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Policy Statement 

The vision of Southern Montessori Education Centre Inc (the Centre) is to enable students to become future leaders and 

problem solvers contributing to a more peaceful and sustainable world. To achieve this vision, we need highly professional 

and inclusive staff. Therefore, the Centre is committed to the ongoing support, training and supervision of its staff and 

encourages their active participation in building and maintaining a safe and welcoming learning environment for all 

community members. 

In particular, the Centre is committed to the safety and wellbeing of all children in its care. We support the rights of the child, 

actively promote the care and protection of our students and will act without hesitation to ensure a child safe environment is 

always maintained.  

Purpose 

The purpose of this Code of Conduct is to articulate the standards of conduct which are required of all staff employed at 

Southern Montessori School. This will assist all staff to understand clearly the expectations of them as well as their 

responsibilities and obligations.  

Expected Outcomes 

All staff have a responsibility to ensure the safety and wellbeing of students, staff, volunteers and visitors at the Centre and 

are expected to uphold appropriate standards of behaviour. Staff must ensure that they comply with good practice and their 

legislative obligations including legislation regarding child protection. 

Scope 

This policy applies to all staff of the Centre. It applies whenever students are under the care of the Centre, whether on or off 

campus. 

Standards of Behaviour 

1. Personal Conduct 
 

All Staff are expected to: 

• support the aims and philosophy of the Centre by their conduct and interactions with the school community 

• conduct themselves in a manner that will not discredit the Centre 

• treat staff, and others professionally with honesty and trust in a fair, responsible and compassionate manner 

• respect and comply with all Federal, State and local laws 

• relate to staff and others with dignity, courtesy, integrity and respect at all times and have proper regard for their 
interests, rights, safety and welfare  
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• manage and declare situations that may give rise to a conflict of interest or the perception of such a conflict 

• respect the privacy of others and others’ personal and sensitive information 

• take reasonable care to ensure their own health and safety at work and avoid adversely affecting the health and safety 
of others  

• refrain from behaviour which constitutes bullying, discrimination or any form of harassment. 
 

2. Communication 
 

All Staff are expected to: 

• communicate with one another, and with others, in a manner which is respectful, honest and courteous at all times 

• refrain from negativity, gossip, spreading rumours or making inappropriate comments through any form of 

communication, including electronic communication  

• observe confidentiality in relation to confidential information which they encounter or receive in the course of their 

employment and disclose such information only to authorised Staff, authorised others, or as required by law 

• refrain from improperly using information gained in the course of their employment for personal or commercial gain for 

themselves or others 

• refrain from providing media access to students or entry to the Centre without the expressed permission of the Principal.  

 

3. Professional Conduct 
 

All Staff are expected to: 

• carry out their duties in a professional and conscientious manner  

• follow all relevant polices, guidelines and instructions with regard to the safety of children and young people  

• maintain appropriate professional boundaries around their behaviour towards children and young people; 

• present to work in a timely manner, in professional attire (appropriate to the role or functions of the relevant Staff 

member) and in a fit state to work including: 

o being in sufficient physical and mental health to be capable of complying with their duty of care to their 

colleagues and students; and/or  

o being unimpaired in the conduct of their duties by reason of alcohol, medication, or an illegal drug  

• respect the professional opinions of colleagues  

• comply with any lawful and reasonable direction given by someone in the Centre with the authority to give the direction  

• report to the relevant person or agency conduct which might reasonably be considered to be a breach of this Code 

and/or illegal   

• act ethically and with integrity at all times  

• maintain the currency of employment related requirements (e.g. registration, police clearance, Working with Children 

Check etc). 

 

4. Leaders 

Leaders, in addition to adhering to the above, have a responsibility to:  

• set a good example for staff and others  

• make decisions fairly, impartially and promptly, considering all available information, legislation, policies and procedures  

• act expeditiously in response to a complaint from staff or others  

• provide opportunities for staff and others to participate in decisions which affect them 

• ensure staff and others are treated fairly and equitably  

• ensure staff and others understand what is expected with regard to the Code of Conduct and how feedback will be 
provided with regard to complaints. 
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Roles and Responsibilities Regarding the Safety of Students 

1. Duty of Care 

• Staff have a duty of care to students and must take all reasonable steps to ensure that no student is exposed to any 
unnecessary risk of injury. The degree of supervision needs to be commensurate with the student’ maturity and 
ability. 

• Duty of care to students applies during all activities and functions conducted or arranged by the Centre. The risks 
associated with any activity need to be assessed and managed before the activity is undertaken. 

• Considerations of safety relate to both the physical and psychological wellbeing of students.  

2. Supervision of Students 

• Students should not be left unsupervised either within or outside of class whilst on the Centre’s premises. Staff are 
reminded of their duty of care obligations in this regard. Staff should be punctual to class and yard duties. 

