Authorised IB World School
Implementing PYP Program

Code of Ethics for Support Staff

A. Performance Indicators
Underlying the Performance Indicators below is the expectation that it is the duty of all
members of staff at St Andrews to actively support the Christian mission of the College and
to wholeheartedly promote its core business - education. As a learning community, our core
business focusses on learning by students, but our brief encompasses the encouragement of
learning by staff, parents and other volunteers. These Performance Indicators form the basis
of Annual Support Staff Reviews.
Attached is the Code of Ethics for Safe and Professional Relationships (Lutheran Education
Australia) that applies to all staff in the College.

1. Support of the Christian Ethos of the College
(Promotes Christian Ethos of the College through support of worship and spiritual
activities and role-modelling Christian values)
1.1 Attends, where possible and as appropriate, opportunities for worship and
devotions;
1.2 Promotes Christian Ethos and spiritual activities of College;
1.3 Role-models Christian values;
1.4 Respects authority of the Chaplain in spiritual matters.

2. Support of College and College Personnel
(Promotes College and College Personnel through speech and behaviour)
2.1 Actively promotes the College and College personnel;
2.2 Does not speak negatively, or encourage negative talk, about College or College
personnel, especially in public situations;
2.3 Addresses concerns and resolves conflicts appropriately (see below);
2.4 Attends significant College events - e.g. Presentation Night;
2.5 Responds courteously and helpfully to clients of the College, especially parents
and volunteers (Customer Care);
2.6 Publicly supports and follows decisions of Council, Principal and other designated
leaders;
2.7 Displays good faith to employer's interests.

3. Competence in performance of required tasks:
(Competently performs skilled/unskilled tasks as required)
3.1 Attention to detail;
3.2 Proficiency (includes competence and care).
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4. Punctuality:
(Arrives on time, does not leave before time, attends work regularly, takes
prescribed breaks and works consistently during designated work periods)
4.1 Arrival/departure times;
4.2 Appropriate breaks.

5. Time-management:
(Manages time to ensure work required is completed within given time-frame)
5.1 Performance of tasks on time;
5.2 Meeting of deadlines;
5.3 Taking an appropriate time to complete tasks.

6. Use of Equipment and Materials:
(Uses equipment and facilities appropriately)
6.1 Maintains equipment and workplace;
6.2 Keeps workplace tidy;
6.3 Accounts for any property or money received during course of employment.

7. Documentation:
(Accesses, completes and files required documents)

8. Obedience to Directions of Authorities:
(Obeys the Law, regulations of College and directions of supervisors)
8.1 Complies with normal College regulations and procedures;
8.2 Obeys directions of supervisors;
8.3 Adheres to Workplace Health and Safety regulations;
8.4 Complies with other legal requirements.

9. Reporting:
(Reports regularly and fully to supervisors)
9.1 Reports regularly and fully to supervisors;
9.2 Discloses any matter to employer/supervisor, related to employment that is
relevant to the College.

10. Personal Presentation and Behaviour:
(Takes pride in personal presentation and behaviour)
10.1 Appearance;
10.2 Appropriate language;
10.3 Professional conduct.

11. Relationships with others:
(Relates positively to others - helpful, courteous to all sections of the community)
11.1 Other staff - non-teaching;
11.2 Other staff – teaching;
11.3 Parents;
11.4 Students;
11.5 Contractors, suppliers, other businesses;
11.6 Uses appropriate methods of Conflict Resolution.
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12. Continual Learning:
(Engages in personal reflection, appraisal and professional development to
improve practice)
12.1 Reflects upon and evaluates strengths and needs for professional development;
12.2 Willingly engages in professional development and applies learning to practice.

ADDITIONAL REQUIREMENTS
RESPONSIBILITY

FOR

PEOPLE

IN

POSITIONS

OF

ADDED

13. Managerial initiative and responsibility:
(Exercises initiative in identifying problems or situations that need addressing and
being proactive in addressing same.)
13.1 Investigates areas of concern, identifies problems;
13.2 Problem-solves effectively;
13.3 Initiates action in collaboration with supervisor/Principal;
13.4 Makes appropriate decisions and judgements;
13.5 Acts to address problems identified.

14. Budgetary responsibility:
(Exercises responsibility with respect to expenditure in relationship to budget)

15. Supervision of Staff/Teamwork
(Effectively supervises the work of others, servant leadership, encouragement of
teamwork)
15.1 Supervision;
15.2 Servant Leadership (leadership by example, willing to perform any task the
situation requires);
15.3 Teamwork/collaboration;
15.4 Oversight of Workplace Health and Safety policy and procedures as it affects
department.

B. Restorative Practices: Process for Addressing Concerns /
Resolving Conflicts (See Matthew 18)
1.
2.
3.

Approach the person concerned with a focus on the issue, not the personality;
If resolution is not achieved, approach the person with a mediator;
Go to the person's immediate supervisor to seek resolution.
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APPENDIX: BUILDING A SAFE AND CARING COMMUNITY
Staff Code of Ethics for Safe and Professional Relationships
Lutheran schools seek to ensure that each member of the school community (students,
employees, parents, volunteers, independent contractors, agents and work experience
personnel) enjoys a safe, healthy and respectful workplace.
The LEA Code of Ethics for Safe and Professional Relationships provides a clear statement
of principles and expectations for behaviour based on the values that Lutheran schools
adhere to and promote. It makes explicit the practices that are needed to build school
communities that are safe for all and are characterised by the highest level of ethical and
professional behaviour.

