleague, contractor or volunteer engaging in 'reportable
conduct' or any ‘reportable allegation’ to the Head of College. This includes self-disclosure where relevant. All
required reporting must be made as soon as practicable after becoming aware of the matter.

Where there is uncertainty, staff must err on the side of caution and seek guidance from the Head of College.

In accordance with SSCPOL004 - Working with Children Check Policy, all staff members must maintain a valid
Working with Children Check as a prerequisite for working with the College. Individuals are responsible for
renewing their Working with Children Check.

PROFESSIONAL RELATIONSHIPS BETWEEN STAFF AND STUDENTS

Staff must ensure that relationships with students are professional only and therefore must never develop a
relationship with any student that is, or that can be interpreted as having a personal rather than a professional
interest in a student. Relationships of a personal nature raise serious concerns of conflict of interest, trust,
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confidence, dependency, and of equality of treatment and is a breach of this Code.

Such relationships may also have a negative impact on the teaching and learning environment for other students
and colleagues and may carry a serious reputational risk for the College.

The following professional boundaries and standards apply to all staff:

a)

k)

Never engage in a romantic or sexual relationship with a student. It is irrelevant whether the relationship is
considered consensual or non-consensual or condoned by parents or caregivers. In addition to this Code,
legislation prohibits:

e sexual relations with a person under the age of consent (16 years); and
o sexual relations between a teacher and a student at their school who is under the age of 18 years.
Never impose physical punishment on a student.

Avoid unnecessary physical contact with students. In exceptional circumstances where physical contact with a
student is a necessary part of the teaching/learning experience, staff must exercise caution to ensure that the
contact is appropriate and acceptable. Permission from the student must be sought, including by asking for a
volunteer if necessary to demonstrate a particular activity.

Avoid situations where they are alone in an enclosed space with a student. Where an individual is charged with
the responsibility of a single student, they should ensure that this is in an open space in view of others. Where
this is not possible or practical it should be discussed with their supervisor and/or the Head of College. Where
conducting a private conversation with a student, staff should consider the time and venue carefully to avoid
placing themselves and the student in a vulnerable situation. For example, it is preferable to leave doors open
and not block access to doorways.

Never invite students to their home, visit students at their home or socialise with students, unless express
permission is provided by the Head of College and the parents or care giver. To the extent possible, staff
should avoid being alone with a student in such social settings.

Never invite or accept invitations from students to join personal social networking site/s.

Never drive a student in their personal vehicle, unless specific permission from the Head of College is provided
to do so.

When confiscating personal items, such as mobile phones or hats, students must be asked to hand over the
item. Items must only be taken directly from students in circumstances where concern exists for the safety of
the student or others and the safety of the person taking the item is not jeopardised by this action.

Assessing and attending to a student who is injured or ill may necessitate touching the student. Always advise
the student of such intentions and seek their consent.

In exceptional circumstances, when ensuring duty of care, restraint of a student may be required to prevent
them from harming themselves or others using reasonable force. Any such strategy must be in keeping with
the College’s behaviour management practices or Individual Education Plans (IEP). Staff must report and
document any such incidents as soon as possible.

If a student becomes overly familiar, seeks to establish a personal relationship or has developed a 'crush' on
any staff member, they (or any observers of such behaviour) should report this to their supervisor and/or the
Head of College as soon as possible so that a plan can be developed to manage the situation effectively and
sensitively.

At all times when speaking with students, care must be taken to use appropriate language. Students must
always be treated with respect and without favouritism. There is no place for derogatory remarks, inappropriate
familiarity or offensive comments.

As part of wellbeing discussions, staff may engage in discussions with students where personal details are
discussed. Staff must be mindful about making personal comments about a student and their relationships.
Additionally, staff must not hold conversations with a student of an intimately personal nature where they
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disclose information about themselves.
n) Not engage in external paid tutoring of College students.

o) Creation of College sports team or other such extra-curricular activities must be assessed by the organising
staff member, including a risk assessment, and express permission provided by the Head of College.

p) Declare, as a conflict of interest, any pre-existing relationship with students, for example family members or
children of close friends (refer to SSCPOL040 - Conflict of Interest Policy).

gq) Wherever practical, avoid teaching or being involved in educational decisions involving any family member/s or
close friends. Where it is not practical to avoid such situations completely, another member of staff should
make any significant decisions relating to the student’s assessments and have those endorsed by a supervisor.

r) Staff should be aware of, and sensitive to, students with culturally diverse or indigenous backgrounds and
cultural practices that may influence the interpretation of behaviour.

10. RELATIONSHIPS WITH FORMER STUDENTS

Staff must not develop a relationship with any person that was a student at the College, that is, or that can be
interpreted as having a personal rather than a professional interest in a former student. This includes but is not
limited to a romantic or sexual relationship with a former student. In relation to contact with former students:

a) Never purchase alcohol for former (or existing) students.

b) Other than in the capacity as a staff member at the College, for professional purposes, never contact by phone,
text message or any other form of contact, or respond to personal contact from, a former student.

c) Staff should generally not contact, communicate, invite or accept invites from former students on personal
social networking site/s.

