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RECTOR’S MESSAGE 
 

“Jesus welcomed the crowds, spoke to them about the Kingdom of God, and healed those who 
needed it.”   Luke 9:11 

 

Guided by Gospel values and inspired by the work of St Francis, we are entrusted to build the 
Kingdom of God through our work at Padua College. We are proudly a Catholic school community, 
in which the Gospel values of joy, courtesy, respect, simplicity, and peace are fostered through our 
daily interactions with all in our community. 

This Code of Conduct applies to all Padua staff, so that we act and work in line with these core 
values. The code is clear about the standard of behaviour required of staff around maintaining 
professional boundaries, safe work practices and the standards of professional conduct required 
to ensure that our community is a safe and productive place for everyone. As outlined in the 
Statement of Principles for Employment at Padua College, staff are required to avoid, whether by 
word, action or known lifestyle, any influence upon students that is contrary to the teaching and 
values of the Church community in whose name they act.   

We all value the community in which we work and through our daily actions we are called upon to 
show others that we are connected to our College mission. As a staff, we commit to provide a 
supportive community focused on the dynamic education of young men, whose individuality, 
spirit, and achievements are nurtured through a proud Catholic and Franciscan ethos. 

My best wishes as we share this important and blessed work in enacting this mission.  

 

  

 

Peter Elmore 
College Rector 
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1.0 Introduction 
 

1.1 Purpose of the Code 

This Code sets out the responsibilities and standards of behaviour required of all Padua College 
staff.  

The Code outlines these standards in some detail, and provides a broad framework to assist staff, 
the College Rector, and other senior leaders, to make appropriate and ethical decisions about staff 
conduct.  

 

1.2 Scope of the Code 

The Code of Conduct applies to all paid Padua College staff contracted on a temporary, casual, 
fixed term, or continuing basis.  

• The requirements of the Code apply while a contract of employment with Padua College exists 
and for any persons engaged by the College. 

• For the purposes of the Code of Conduct the term ‘staff’ will apply to all full time, part-time or 
contracted. 

• Staff should note that the Code and the Padua College Student Protection Policy also apply 
while escorting students on camps, excursions, and tours within or outside Australia. 

This Code applies to all staff in circumstances including: 

• on all College premises, during and outside normal working hours 
• during school activities and school-related events 
• at other functions where staff members are representing Padua College (for example, at social 

events organised by the College). 
• in any other situation where a staff member’s behavior may reflect on the College (for example, 

at a professional development conference or seminar, on social or professional media). 

 

1.3 Breaches of the Code  

Padua College staff hold special positions of trust, and therefore must be accountable for their 
actions. 

Padua College is committed to the principles of fairness and natural justice. Action taken in 
relation to a substantiated breach of the Code by a staff member is determined by an examination 
of all the circumstances, including the explanation by the staff member for the breach, and the 
nature and seriousness of the breach. 

Perceived breaches of this Code can be identified by the staff member themselves, by their peers, 
or if the breach is serious it should be brought to the attention of the College Rector or a member 
of the College Leadership Team or the Chairperson of the Board if the conduct issue is with the 
Rector. 
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1.4 Review 

The Code of Conduct will be reviewed annually by the Senior Leadership Team and the review 
date is found on the front page this document. 

 

2.0 General Responsibilities 
 
2.1 Responsibilities of staff engaged in College activities. 

• Act with honesty and integrity. 
• Apply appropriate confidentiality concerning College matters. 
• Seek guidance from the College Rector in the event of any potential conflict of interest  
• Follow reasonable and lawful directions from College leadership concerning professional 

duties. 
• Comply with relevant agreements, regulatory authorities, legislation, and College policies. 
• Make sure any invited guests under your care comply with College’s student protection 

policies and standards of behaviour. 
• Behave publicly in ways that enhance the College’s reputation. 
• Treat others with courtesy and respect. 
• Exercise high standards of professional judgement. 
• Perform your duty of care to students and each other, taking steps to protect all from 

reasonably foreseeable risks of loss or injury. 
• Exercise discretion and caution when engaging in social activities with students outside of 

school. 
• Establish a relationship with parents and guardians based on courtesy, mutual trust, and 

open communication. 
• Respect family privacy and treat information with an appropriate level of confidentiality. 
• Develop effective, consistent and appropriate management strategies in day to day 

interactions with students to support appropriate behavior. 