Love
In response to God’s love for us, we demonstrate the same kind of love for others.
Therefore we:
uphold and promote the Lutheran Christian ethos, both in and beyond the school;
demonstrate grace, forgiveness, and compassion in our relationships with others,
particularly in critical areas school life, such as pastoral care, behaviour management,
resolution of conflict and management of complaints;
are courteous, caring, kind and respectful in our words and actions, both at school and at
school functions;
develop positive relationships with families, based on mutual trust and open
communication;
do not engage in sexual behaviour or sexual relationships with students;
take reasonable care to establish and maintain a working environment that minimises the
risk of physical, mental and emotional harm to ourselves and others;
are vigilant in fulfilling duty of care responsibilities.

Justice
Through genuine concern and through developing a conscience for the rights and well being
of others, we act with fairness and consistency and respond to injustice with courage and
integrity.
Therefore we:
respect and value the uniqueness of each person ;are fair, consistent and just in our
dealings with all students, parents and caregivers, colleagues and members of the wider
school community;
maintain sensitive information with appropriate confidentiality and therefore refrain from
discussing school issues or others’ personal or professional problems in situations where
the information may not be treated confidentially;
are aware of and fulfil the ethical, moral and legal responsibilities relevant to our position;
are truthful when making statements about our qualifications and competencies.

Compassion
We are open and responsive to the needs and concerns of others, and exercise the ability to
reach out to and actively care for them.
Therefore we:
take notice of others’ reactions to our actions, tone of voice and manner;
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raise any concerns, issues, problems with the appropriate level of school management as
soon as possible;
ensure all allegations and suspicions of abuse to young people are recorded and acted
upon;
ensure that our personal behaviour does not contribute to inappropriate conduct by
others;
ensure that any physical contact with a child is in response to the situation, the needs
and wishes of that child, non-secretive and appropriate for the child’s age, health and
developmental stage;
are cautious, sensitive and respectful about making personal comments and asking
personal questions when caring for students;
recognise that social relations between staff and students can be problematic.

Forgiveness
We pardon the wrongs others have done to us, seek pardon for the wrongs we have done to
others and in doing so, focus on making a new start.
Therefore we:
deal proactively, openly and decisively with dysfunctional relationships and see them as
opportunities for God to transform and heal;
accept our obligations to put damaged relationships right;
understand that genuine forgiveness can be a difficult process, but that it is a biblical
imperative, made possible in the lives of people through the grace of God;
accept that at times our actions lead to consequences (including disciplinary action) and
that these are not incompatible with forgiveness.

Service
We give our love, time, energy, gifts in response to the needs of others and to make a
difference in their lives, without expecting recognition or reward
Therefore we:
put the needs of others ahead of our personal agendas;
do not seek recognition at the expense of professional objectivity;
consult with parents and caregivers when making decisions which have an impact on the
education or wellbeing of a student;
respond to others’ concerns in a timely and appropriate manner;
do not exploit our position for personal or financial gain;
ensure that personal or financial interests do not interfere with the performance of our
duties.

Humility
We recognise and value the gifts and abilities of others equally to our own and therefore
respect and learn from their experience.
Therefore we:
acknowledge and support the personal strengths, professional experience and diversity
which colleagues bring to the school community;
consider other viewpoints fairly;
demonstrate the ability and willingness to work effectively in teams;
build collaborative relationships based on trust, respect, honesty and diplomacy;
make every effort to use constructive methods to manage conflict and differences of
opinion in a spirit of collegiality, without blame and with respect for different opinions,
strategies, practices and viewpoints;
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give respectful feedback and accept feedback;
are aware of the role of other professionals, services and agencies that can assist us
support students and their families, and know when to refer on.

Courage
We have the strength of heart and firmness of spirit to stand up for what is right and ‘have a
go’ despite difficulties, uncertainty and setbacks.
Therefore we:
use constructive action and appropriate forums to debate issues and to bring about
change;
challenge negative interpersonal behaviours when we observe them and use appropriate
processes to deal with them;
protect students from intimidation, humiliation and harm;
seek advice, support and assistance when we are facing personal challenges.

Hope
We place our trust and faith in God’s provision of the things we need to handle all kinds of
situations and events, and look forward with trust and confidence.
Therefore we:
appreciate that all interactions are opportunities for the Holy Spirit to work;
actively seek to develop our personal resilience;
are realistically aware of our personal gifts and talents.

Quality
In every task, every relationship, every interaction we strive always to use our gifts, abilities,
skills and talents to bring about the best outcome.
Therefore we:
create and maintain safe, healthy environments which enable learning, development,
engagement, initiative, self-worth and resilience;
are committed to, and model, highly professional conduct and best practice;
conduct ourselves in a manner that is consistent with the responsibility to be a positive
role model to children and as a representative of our school;
present the school in a positive light to the community.

Appreciation
We recognise and value highly the gifts and blessings given to us and surrounding us.
Therefore we:
recognise and value the gifts and talents of others;
celebrate the positive aspects of our work environment;
provide support for one another;
value and care for school property and other physical assets.

Source: Valuing Safe Communities, Lutheran Education Australia, November 2008

Code of Ethics for Support Staff
Date of Issue: 22/5/09
F:\New Docs 11-22 Jan\Code of Ethics for Support staff.docx

Version: 22/1/10

Review: 1/7/13

Author: R Butler
Page 6/6

