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EMPLOYEE CODE OF CONDUCT 
 
Introduction 
 

The College is committed to the Brigidine vision of transformation of society through faith and 
education. It has a proven record of providing quality and affordable education for the 
empowerment of young women. The College strives, in the spirit of Brigid, to build a true community of 
students, parents and teachers, reflecting gospel values. The College motto, Fortiter et Suaviter 
(Strength and Gentleness) is lived daily in all interactions. There is emphasis on the individual and the 
common good in all aspects of College life. 
 
Brigidine College’s reputation is founded on the conduct of each of our employees, where persistently high 
standards are essential to earning trust and confidence in the integrity and professionalism of the educational 
programs provided to the community.  We welcome all people in the Brigidine tradition of ‘strength and 
gentleness’, and promote a safe and inclusive school community where students can flourish. 

The Code of Conduct aims to develop a consistent understanding of desired behaviours towards each other 
and with members of the Brigidine community, that is people other than employees who are associated with 
Brigidine College such as students, parents, carers, Board members, contractors, professional service providers 
and suppliers. These behaviours must be consistent with Brigidine College’s values and uphold the highest 
standards of honesty, integrity, respect and fairness. 

 
  

1. Scope 

This Procedure applies to all employees (including volunteers), contractors, consultants and Board 
members, collectively referred to in this Procedure as ‘Employees’. 
 
All employees are always obliged to conduct themselves in a professional and respectful manner towards 
all persons, and considering all means of communication.   
 
This Procedure is not limited to the College premises or work hours and extends to all functions and places 
that are work related. Employees must comply with this Procedure at all school-related functions, for 
example employee meetings, conferences, school excursions, school events and Christmas parties. 
Employees must also comply with this Procedure when going to other workplaces in connection with 
work, for example, when visiting other schools, while escorting students on camps, excursions and tours 
within or outside Australia. 

 
2. Purpose 

This Code outlines the required standard of acceptable conduct and behaviour that is expected of all 
employees. However, the Code is not intended to provide a detailed and exhaustive list of what to do in 
every aspect of work.  Instead, it represents a broad framework that will help guide conduct and behaviour 
in the performance of duties and interactions in the workplace.  
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3. Failure to Comply with the Code of Conduct 

Where it is established that an employee has breached the Code of Conduct in accordance with current 
College policies and Enterprise Bargaining Agreement, they may be subject to disciplinary action, up to and 
including termination of employment or contract.  
 
Brigidine College is committed to the principles of fairness and natural justice. A determination about 
whether there has been a breach of this Code will be made by the Principal or the Board, as appropriate, 
after considering all the circumstances, including any explanation provided by the employee involved. 
 
 

4. Responsibilities 

 

UEmployees 
• Be aware of and comply with the Code of Conduct.   
• Report behaviour that may be contrary to the Code and required standards of behaviour. 

 
USupervisors/Managers 
• Be aware of and comply with the Code of Conduct. 
• Role model the required behaviours and standards identified in the Code. 
• Ensure all employees, volunteers and contractors are aware of the conduct and have access to copies 

of the Code of Conduct and other relevant documents and policies. 
• Performance manage employees where breaches of the Code occur. 

 
UHuman Resources 
• Provide advice to managers and employees in relation to the Code of Conduct and its application. 
• Role model the required behaviours and standards identified in the Code. 
 
 

5.  Personal and Professional Behaviour 

All employees are expected to maintain a standard of professional behaviour that maintains and promotes 
confidence and trust in the work of Brigidine College. 
 
As an employee engaged by Brigidine College, our personal and professional conduct must strive to create 
a harmonious, safe and productive workplace which upholds our organisational values of hope, 
compassion, justice, wonder, courage and hospitality. 
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All employees must: 
 
• Uphold the highest standards of honesty and integrity in the conduct of duties. 
• Respect the dignity of the public, our school community, volunteers and other employees by treating 

them with respect, courtesy, honesty and sensitivity to their rights. 
• Treat others in the workplace fairly and with respect. 
• Exercise best judgment in the interests of Brigidine College and students. 
• Make decisions ethically, fairly and without bias using the best factual information available. 
• Act responsibly when becoming aware of any unethical behaviour or wrongdoing by any other 

employee and report such conduct or activities to the appropriate level of management. 
• Carry out all required duties in a professional and conscientious manner. 
• Ensuring that matters of duty of care are afforded the highest attention (including punctuality to 

classes, supervision and yard duty). 
• Comply with any other conduct requirements that are prescribed within other Brigidine College 

policies and procedures. 
• Comply with any legislative, industrial or administrative requirements, and all lawful and reasonable 

directions given by persons in authority. 
• Ensure Brigidine College maintains a Culture of Safety across all aspects of College life. 
•  

 
6.  Protection of Brigidine College’s Interests  

Brigidine College employees must strive to conduct themselves with honesty and integrity beyond the test 
of legal legitimacy to a standard which meets community expectations of organisations comparable with 
Brigidine College, including standards related to environmental and social responsibility. Any employee 
who believes activities may compromise Brigidine College’s interests should advise their manager or the 
Principal. 
 