 

3.0 Interactions with Students 
 
Padua College is committed to providing a positive learning environment that minimises the risk of 
harm and supports students’ wellbeing.   

Staff must act appropriately and professionally at all times in their interactions with students to 
ensure that they maintain professional boundaries and are a positive role model for students. This 
includes outside of school hours. 

Padua College expects staff to establish and maintain professional, positive relationships with 
students and show respect, courtesy, and consideration to students. 
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Staff must use and develop effective, consistent and appropriate management strategies for their 
interactions with students as a preventative system of support. Where an individual support plan 
has been developed for a student, staff are required to act in accordance with that plan and be 
aware of any legal requirements or obligations. 

Staff working with students at Padua College hold a special position of trust, care and authority 
with students. Staff must set clear professional boundaries in their interactions with students and 
ensure that they maintain appropriate physical, emotional and behavioural boundaries with 
students.  Staff need to be aware that these boundaries do not cease after the students leave 
school. 

Where a staff member has a close personal relationship with the parents/carers of a student or his 
family, the staff member must report this relationship to the College Rector.  

 
 

3.1 Working with Student Behaviour 

Staff must respect behavioural boundaries with students. Staff must not develop a relationship 
with a student that is, or that could be seen to be, a personal rather than professional relationship. 

Staff must ensure they treat all students consistently without inappropriate familiarity or spending 
‘special time’ with a student. 

Our behaviour support practices and Franciscan Justice Behaviour Management Companion at 
Padua College aims to facilitate the development and experience of responsible self-discipline 
amongst students and to promote the wellbeing, safety, and effective management of the school 
community.  

 

The following self-assessment may assist staff in assessing and managing their 
professional boundaries. 

• Am I dealing with a particular student in a different manner than I would with 
others? 

• Would I do or say this if a colleague or parent/carer was present? 
• Is my dress/availability/language different with a particular student? 
• Are the consequences of my actions likely to have negative outcomes? 
• Are my personal feelings translating into inappropriate actions? 

 



 
Page 7 of 16 

 

It is the responsibility of each staff member to develop effective, consistent, and appropriate 
management strategies in day-to-day interactions with students as a preventative system of 
behaviour support. These strategies should include a clear, consistent, and graded method of 
dealing with inappropriate behaviours and supporting student wellbeing. It is the responsibility of 
each staff member to be familiar with these policies. 

As a rule, staff will use their own management strategies in their initial dealings with students. 
However, students who display recurrent challenging behaviours—particularly unsafe 
behaviours—should be referred to the appropriate person in conjunction with the Franciscan 
Justice Behaviour Management Companion.  

Staff must always treat students in a consistent manner without inappropriate familiarity or 
spending ‘special time’ with a student. 

Staff must respect the emotional needs and wellbeing of students and ensure that they do not 
violate appropriate emotional boundaries with students. 

All conversations with students should be visible and available to scrutiny to peers, staff managers 
and parents.     

 
 

 

Behaviour that may cause psychological harm to a student includes: 
 

• targeted and sustained criticism, belittling or teasing; 
• excessive or unreasonable demands; 
• hostility, verbal abuse, rejection or scape-goating; 
• using inappropriate locations or social isolation, outside of the Franciscan Justice 

Framework, as a consequence. 