• Staff should be familiar with and adhere strictly to the Centre’s evacuation procedures and other emergency 
response procedures. 

• Staff conclude yard supervision at 3:40pm. If a student is not collected, staff should remain with the student until 
collected or accompany the student to the front office / middle school. 

• Playground supervision is an integral part of the responsibility of staff. It must take precedence over other non-
urgent activities. It is unacceptable to be late. Staff should actively supervise their designated area, being vigilant 
and constantly moving around. The use of mobile phones is not appropriate at this time. 

• Staff should be alert to bullying or any other form of discriminatory or inappropriate behaviour, and report incidents 
to the appropriate person, e.g. the Principal or class teacher. 

• Ill or injured students should be attended to, in the first instance, by the supervising staff member and additional 
support sought if needed. 

• Staff should avoid situations where they are alone in an enclosed space with a student. Where staff are left 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, then alternative arrangements should be considered. 

• It is recognised that individual music tutors and school counsellors must work with students alone but windows or 
glass doors should permit external monitoring. 

• When staff members wish to conduct a private conversation with a student they should consider the time and 
venue carefully to avoid placing themselves in a vulnerable situation. It is preferable to leave the door open. The 
staff member should not locate themselves between the student and the door. 

• Staff should avoid driving students in their car unless they have specific permission from the student's parents to do 
so. Staff should not allow a situation where there is only one student in the car unless absolutely necessary. In the 
event of an emergency, staff should exercise discretion but then report the matter to the Principal and notify the 
students' parents. 

3. Relationships with Students 

• Staff, as part of their pastoral care role, engage in discussion with students. This is entirely appropriate. However, 
staff must be cautious of making personal comments about a student or asking questions that relate to their own or 
a student's sexuality or relationships. 

• Social relations between staff and students outside the Centre can be problematic. Staff should refrain from visiting 
students at their home unless they have the expressed permission of the Principal and the student’s parents. Staff 
must be alert to the risk involved in social relations with students and be conscious that their position places extra 
obligations on them. 

• Staff should not engage in tutoring or coaching students from the Centre for monetary return.  

• Staff should not speak about another staff member to students or parents. 

• Staff must always treat students with respect and without favouritism. There is no place for sarcasm, derogatory 
remarks, inappropriate familiarity or offensive comments.  

• Staff should be aware of, and sensitive to, children with culturally diverse or indigenous backgrounds and cultural 
practices that may influence the interpretation of their behaviour. 
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4. Physical contact with students  

• When physical contact with a student is a necessary part of the teaching/learning experience, staff must seek 
permission from the student and exercise caution to ensure that the contact is appropriate and acceptable. 

• Staff and volunteers must not engage in rough physical games with students except for structured sports activities. 

• Attention to the toileting needs of young children should be done with caution. It may be appropriate to have the 
door open. In respect to students with a disability, the management of toileting needs should be included in the 
student’s individual management plan. 

• When congratulating a student, a handshake, pat on the shoulder or brief hug are acceptable as long as the student 
is comfortable with such actions. “If in doubt, don’t”. Kissing of students is not acceptable.  

• Assessing a student who is injured or ill may necessitate touching. Always advise the student of what you intend 
doing and seek their consent.  

• Staff who communicate with students electronically, must be mindful of the Centre’s internet and email policies. 
Sexually explicit or offensive material must not be transmitted. 

• Staff should not contact students through social networking sites or chatrooms. 

• Sometimes during the course of work staff may be in receipt of a gift from a student. In such circumstances, where 
the receipt of a gift could be considered outside of usual custom, staff are to inform the Principal.  

5. Discipline of Students 

• Refer to the Centre’s Positive Guidance Policy 

6. Camps and Excursions 

• Refer to the Centre’s Camps Policy and Excursion Policy 

7. Duty to Disclose 

• Staff members are required to report to the Principal any allegation of possible misconduct by a staff member or 
reasonably suspect other harm relating to a student. This does not relieve staff of their statutory responsibilities as 
mandated notifiers. 

• Staff who are the subject of an Apprehended Violence Order (Restraining Order) or are charged with an offence 
which may bring in to question their suitability to work with children, are required to inform the Principal 
immediately they are in receipt of such an Order or are charged.  

• The Teachers Registration Board requires that as a condition of registration, if a teacher is charged with or convicted 
of an offence for which imprisonment is a penalty or any offence which involves dishonest conduct or sexual 
misconduct or indecent behaviour or illicit drugs, the person must, within 14 days, give written notice of the charge 
or conviction to the Teachers Registration Board.  
 

Consequences of a Breach of the Code of Conduct 

• All staff are required to abide by this Code of Conduct.  

• If a person to whom this Code of Conduct applies considers they may have breached the Code of Conduct they 
should as soon as practicable after the relevant incident report the details of the incident to the Principal. 

