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1 POLICY STATEMENT 
All staff members are expected to commit themselves positively and actively to the Christian culture of the School as 
affirmed in the School’s Vision and Values. As a Christian community, relationships are at the very heart of who we 
are and what we do. This Code of Conduct seeks to articulate the common expectations of our staff as evidenced in 
our behaviour.  

2 CONTEXT 
All members of staff are expected to influence and encourage other employees, students, families and the school 
community to meet the expectations of The Codes by modelling and promoting appropriate behaviour when 
carrying out their responsibilities.  As representatives of the School, each and every staff member has a 
responsibility to uphold this Code at all times, particularly when working with the School and members of its 
community. 
 
In demonstrating our commitment to uphold this Code, staff members are expected to identify and report to the 
School conduct that is not consistent with this code.   
 
The School will address all concerns or breaches of the Code of Conduct in a relational way, however, significant or 
repeated breaches may result in termination of employment, or contract. 

3 THE CODE 
All staff members of St Stephen’s School are expected to: 
 

 Cooperate with the School to ensure the best educational experience for the students of the School; 

 Support the School and its staff in all facets of the education of the students of the School; 

 Behave honestly, with integrity and in a way that upholds the values and reputation of the School; 

 Treat everyone equitably with respect, courtesy and without discrimination or harassment; 

 Respect the privacy of others; 

 Respect and protect the property of the School and others; 

 Actively and positively engage and encourage others; 

 Communicate with care and transparency, and be approachable; 

 Comply with all policies and procedures of the School as amended from time to time; 

 Refrain from any action that may bring the school into disrepute; 

 Refrain from any action that may endanger self or others physically, emotionally or spiritually; 

 Refrain from using their relationship with the School for unauthorised personal gain; 

 Disclose to the School any potential conflict of interest arising from their involvement with the School and its 
community (including disclosing any personal matter that may lead to an actual or perceived conflict of 
interest); 

 Act in a cooperative, responsive and helpful manner; 

 Act with care and diligence; 

 Ensure fairness in decision making; 

 Use School property and money efficiently, carefully and honestly with due authorisation and without 
misappropriation; 

 Comply with the ethical standards and legal requirements of their profession; 

 Comply with all applicable laws; 

 Comply in a timely manner with any lawful or reasonable direction given by a person with the authority to give 
the direction; 

 In course of engagement with the School, never accept gifts over $100 in personal value without prior written 
consent of the School Principal or Council Chairperson. Any such gifts must be recorded on the School’s Gift 
Register maintained by the Director of Administration and Finance; 

 Report any unsafe/potentially unsafe behaviours or events to the School. 
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The School expects staff to remain informed about, act within the spirit of, and comply with School policies, 
directions and relevant legislation, as well as any regulatory requirements of their profession. Failure to act in 
accordance with these obligations will be dealt with in accordance with section 6 and can be a cause for 
investigation. Breaches of or non-compliance with these obligations should be reported to a relevant Executive 
Member or Council Chair.  

4 GUIDING PRINCIPLES 
Set out below are the key areas of expectation, obligation and responsibility for staff under the Code. The relevant 
policies and procedures are highlighted for ease of reference.  

4.1 A Safe Environment  
The School is committed to ensuring the health, safety and well-being of its staff, students, contractors, parents and 
visitors while undertaking work, study or research activities. All staff are responsible to ensure a safe and healthy 
work environment.  
 
Related documents:  
School Safety Policy and School Safety Management System Procedure 
Emergency and Crisis Management Policy and Plan 
Emergency Evacuation and Lockdown Procedure 
Incident Reporting Policy and Procedure 
Wellbeing and Care Policy and Procedure 

4.2 Child Protection 
The School has both a moral and legal duty of care to ensure a child safe environment is maintained at all times to 
safeguard students from risks of harm, including the prevention of grooming and child abuse. Staff has a 
responsibility to support the efforts of the School in maintaining a safe and respectful learning environment for all 
students. 
 
All forms of abuse should be reported as per legislated requirements for the mandatory reporting of sexual abuse 
and other forms of abuse and neglect in Western Australia. 
 
All staff members must familiarise themselves with the Child Protection and Mandatory Reporting Policy and 
Procedures and respond appropriately and in accordance with the provisions detailed in the Policy and Procedure to 
concerns of child abuse. 
 
Under no circumstances is any staff member to engage in any form of child abuse or behave in a way that could be 
construed as grooming and/or abusive behaviour as set out in the Child Protection and Mandatory Reporting Policy 
and Procedure. 
 