 

Some indicative behaviours that may suggest a student is not being treated in a 
consistent manner could include: 

• giving gifts to a child (for example, giving a birthday gift to a particular student when 
this is not the practice with other students, or asking the student to keep the gift a 
secret from others); 

• showing special favours; 
• allowing a student to over-step rules, except where it is clearly articulated in a 

student’s Individual Student Plan (ISP) or Individual Student Learning Needs (ISLN) or 
sharing secrets with a student; 

• inconsistent consequences or allowances. 
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3.2 Physical Contact with Students 

Corporal punishment—the application of physical force or the infliction of pain to punish or 
correct—is prohibited at Padua College in all forms. Physical contact with students is only 
acceptable when that contact is appropriate, within context, and reasonable for the teaching, 
support and care of the student.  

If there is any contact that is a necessary part of the learning or teaching experience, staff must 
exercise caution to ensure that the contact is appropriate and acceptable for the duty to be 
performed. All such circumstances should be open and available to scrutiny from peers, managers 
and parents.  

Physical interventions by a staff member with a student (including restraint or removal of a 
student) are only appropriate as a measure of last resort to ensure safety. Acceptable physical 
intervention is restricted to occasions when the student or other persons are being harmed or at 
risk of imminent harm. Damage or harm to property does not warrant the use of physical 
intervention unless the damage or harm is capable of causing injury to a person. Further, any 

physical intervention must be reasonable in the circumstance.  
 
The following are examples of physical boundary violations with students: 

The following are examples of emotional boundary violations with students: 
 

• shaming, embarrassing or humiliating students (teasing, belittling, derogatory 
remarks); 

• using unprofessional criticism (comments that target the student rather than the 
behaviour); 

• making overly familiar or personal commentary (comments about a student’s 
personal appearance); and 

• intimidating behaviours (shouting at or in the presence of students, use of threats and 
fear). 

 

Examples of situations in which physical contact with a student may be appropriate 
include: 
• assessing a student who is injured or ill where some touching may be required 

(staff should advise the student of what they intend to do and, where possible, 
seek the student’s consent); 

• teaching sport, music and other activities where touching a student may be 
required to demonstrate a particular action or skill; 

• guiding a student in a non-threatening manner; and 
• comforting a distressed student in an appropriate manner, for example, by a 

pat on the arm or shoulder. 
 



 
Page 9 of 16 

 

• using force to manage or direct a student’s behaviour (pushing, pulling, grabbing, poking, 
shoving, throwing); 

• using force to correct or punish a student (hitting with an object, punching, kicking, 
pinching, shaking); 

• refusing a student’s biological necessities (disregarding or refusing a student’s reasonable 
request to access food, drink or use a toilet); 

• inappropriately touching or massaging a student (patting a student on his/her bottom, 
stroking a student’s hair); and 

• applying painful or noxious conditions to a student (exposing a student to protracted 
physical management techniques such as standing still for an unreasonable length of time). 

 

4.0 Care of Colleagues 
 

“A Franciscan teacher is someone who understands that relationships matter!” 

Ben Lowrie Vice Rector Pastoral Care 

All staff of Padua College are expected to commit themselves to promote the charism of St 
Francis. At the heart of this charism, is the understanding that relationships form an essential 
portion of the Franciscan ethos.  

Staff must, in their conduct with other staff: 
• work collaboratively and consultatively; 
• be approachable, prompt, responsive and courteous; 
• treat others with consideration, respect and dignity; 
• foster unity, trust, harmony and co-operation; 
• encourage openness and tolerance among staff; 
• respect cultural diversity; 
• be tolerant of different opinions and perspectives; 
• recognise the potential, talents and skills of others, irrespective of race, gender, age or 

religion;  
• exercise sound judgement and patience. 
 
All staff share the responsibility to build an atmosphere of collaboration, trust, mutual respect and 
candour. 

• All members of staff contribute to a workplace that is respectful, tolerant and co-operative 
Exacting standards of personal conduct have a positive influence on the culture of the working 
environment.  

• Staff must ensure that at no time is their behaviour toward another staff member is 
derogatory, rude, aggressive, abusive, belittling, threatening or intimidating.  

• Avoid behaviours which might be reasonably perceived as abuse, harm, harassment, bullying 
or intimidation.  