• A breach of this Code may give rise to a range of outcomes, including counselling and/or disciplinary action 
(including dismissal where appropriate) following proper investigation. Some breaches of the Code may also 
constitute civil or criminal offences and may result in civil action or prosecution. 

 
Legislation 

• Children and Young People (Safety) Act 2017 

• Child Safety (Prohibited Persons) Act 2016 

• Family and Community Services Act 1972 

• Guardianship and Administration Act 1993 

• Education and Children’s Services Act 2019 

• National Principles for Child Safe Organisations 
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Sources and Associated Documents 

This policy forms part of the Centre's overall response to child protection, and is to be read in conjunction with the: 

• Acute Medical Crisis Policy 

• Camps and Excursions Policy 

• Child Protection Policy  

• Duty of Care Statement 

• Drug Policy 

• Health and Wellbeing Policy  

• ICT Policy 

• Mandatory Notification Guidelines 

• Positive Guidance Policy 

• Smoke Free Workplace Policy 

• Volunteer Policy 
 

Document History and Version Control Table   

Version Date Approved Approved By  Brief Description 

1 2014 Board of Governors Creation of original document 

2 Aug 2018 Board of Governors Review ratified at Board 

3 May 2021 Board of Governors Review ratified at Board 
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Appendix A 

Child Safe Code of Conduct 

This Child Safe Code of Conduct provides a summary of the information contained in the Policy and outlines expected 

behaviours from all members of Southern Montessori Education Centre (the Centre), and behaviours that are unacceptable, 

when interacting with children and young people. 

All paid and unpaid staff, including volunteers, interns or trainees of Southern Montessori Education Centre are responsible 

for the safety and wellbeing of children and young people who engage with the Centre. All paid and unpaid staff are 

expected to act in accordance with this Code of Conduct in their physical and online interactions with children and young 

people under the age of 18 years. 

I will: • Act in accordance with Southern Montessori Education Centre’s child safety 

and wellbeing policies and procedures at all times. 

• Behave respectfully, courteously and ethically towards children and their 

families and towards other staff. 

• Listen and respond to the views and concerns of children, particularly if they 

communicate (verbally or non-verbally) that they do not feel safe or well. 

• Promote the human rights, safety and wellbeing of all children in Southern 

Montessori Education Centre. 

• Demonstrate appropriate personal and professional boundaries. 

• Consider and respect the diverse backgrounds and needs of children. 

• Create an environment that promotes and enables children’s participation and 

is welcoming, culturally safe and inclusive for all children and their families. 

• Involve children in making decisions about activities, policies and processes 

that concern them wherever possible. 

• Contribute, where appropriate, to Southern Montessori Education Centre’s 

policies, discussions, learning and reviews about child safety and wellbeing. 

• Identify and mitigate risks to children’s safety and wellbeing as required by 

Southern Montessori Education Centre’s risk assessment and management 

policy or process. 

• Respond to any concerns or complaints of child harm or abuse promptly and 

in line with Southern Montessori Education Centre’s policy and procedure for 

receiving and responding to complaints. 

• Report all suspected or disclosed child harm or abuse as required by [relevant 

legislation] and by Southern Montessori Education Centre’s policy and 

procedure on internal and external reporting. 

• Comply with Southern Montessori Education Centre’s protocols on 

communicating with children. 

• Comply with Southern Montessori Education Centre’s policies and procedures 

on record keeping and information sharing. 

I will NOT: • Engage in any unlawful activity with or in relation to a child. 

• Engage in any activity that is likely to physically, sexually or emotionally harm 

a child. 

• Unlawfully discriminate against any child or their family members. 

• Be alone with a child unnecessarily. 
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• Arrange personal contact, including online contact, with children I am working 

with for a purpose unrelated to Southern Montessori Education 

Centre activities. 

• Disclose personal or sensitive information about a child, including images of a 

child, unless the child and their parent or legal guardian consent or unless I  

am required to do so by Southern Montessori Education Centre’s policy and 

procedure on reporting.   

• Use inappropriate language in the presence of children or show or provide 

children with access to inappropriate images or material.  

• Work with children while under the influence of alcohol or prohibited drugs. 

• Ignore or disregard any suspected or disclosed child harm or abuse. 

If I think this Code of 
Conduct has been 
breached by another 
person in Southern 
Montessori Education 
Centre. I will: 

• Act to prioritise the best interests of children. 

• Take actions promptly to ensure that children are safe.  

• Promptly report any concerns to the Principal, Assistant Principal or Business 

Manager.  

• Follow Southern Montessori Education Centre’s policies and procedures for 

receiving and responding to complaints and concerns. 

I agree to abide by this 
Code of Conduct during 
my employment.  

I understand that 
breaches of this Code of 
Conduct may lead to 
disciplinary action or 
termination of my 
employment with  
Southern Montessori 
Education Centre. 

 
 
........................................................................................... 
Signature 

........................................................................................... 
Full Name 

............................................. 

Date 

 