Related documents:  
Incident Reporting Policy and Procedure 
Child Protection and Mandatory Reporting Policy and Procedure 
Professional Standards for Teachers in Western Australia 

4.3 Fairness and Respect  
All members of the School Community (local and international) are entitled to be treated with respect and provided 
equal opportunities regardless of personal, social, sexual or cultural characteristics. They should also experience a 
work and study environment free from discrimination, harassment, bullying or vilification.  
 
The School will investigate all complaints, grievances or concerns within its relevant policies and in accordance with 
anti-discrimination and other applicable laws. The School will not tolerate victimisation of complainants.  
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Staff members must use their official position in a proper and honest manner. Improper use of their position 
includes actions which may result in a detriment to the School or result in real, potential or apparent advantage to a 
staff member, or any other person or organisation.  
 
The nature of student/staff interactions and the role of supervisors and managers may place a staff member in a 
position of power over other staff and students. This imbalance of power creates the potential for undue influence 
of a student or a more junior staff member, due to age or other factors such as the capacity to influence outcomes. 
In particular, the development of a personal or sexual relationship where a power imbalance exists creates the 
potential for abuse of position, for damage to the less empowered and potentially vulnerable individual, and for 
conflict of interests. A staff member must not abuse or misuse a position of authority.  

 
Related documents:  
Equal Opportunity Policy  
Grievance, Concern and Complaint Policy and Procedure 
Recruitment and Selection Policy and Procedure  
Workplace Harassment, Bullying and Discrimination Policy  
Conflict of Interest Policy  
Personal Relationships in the Workplace Policy 

4.4 Intellectual Property  
The School has a clear policy on how intellectual property (IP) is to be managed. This policy details the framework 
and associated processes which the School, staff and students are required to follow when dealing with IP 
developed at the School and staff are required to comply with all such provisions as per their employment contract. 
 
Related documents:  
Responsible Conduct of Research and Commercialisation Activities Policy 
Intellectual Property Policy  

4.5 Confidential Information  
Where the School holds confidential information, staff members must ensure that information is accessed only by 
those who have a legitimate need and lawful authorisation to do so. They must:  

 

 Respect the confidentiality and privacy of personal or commercial information entrusted to the School;  

 Disclose official information only in accordance with School policy or legal obligations;  

 Ensure that School information and files are kept secure;  
Ensure that personal or confidential information is never used for individual gain or benefit, or that of a third 
party, nor to the detriment of the School, either while engaged or later.  

 
Related documents:  
Knowledge Management Policy and Procedure 
Knowledge Systems Access and Security Procedure  
Privacy Policy 
Guideline - ICT Acceptable Use  

4.6 Public Comment  
Staff members have a right as citizens to participate in public debates on any matter. In doing so, staff members are 
expected to act in a private capacity without referring to their School affiliation except where the matter in question 
falls within their professional expertise at the School and they have consent from the Principal.  
 
Professional expertise does not confer protection from action for defamation. Community members should be 
particularly conscious of the reach and impact of social media sites such as Facebook and Twitter.  
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All public statements representing the official view of the School are authorised through the office of Marketing and 
Communications.  

 
Related documents:  
Guidelines – ICT Acceptable Use 

4.7 Conflict of Interest  
A conflict of interest arises when a private interest conflicts with a staff member’s duty as a School member. Such 
conflicts can influence decisions unfairly. Where a conflict of interest exists in reality or where others may perceive 
that it does, the School requires staff to declare it to the Principal or other relevant person or body. As a general 
guideline, staff members must:  

 

 Comply with policies on conflict of interest, delegations and commercial activities;  

 Never use information obtained in the course of employment to gain advantage for themselves or anyone else;  

 Exclude themselves from any decision in which they have a personal interest. This may involve a personal 
benefit or vested interest or one that involves family, friends, former employees or business contacts. It may 
also involve prejudice against a particular person or outcome.  

 
Full details of the policy and procedures are set out in the Conflict of Interest Policy and the Personal Relationships 
in the Workplace Policy.  

 
Related documents:  
Conflict of Interest Policy  
Personal Relationships in the Workplace Policy  
Recruitment and Selection Policy  
Recruitment and Selection Procedures  

4.8 Outside Employment  
In valuing the expertise of its people, the School recognises that staff may engage in paid or unpaid outside 
employment or private practice but expects that their doing so will not adversely impact on their ability to fulfil their 
obligation to the School, nor impede its work health and safety commitments. Full-time staff may not undertake 
other paid employment without prior approval of the School. Subject to individual staff contracts, the School 
requires that people will not, unless expressly approved, use the School's name, reputation, or resources in 
association with any outside work or private practice. Relevant School approval processes must be followed.  