• Certain amounts of conflict and disagreement are a natural part of all work environments. All 
staff are to use their best efforts to resolve issues through cordial discussion, failing this, 
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assistance from an appropriate line manager should be sought. At all times, these 
conversations will be undertaken in the spirit of mutual respect and trust. Therefore, an 
amount of confidentiality is appropriate to ensure both parties can move forward.   

• Sexual harassment in all its forms is considered unacceptable behaviour.  
• In the matter of staff not able to meet a deadline, it is the responsibility of the staff member 

to discuss the circumstances with their line manager and those it may impact.   
• All staff are to ensure they are abiding by the College’s IT acceptable use agreement and are 

understanding of the need for a reasonable response time for emails. Further, staff should 
only send emails to relevant recipients. 

 
 

5.0 Use of Technology 
 
5.1 General Responsibilities 

Staff must respect the professional boundaries that exist between themselves and students. 
Social media can present further challenges to both staff and students and has the potential to 
blur the lines of acceptable behaviour. At Padua, we are committed to open, honest and timely 
communication with, and between, all members of the school / College’s community. We 
believe that communication should be respectful, relevant, measured and sensitive. School 
Related Electronic Communication includes all written communication, originating from the 
employer, other staff, parents / carers, students or other members of the school community, 
sent and received by text message, email, social media posting or messaging, and any other 
form of written electronic communication. 
 
• Staff are personally responsible for the content that they publish on social media, 

electronic communications, all staff emails and phones. As a result, staff must exercise 
professional discretion and sound judgement in their use of social media, electronic 
communications and phones, even for personal communication. 

• Staff should recognise the potential for negative consequences for themselves, Padua 
College, colleagues, students, parents/carers and the school community through their 
personal use of social media, electronic communications and phones. 

• There is an expectation that staff replies to electronic communication from College 
leadership, students, parents, colleagues or others occurs within normal business hours 
and within two business days. 

• All staff are required to adhere to the Privacy Principles and Policy, in their 
communications with parents, students, other staff and other members of the College’s 
community. 

• Staff must be familiar with and comply with Padua College’s Acceptable Use Agreement.  
 

5.2 Professional Boundaries with Students 

• Any social media, email, or phone communication by staff with students must form part of 
an approved school-based communication process. School-based communication 
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processes, including College email accounts, should never be used for personal 
communication. Staff should use a personal email account for personal email 
communication. 

• Any official school Padua College social media site or presence must have the prior 
approval from the College Rector.  

• Staff must not interact with, respond to ‘Friend requests’, ’like’ a post or image or ’follow’ 
students on social media. At no time is interaction via non-approved digital 
communication permissible.  

• Staff must take all reasonable steps to adjust privacy settings on social media to prevent 
or block students from accessing them on social media.  

• If a circumstance arises where a student attempts to interact on a personal level with a 
staff member on social media, personal email, mobile, and home phone, that staff 
member must notify the College Rector.  

• If in error, a staff member does interact with a student via social media or personal email, 
personal mobile or home phone they are to inform the College Rector immediately they 
become aware the communication has taken place.   

• Staff must not communicate with students using either a staff member’s personal email 
address or a student’s personal email address. 

• Staff must not provide their personal mobile or home telephone number to students. 
Communication with students using the student’s personal mobile or home telephone may 
only occur in very limited circumstances, where there is a justifiable context, and with the 
prior approval of the College Rector. 

• Records of approvals must be kept by the College Rector and parents/carers must be advised 
by the College Rector of the approval, as appropriate. 

 

5.3 Use of mobile phones 

Staff should avoid as far as possible communicating with students on their personal mobile phone 
and/or providing their personal number to students. However, the College does recognise, due to 
our extensive co-curricular program, the need to be contactable when no other means exist.   

At the discretion of the staff member, it may be appropriate for staff to give a student their mobile 
phone number to ensure the care and wellbeing of the student along with the smooth running of 
co-curricular and other College approved activities.  

All communications are to be specific to the activity undertaken, transparent in nature, and open 
to scrutiny from peers, staff managers and parents.    