Employees are responsible for the content published on their social media platforms wherein content 
must be congruent with the conduct expected as an employee of Brigidine College, as detailed in this Code 
and other Brigidine College policies. 
 
 

7.  Use of Information 

As Brigidine College is a leading secondary college, the protection of personal information is of the utmost 
importance. The security and proper use of student and parent information is mandatory.   
 
Employees should exercise care in conversations outside Brigidine College and not use student information 
or other College resources for private purposes.  
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All employees must: 

• Protect confidential information. 
• Only access confidential information when it is required for work purposes. 
• Not use confidential information for any unofficial or non-work purposes. 
• Only release confidential information if authorised to do so. 

 
It is only permitted to release confidential information in accordance with established policies and 
procedures.  As a guideline, information should not be given unless: 

• Required to do so by law. 
• Official permission has been granted to release the information. 
• The information is officially available to the public and is released in accordance with Brigidine 

College procedures. 
 
The obligations of information privacy remain even after leaving Brigidine College’s employment. 
 
For further information on how Brigidine College manages personal information, please refer to the 
Brigidine College Privacy Policy & Procedures. 
 

8.    Conflicts of Interest 

Employees are required to ensure that the highest standards of trust and confidence are maintained in all 
that we do.  Accordingly, all employees need to ensure actions and decisions are free of any conflicts of 
interest.  A conflict of interest would exist where: 

 
• An employee has a personal interest that could lead them to be influenced in the way that they carry 

out their work to gain a personal or financial benefit. 
• An employee has a personal or financial interest that could lead a reasonable person to think that they 

could be influenced in the way that they carry out their work. 
• A family member, friend or associate of an employee has an interest that could influence the way that 

person carries out their duties. 
• An employee has or develops a personal relationship with a student.  
• An employee has or develops a personal relationship with another where the relationship could give 

rise to a conflict of interest or create an appearance of a conflict of interest such as, but not limited to, 
a relationship arising through family, business, romantic or sexual, close friendship or any other 
relationship where an employee’s impartiality and influence over another may be at issue. 
 

Employees are required to immediately disclose to their manager any financial, personal or other interest, 
or potential interest, which could either directly or indirectly compromise the performance of their duties 
or conflict with any interest of Brigidine College.  Managers must ensure that they effectively resolve any 
conflicts of interest that arise in their work areas. 

 
  



 

DOCUMENT CONTROL INFORMATION: 
Approved by Principal 
Adopted  21 January 2019 
Version number 1 
Next Review Due January 2020         Page 5 of 8 

 
 

Under no circumstances are employees permitted to develop personal relationships with students, 
including after-hours. A personal relationship is an association between two or more people that may be 
based on liking, love, some other type of social commitment or regular business interactions. Personal 
relationships may include a relationship between two parties that can have the unintentional effect of 
influencing judgment or behaviour, or creating a perception of influencing judgment.   
 
Furthermore, where an employee is involved in a decision relating to the selection, appointment or 
promotion of a person with whom they share a personal relationship, for example a family member, it 
must be immediately declared to the Principal prior to the decision being made. Brigidine College treats 
any conflict of interest in this regard extremely seriously and any instance of non-disclosure may result in 
disciplinary action up to and including termination.  

 
 

9. Appropriate use of Electronic Communication and Social Networking Sites  

Employees, students and parents are increasingly using digital technologies for professional purposes 
(teaching and learning) and personal purposes (communicating, creating and socialising).  Brigidine College 
embraces the use of online platforms and applications – such as networking sites, blogs, video and audio 
sharing sites and message boards – that allow employees and students to connect with each other and the 
broader community. 
 
Employees are expected to behave professionally and respectfully when using social media for personal or 
professional use.  
 
Employees must seek approval from the Principal to create official social media channels.   
 