 
Related documents:  
Responsible Conduct of Research and Commercialisation Activities Policy 

4.9 Gifts or Benefits  
Gifts or benefits that may appear to influence any aspect of work must be neither solicited nor accepted. Such gifts 
or benefits might include hospitality, travel, money, property, discounted service or goods (consideration) or a 
service. In general, staff members:  

 May not accept gifts of money in any circumstances;  

 May accept unsolicited gifts or benefits of a nominal value attached to social and cultural events, promotional 
activities or visits if the acceptance poses no compromise. Gifts above nominal value are gifts to the School. 

 Fair value over $100 (reportable) - In the case of a gift or benefit with a market value of more than $100, the 
gift is accepted on behalf of the School and may only be retained (something with lasting value) or accepted 
(hospitality, entertainment, etc.) by the staff member receiving the benefit with the agreement of a member of 
the School Executive Committee. It must be included in the gifts register.  

 Fair value up to $100 (non-reportable) - In the case of a gift or benefit with a market value up to $100 the staff 
member can retain or accept the benefit without approval and it does not need to be included in the gifts 
register. 
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 Class gifts for teachers with fair value over $100 can be retained by a staff member without approval and does 
not need to be included in the gifts register. 

 Donations and sponsorships received by the School should be approved prior to receipt, by the School’s 
Executive Committee. 

 
Related documents:  
Gifts and Benefits Policy  

4.10 School Funds  
All staff are accountable for the efficient and effective use of funds and must act only within delegated authority and 
School policies and procedures. Staff must:  

 

 Be prepared to justify all expenditure;  

 Seek clarification about transactions where there is uncertainty over delegation, authority, policy or procedure;  

 Maintain proper documentation and records of all financial transactions;  

 Report instances of misuse or misappropriation of School funds;  

 Never use School funds or credit cards for personal purposes or benefit.  
 

Related documents:  
Purchasing Procedure  
Financial Delegations Schedule 
Corporate Credit Card Procedure  
Financial Management Policy 
Internal Control and Financial Risk Management Procedure 

4.11 Facilities and Equipment  
School facilities and equipment are provided for the community to use for approved purposes and never for private 
purposes without express permission. For reasons of practicality, reasonable personal use of School communication 
facilities, photocopiers, internet access and desktop computers by staff is acceptable if that use is minimal, complies 
with School policies, and does not interfere with normal work.  

 
However staff are not authorised to use School facilities or equipment for private, commercial, personal interest, or 
political party purposes other than as expressly approved within relevant policy and employment agreements.  
 
When staff use School facilities, including equipment or vehicles, they are responsible for such facilities and for 
maintaining safety and adhering to School policies and legislative requirements such as Work Health and Safety, as 
well as for any damage or loss. All School facilities, equipment or vehicles must be used efficiently and carefully and 
any misuse or misappropriation reported.  
 
Related documents:  
Facility Hire Policy and Procedure 
School Safety Policy  

4.12 Alcohol and Drugs  
The School is an educational and social community where students, staff, parents and visitors interact in a wide 
variety of activities. It is acknowledged that alcohol may be consumed at some activities involving the School with 
the express permission of the Principal. The School prohibits service of alcohol to minors in accordance with the law. 
The School does not allow the consumption of illegal drugs. The School will ensure responsible service of alcohol at 
School organised events where alcohol is served/sold in accordance with regulatory requirements. 
 
Staff members must not attend the School or perform their duties or functions if they are under the influence of 
alcohol, illegal drugs or medication likely to cause danger to themselves or others. Being affected by alcohol or drugs 
at work can seriously compromise the health, safety and welfare of the School community and may expose the 
School and the individual involved to legal liability.  
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In accordance with School Policy staff may be requested to attend a Fitness for Work assessment if it is considered 
they are under the influence of alcohol or any other substances. 
 
Related documents:  
School Safety Policy  
Wellbeing and Care Policy and Procedure 
Fitness for Work Policy 

4.13 Community Interest Disclosure (Whistle blowing)  
The School is intent on the detection and elimination of fraud, corrupt conduct and on protecting people who make 
disclosures. The School expects its community to act honestly and to report any possible corruption, 
maladministration or waste of the School's resources. Staff members can report concerns by making a protected 
disclosure. Such reports will be properly and confidentially investigated in accordance with the policy.  