Staff should consider the following: 

Is the phone call/text 
necessary? 

• Whenever possible, use official College communication means 
such as email. If you have email set up on your mobile have the 
student send you an email instead of a text or phone call.   
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If the call/text is necessary: 
  
 Make it purposeful 
 
 
 
 
 
   
 Make it known 
 
 
   
 Make it authorised 
 

  
 
• Consider whether it is essential to have students contact you via 

your mobile number.  
• Would it be possible to give your number to parent/guardian to 

achieve the same purpose?   
• Only discuss matters of a professional nature relating to the 

school based activity being undertaken. 
 
• Seek permission from the College Rector or relevant Senior 

Leadership Team member to ensure the appropriateness of 
your decision.  

 
• Ensure parents are informed and give consent for this to occur.  
• Ensure the activity is approved and part of an authorised school 

based activity.  
 

6.0 Illicit substances, Alcohol and Tobacco   

For the purposes of the Code of Conduct an illicit substance is a substance or drug that is unlawful 
to manufacture, possess, or supply. 

Staff should be aware that personal conduct and lifestyle can reflect either positively or adversely 
on Padua College and their own personal or professional reputation. They must consciously act to 
maintain their personal and professional integrity at social occasions when alcohol, illicit 
substances, and tobacco may be present.  

Staff should be aware that personal use of alcohol, illicit substances and tobacco may become 
known to the school by personal remarks, statements, photographs or conduct including conduct 
on social media. When such personal use conflicts with the values of Padua College it can bring the 
school into disrepute. Therefore, staff must be familiar with policies in relation to illicit substances, 
alcohol and tobacco.  

Staff experiencing difficulties in relation to illicit substances, alcohol or tobacco are encouraged to 
access the Employee Assistance Program (ACCESS) or the College Senior Leadership Team. 

 

6.1 Alcohol 

Staff must never consume alcohol or be under the influence of alcohol when performing their 
work duties or in any other circumstances where they are responsible for the care or supervision 
of students, including at school, school functions, dances, sporting fixtures, fund raising events, 
camps, excursions or study tours.  

Staff must never purchase or provide students with alcohol or encourage or condone the use of 
alcohol by students.  
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Alcohol that is present on school grounds for approved purposes must be contained in a secure 
location that is not accessible by students.  

The Rector’s approval is required for the provision of alcohol at school or work events or social 
functions. Staff must ensure that they are not under the influence of alcohol at school or work 
events or school or work social functions.  

A staff member would be ‘under the influence of alcohol’ where their ability to exercise 
appropriate behaviour, judgement or discretion is impaired by his/her consumption of alcohol. 

 

6.2 Drugs  

Staff must comply with the law and must not take, be under the influence of, or be in the 
possession of illegal drugs.  

Staff must never be under the influence of prescription drugs that might cause an impairment 
while they are at work or in any circumstances where they are responsible for the care and 
supervision of students. If a staff member is using medication that may affect his/her performance 
at work, the staff member must notify the College Rector.  

Staff must never purchase or provide students or other staff with illegal drugs. Staff must not 
encourage or condone the use of illegal drugs by students or other staff. 

 

6.3 Smoking  

Staff must comply with all laws in relation to the use and supply of tobacco and smoking products, 
including the Tobacco and Other Smoking Products Act 1998 (Qld).  

Staff are legally banned from smoking on a school facility and on land within a five-metre 
boundary of the school facility. A school facility includes any land on which the school provides 
educational instruction or activities (for example, sporting facilities located away from the school). 
These laws apply at all times, including during and after school hours, on weekends and during 
school holidays. Staff are also legally banned from smoking at or near an underage sporting event 
or at an outdoor swimming area.  

Staff must never purchase or provide students with smoking products or encourage or condone 
the use of smoking products by students. 

 

7.0 Legislative Obligations 
 

7.1 Sexual Harassment 

Sexual harassment is unlawful and will not be condoned at Padua College. Staff shall not engage in 
sexual harassment. Staff members should familiarise themselves with Padua College’s Anti-
Discrimination, Sexual Harassment and Bullying Policy  
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7.2 Workplace Harassment and Bullying 

Workplace harassment and bullying are unlawful and will not be condoned at Padua College.   