Employees should be mindful of connections and the privacy settings on personal social media accounts:  

• On Facebook, employees should carefully check their privacy settings so that only the friends they 
approve can access information, comments and photos.  

• It is advised not to ‘friend’ parents on Facebook.  
• Employees must not ‘friend’ students on Facebook or Snapchat or follow on Instagram and 

Twitter. 
 
Please refer to the Communication Protocols Policy for further guidance on how to engage in personal and 
professional conduct that upholds the reputation of Brigidine College when engaging in social media use. 

 
 
10.   Action within Delegated Authority  

Each employee has a level of authority within which they can act, and managers have a responsibility to 
inform all of the limits of their authority. When uncertain of their authority, or of matters relating to 
policy, an employee should seek clarification before acting on behalf of Brigidine College. 
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11.   Use of Brigidine College Systems and Resources 

Brigidine College has a number of business systems in place to operate effectively and employees must 
use these systems for their intended purpose only.  Unauthorised use will be treated seriously. For 
example, private passwords to computer files should remain private, and unauthorised access to 
confidential information is prohibited.  
 
Brigidine College equipment, funds, facilities and other resources are to be used: 
• effectively, economically and carefully; and 
• for the benefit of Brigidine College. 
 

Employees should not use Brigidine College systems and resources in a way that is: 
• Illegal; 
• May potentially bring disrepute to Brigidine College; 
• May potentially damage IT resources; 
• May potentially cause offense to others; or 
• Could reasonably be considered inappropriate. 

 
Minimal use of telephones, computers, faxes or similar equipment for private purposes is acceptable in 
accordance with established policy.   
 

 
12.    Public Comment 

No employee is permitted to contact or make any public statement to any media source without the 
approval of the Principal. Any request from the media must be referred directly to the Principal or 
Marketing & Promotions Officer.  Media personnel must be accompanied at all times while onsite by the 
Principal or appointed delegate. 
 
All employees must ensure that public comments (either verbal or written) made in a private capacity are 
not attributed as official comment of Brigidine College.  In this regard, employees are not permitted to 
use official stationery for private correspondence or for purposes not related to official duties. This 
prohibition extends to the provision of references for current and/or former employees.  
 
 

13.   Confidentiality 

Employees must respect and maintain the confidentiality of information gained as a volunteer or 
employee, including, but not limited to, all computer software and files, the Brigidine College documents 
and printouts, and all volunteer, student records and parent records.  
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14.  Acceptance of Gifts and Benefits 

As an employee, you may be offered a gift or benefit as an act of gratitude. There are some circumstances 
when to refuse a gift would be perceived as rude, insulting or hurtful. You are expected to exercise sound 
judgement when offered a gift or benefit. It is important that the acceptance of a gift does not influence or 
is not seen to influence your decision making. 
 
It is unethical for employees to solicit any gifts, benefits or additional money for themselves or other 
employees.  
 
Under no circumstances are employees to accept gifts or benefits, or any inducement which might in any 
way obligate, compromise or influence Brigidine College or that person in their official capacity. 
Furthermore, employees must not influence or try to influence their work colleagues by giving them gifts 
or any other form of inducement.  
 
 

15.  Secondary Employment 

Brigidine College employees are permitted under certain conditions to engage in outside employment, 
provided that this employment does not adversely affect their work performance or give rise to a conflict 
or potential conflict of interest. 

 
Before engaging in work that could potentially raise a conflict of interest, employees must seek written 
permission from the Principal.  Approval will not be granted where the secondary employment involves or 
could involve a conflict of interest with Brigidine College related duties, or could reasonably be perceived 
by a member of the public to give rise to a conflict of interest. 
 
 

16. Responsibilities After Leaving Brigidine College 

Employees must not disclose any official information after leaving Brigidine College that was non-
disclosable during their engagement. 
 
Former employees and contractors must not use or take advantage of personal, confidential or official 
information that they have obtained during the course of their service. Furthermore, all employees must 
be careful in their dealings with former employees and ensure they do not give them favourable treatment 
or access to personal, confidential or official Brigidine College information.  
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Links 

Anti-Harassment Policy and Guidelines 
Behavioural Management Policy Guidelines and Procedures 
Communication Protocols  
Privacy Policy & Procedures 
Professional Boundaries: A Guidelines for Queensland Teachers 
Sexual Harassment Policy 
Employee Administration, Professional Standards General Information (January 2018) 
Student Protection Policy 
Work Health Safety Policy 
Workplace Bullying Policy 
Child Safety Code of Conduct 
 