 
Related documents:  
Financial Management Policy  
Internal Control and Financial Risk Management Procedure 
Whistleblowing Policy 
Whistleblowing Procedure 

4.14 Personal Relationships in the workplace 
The School requires staff to disclose an actual, potential or perceived conflict of interest arising from the existence of 
a personal relationship as set out in the Conflict of Interest Policy. The requirement to disclose the existence of a 
relationship is based on the potential for, or perception of a conflict of interest, when there is the possibility that a 
decision may be biased or prejudiced, either in favour of or against, a person with whom there is a personal 
relationship. The policy seeks to assure that no undue advantage or disadvantage occurs because of the existence of 
a personal relationship. The staff member must immediately cease to be involved in any decision making in respect 
of the person with whom they have a personal relationship until the Executive determines how the conflict of 
interest should be managed.  
 
Personal relationships are defined as relationships which extend beyond professional relations, based on factors 
irrelevant to the working competencies of staff.   
 
Personal relationships include: 

 Family relationships (siblings, parent/child, husband/wife, de facto spouses, partner, cousins, relations by 
marriage such as brother- or sister-in-law); 

 Emotional relationships (including sexual relationships and close friendships; 

 Financial relationships (commercial relationships where pecuniary interest is present). 
 

The general principle to guide behaviour is that it is unethical and undesirable for a personal relationship to intrude, 
or be perceived to intrude on or influence working practices and decisions.  
 
Staff members must not use their official position as a member of the School inappropriately or dishonestly. 
Inappropriate use of a member’s position includes actions which may result in damage to the School or which result 
in real, potential, or apparent benefit to a staff member, or any other person or organisation. 
 
The nature of staff interactions and the role of supervisors and managers may place a staff member in a position of 
power over other staff. This imbalance of power creates the potential for undue influence of a more junior staff 
member, due to age or other factors such as the capacity to influence outcomes. In particular, the development of a 
personal or sexual relationship where a power imbalance exists creates the potential for abuse of position, for 
damage to the less empowered and potentially vulnerable individual, and for conflict of interests. A staff member 
must not abuse a position of power.  
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Related documents:  
Personal Relationships in the Workplace Policy  
Conflict of Interest Policy  

5 COMPLIANCE WITH THE CODE 
Staff are required to report all objectively observable breaches of this Code of Conduct to the Principal or, where the 
breach observed was committed by the Principal, to the Chair of the School Council. 
 
Any alleged breaches of this Code will be dealt with in accordance with the applicable School policy or procedure, 
award, industrial instrument or contract. In the case of an alleged breach of this Code that is not covered by a School 
policy document, award, industrial instrument or contract, the School will apply the principles of natural justice 
when investigating such a complaint. If an allegation is found to be proven, in serious cases staff may have their 
contract/employment terminated. 
 
Related documents:  
Relevant Industrial Award 
Admission/Enrolment Policy 
Service Contracts 

6 LIMIT ON CONFIDENTIALITY 
Any confidentiality regarding conduct arising under this Code, is limited by the School’s obligations under law to 
disclose certain conduct to relevant authorities. For example, the School has an obligation to report alleged corrupt 
conduct to the Crime and Corruption Commission and there are also mandatory external reporting requirements for 
certain professions (Teachers/Accountants). Alleged breaches of criminal law will be reported to the Police and/or 
relevant regulatory authority. 

7 LEGISLATION 
Privacy Act 1988 and Australian Privacy Principles 2014 
Australian Education Act (Cth) 2013 
School Education Act (WA) 1999 
School Education Regulations (WA) 2000 
Uniting Church in Australia Act 1976 
Occupational Safety and Health Act (WA) 1984 
Occupational Safety and Health Regulations (WA) 1996 
Workplace Injury Management and Workers' Compensation Act 1998  
Workers Compensation Regulation 2010 
Occupiers’ Liability Act (WA) 1985 
Health Records and Information Privacy Act 2002 
Working with Children Act 2005 
Children and Community Services Act 2008 
Education and Care Services National Law (WA) Act 2012 
Education and Care Services National Regulations 2012 
Fringe Benefits Tax Assessment Act 1986 
A New Tax System (Goods and Services Tax) Act 1999 

 

 
 
 
 
 
 
 