11. APPROPRIATE USE OF ICT, ELECTRONIC COMMUNICATION AND SOCIAL NETWORKING SITES

The College provides ICT equipment and electronic communication facilities for its students and staff members for
educational or administrative purposes. By its nature, electronic communication is a fast and informal way of
communicating. However, once a document or image has been sent by this means, there is no way to recall it, and
it exists forever.

All individuals should be aware that activities undertaken on the College’s ICT network are recorded and recording
logs may be accessed by the College.

The College’s networks must not be used to view, access, store, upload, download or transmit/circulate any
inappropriate materials, including:

a) sexually related or pornographic messages or material;

b) violent or hate-related messages or material;

c) racist or other offensive messages aimed at a particular group or individual;
d) malicious, libellous or slanderous messages or material; or

e) subversive or other messages or material related to illegal activities.

All use of ICT equipment must comply with relevant SSC policies, including the SSCPOL046 — Acceptable Use of
IT Resources Policy, and includes:

a) Staff are not permitted to participate in or appear in student led, vlogging, recording, or filming unless for
learning / milestone purposes.

b) Students are not permitted to take or use photos of staff or other students without consent.
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c) Staff must not permit students to access or use their personal mobile devices,

d) Staff-allocated, College provided devices, may be used by students if the staff member remains present and
supervising the use, and only for specific tasks, for example, completing a survey via QR code, accessing a
school resource, calling a parent / carer.

e) Staff must take active steps to prevent online abuse and harm, including grooming, cyberbullying or other
misuse of College related digital platforms.

ALCOHOL, DRUGS, TOBACCO AND VAPING

Work Health and Safety is of fundamental importance to the College. Individuals are 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 their own or any other person’s health and safety.

Individuals must:
a) not attend work under the influence of alcohol, illegal drugs or non-prescribed and/or restricted substances;
b) not consume alcohol, illegal drugs or non-prescribed and/or restricted substances while at work;

c) not have illegal drugs, restricted substances or alcohol in their possession while at work. Any illegal drugs
found on College property or in the possession of any person on College property may result in disciplinary
action and referral to the Police;

d) not purchase, give or supply alcohol, illegal drugs or restricted substances to any College student (or to any
other person under the age of 18 years), or encourage or condone their use;

e) not purchase, give or supply tobacco, tobacco products, or vaping products for any student, or condone their
use;

f) supply or administer prescription or non-prescription drugs to students unless authorised to do so;

g) notify their supervisor if they are aware that their work performance or conduct could be adversely affected
because of the effect of a prescribed drug;

h) take action to resolve any alcohol or other drug-related dependencies, to ensure it does not impact on the
workplace; and

i) consult their supervisor or Head of College with any concerns that another staff member may be affected by
drugs or alcohol;

j)  not consume alcohol during College hours or at any College function unless expressly permitted to do so by
the Head of College;

k) not smoke or permit smoking or vaping in any College buildings, enclosed area or on College grounds,
including all buildings, gardens, sports fields, cars and car parks.

CONFLICTS OF INTEREST

Private interests can, or have the potential to, influence a person’s capacity to perform their duties and in turn
compromise their integrity and that of the College.

All staff members must disclose any actual, potential or perceived conflicts of interest, in accordance with
SSCPOL040 - Conflict of Interest Policy. This is to ensure all decisions and actions are managed to ensure they
are made in the best interests of the College.

Staff members should also report situations where a superior or colleague who has an identified conflict is, or may
be perceived as, unduly influencing decisions.

A conflict of interest may exist where familial or personal relationship (including close friendships, a sexual or
romantic relationship) exists or develops with another staff member, a parent or caregiver, a student, or member of
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the College community. Such should be disclosed to ensure appropriate measures can be implemented to manage
the conflict.

14. DECLARING GIFTS, BENEFITS AND BRIBES

Staff members may be offered a gift or benefit as a genuine act of gratitude. However, they may also be offered to
persuade someone to act in one's favour. Staff are expected to exercise sound judgement when deciding whether
to accept a gift or benefit.

Accepting gifts and other benefits has the potential to compromise an individuals’ abilities to act or be perceived to
be acting impartially. This can also affect the reputation of the College and its staff.

If offered a gift or benefit, individuals must consider the value and purpose of a gift or benefit before making any
decision about accepting it. A gift that is more than nominal value ($50) must not become personal property; it
should either be politely refused or advise the contributor that it is accepted on behalf of the College.

When such a gift is accepted, the Head of College must be advised, and they are responsible for determining how
it should be treated, which is dependent on the nature and value of the gift. This includes ensuring, where
appropriate, that the gift is recorded in the asset register as a donation or other such record established for that
purpose.

Staff members must never accept a bribe (i.e. anything given or offered to attempt to persuade or affect actions in
one's favour). Bribes must be refused, explained as not appropriate, and immediately reported to the Head of
College.