Staff must not engage in workplace harassment or bullying and must abide by the College’s 
Workplace Harassment Prevention Policy.   

7.3 Discrimination 

Discriminatory behaviour is unlawful and will not be condoned at Padua College. Staff must not 
unlawfully discriminate against any person. Except where exempted by law (Anti-Discrimination 
Act 1991), it is unlawful to directly or indirectly discriminate against a person based on the 
following attributes: 

• gender 
• relationship status 
• pregnancy 
• parental status 
• breastfeeding 
• age 
• race 
• impairment 
• political belief or activity 
• trade union activity 
• lawful sexual activity 
• gender identity 
• family responsibilities 
• association with, or relation to, a person identified on the basis of any of the above 

attributes. 
 

8.0 Conflicts of Interest 
Private interests can, or have the potential to, influence a staff member’s capacity to perform their 
duties and in turn compromise their integrity and that of Padua College.  When faced with a 
situation in which a conflict of interest may be present, a Padua College staff member should 
report any potential or real conflict to the College Rector.  

As an individual, staff members have the right to participate in political and community activities 
and to pursue personal interests, provided that any conflict that arises is recognised and 
adequately managed.  

Padua College staff members should also report situations where a senior staff member or 
colleague who has an identified conflict is, or may be perceived as, unduly influencing a decision.  

Padua College staff members should not use their position, contacts or confidential information to 
benefit themselves, their family, their friends or associates.  

Examples where a conflict of interest could arise and must be reported to the College Rector 
include:  
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• A staff member taking on additional employment that conflicts or compromises the staff 
member’s employment with Padua College.  

• A staff member working or coaching in another school.  
• A staff member tutors or coaches students from Padua College in return for payment.  
• A staff member uses information gained at work, such as student and family contact details, 

for personal use.  
• A staff member takes part in recruitment or the appointment of a contractor where a 

potential contractor is a relative or close friend.  

 
9.0 Responsibility to Parents, Guardians and Families of Students 

In relation to parents/guardians and families, Padua College staff have a range of responsibilities 
that include, but are not limited to the following areas. 

Establish a relationship based on courtesy, mutual trust and open communication evidenced by 
the willingness to:  

• negotiate constructively to achieve the best possible outcome for students 
• engage parents through developing effective partnerships 
• consider parents' perspectives regarding the education of their son 
• ensure parents understand relevant rules, regulations, and procedures that affect their son 

and themselves. 
 

Respect family privacy and treat information with an appropriate level of confidentiality evidenced 
by the ability to: 

• maintain confidentiality of information unless disclosure serves a compelling professional 
purpose or is required by law, or unless the personal safety of a student or staff member is 
at risk 

• discern the appropriate level of confidentiality in any situation, and seek advice from an 
appropriate senior staff member if clarity is required.  

 
Respect parents’ and guardians’ rights of inquiry, consultation, and information regarding their 
son evidenced by: 
• use of professional honesty and discretion in presenting facts regarding the educational 

development of their son 
• sharing general knowledge of child development 
• being sensitive to legal implications of differing family structures, respecting the 

characteristics and uniqueness of each student’s family background based on: 
 respecting cultural diversity; 
 considering the family perspective; 
 respecting family values and opinions while enabling students to examine a variety of 

viewpoints. 
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10.0 Maintaining Professional Knowledge 

Padua College staff should strive to maintain a current understanding of legal, professional ethics, 
delegations, policies and procedures and other codes of practice to a standard that enables them 
to competently perform their work duties. The law will prevail over a policy to the extent of any 
conflict.  

Padua College staff must take responsibility for developing their skills and knowledge, remaining 
abreast of advances and changes within their work area, and fields of expertise. The College 
Leadership Team of Padua College must provide fair and equitable access to training for staff and 
assist them in meeting these objectives.  
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