Staff members might, in the course of their work, win a prize from another organisation. Prizes provided in
connection to work performed for the College will usually be considered the property of the College. Winning of
such prizes must be reported to a supervisor or the Head of College, who will determine how the prize should be
treated and recorded.

15. RECORD KEEPING

All staff members have a responsibility to create and maintain full, accurate and honest records of their activities,
decisions and other business transactions; this includes capturing and storing records in approved College
systems.

a) Staff must not destroy or remove records without appropriate authority.

b) Supervisors have a responsibility to ensure that the staff members reporting to them comply with their records
management obligations.

c) Staff who are responsible for assessing and recording marks for students’ work must do so accurately and
fairly.

16. PROTECTING CONFIDENTIAL INFORMATION

a) Allindividuals must maintain the confidentiality of all College information and documents which are not publicly
available, or which have not been published.

b) Personal, sensitive and confidential information must only be used for the work-related purpose it was
intended, in accordance with SSCPOL045 - Privacy Policy.

c) Unless authorised to do so by legislation, confidential information must not be disclosed or used without the
express permission of the Head of College.

d) Action must be taken to ensure that confidential information, in any form, cannot be accessed by unauthorised
people.

e) Sensitive and personal information should only be provided to people, either within or outside the College, who
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are authorised to have access to it.

Always exercise caution and sound judgment in discussing the personal information of students, parents, staff
and other people, with their colleagues. Normally information should be limited to those who need to know to
conduct their duties, or to those who can assist in carrying out the College’s work because of their expertise.

COMMUNICATION WITH PARENTS AND CAREGIVERS

a)

b)

d)

e)

f)

All staff are required to comply with all College protocols and procedures when communicating with parents
and caregivers.

Staff cannot provide a guarantee of confidentiality to parents, if the matter under discussion requires
mandatory reporting. Parents also need to be advised that anything disclosed to a staff member is disclosed to
the College and will need to be shared, confidentially, to the Head of College and, at the Head of College’s
discretion, within the College as appropriate.

Staff must not disclose personal information about another staff member to students or parents or discuss
their work performance, except if authorised by the Head of College (for example in the context of grievance
resolution).

All matters discussed in staff meetings and staff level communications are to be treated confidentially and not
discussed with students, members of the College community, or the public, unless authorised to do so.

The media should not be given access to students or allowed entry to the College without the express
permission of the Head of College. Staff must not make any comments to the media about the College,
students or parents without the express permission of the Head of College.

Staff must comply with the College’s requirements regarding the established line of communication with
parents in the College.

COPYRIGHT AND INTELLECTUAL PROPERTY

a)
b)
c)

d)

e)

When creating material, staff need to ensure the intellectual property rights of others are not infringed and
information is recorded about any third-party copyright/other rights included in materials.

Advice relating to sharing or licensing the College’s intellectual property should be sought from the Head of
College.

The College cannot give away or assign its intellectual property without the approval of the Head of College.

When creating any materials for any purpose connected with the College, the copyright in that material will
belong to the College. This may apply even if the material was developed in a staff members own time or at
home.

The College’s intellectual property (including copyright) must not be used for private purposes without
obtaining written permission from the Head of College.

NON-COMPLIANCE

Failure to comply with Skillset Senior College Policy may result in disciplinary action, up to and including the
termination of employment or termination of contractual arrangements; dependent on the nature of the breach. The
College reserves the right to determine in its entirety the response to any breach of this Code.
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RELATED INFORMATION

Related Legislation and Other Requirements

Education Act 1990 (NSW)

Children’s Guardian Act 2019 (NSW), including Child Safe Standards
Children and Young Persons (Care and Protection) Act 1998 (NSW)
Child Protection (Working with Children) Act 2012 (NSW)

Work Health and Safety Act 2011 (NSW)

Crimes Act 1900 (NSW)

Anti-Discrimination Act 1977 (NSW)

Fair Work Act 2009 (Cth)

Privacy Act 1988 (Cth)

Related Documents

SSCPOL001 - Duty of Care

SSCPOL002 - Student Safety, Care & Protection Policy
SSCPOLO003 - Mandatory Reporting Policy

SSCPOL004 - Working with Children Check Policy

SSCPOL008 — Work Health & Safety Policy

SSCPOL013 — Harassment, Discrimination and Anti-Bullying Policy
SSCPOL040 — Conflict of Interest Policy

SSCPOL045 - Privacy Policy

SSCPOL046 — Acceptable Use of IT Resources Policy

REVIEW HISTORY

The College reserves the right at its sole discretion to vary or cancel this Code at any time.

Version | Revisions/Changes

Date

4 Scheduled review; comprehensive review in accordance with relevant legislation and
requirements.

April 2026

ACKNOWLEDGMENT

| acknowledge and attest that | have read, understood and will abide by the Code of Conduct, as a condition of my

employment.

Signature:

Name:

Date:
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