GUIDING OUR ACTIONS TO MAKE
A REAL DIFFERENCE.

CODE OF
CONDUCT
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WELCOME FROM THE CEO
Dear colleagues
The PMSA Group comprises four outstanding schools
– Brisbane Boys’ College, Clayfield College, Somerville
House and Sunshine Coast Grammar School – and
our PMSA Group Office. More importantly, however,
the PMSA Group comprises almost 1500 PMSA staff
members and volunteers whose values, behaviours and
passion truly make our schools and the PMSA Group so
special.
Whatever role you play within our Group, it is you
who makes your school and our Group. Your role and
the way we all behave each day is vital in making a
real difference to the lives of our students, our work
colleagues and our communities.
We are extremely proud of the reputations and
achievements of our four PMSA schools. Each school
has a rich individual history and tradition, but each
also share in the collective Christian mission, vision and
values of the PMSA which began more than 100 years
ago.
The PMSA’s mission is to provide outstanding teaching
and learning environments for our students and staff,
in schools built on the teachings and examples of Jesus
Christ.

To fulfill this mission and vision and make a meaningful
difference to those we work with and in our care, the
social and ethical behaviour of every one of us can be
guided by the PMSA’s six values:
Care, Celebration, Excellence Ethics, Personal
Development and Relationships.
These values have been developed to guide our
organisation to achieve our Christian mission. Through
each of these values, this Code of Conduct guides how
to conduct ourselves at work and within our school
community each day.
What we achieve together, and subsequently how we
influence and affect the students in our care is reflective
of how each of us place these values and the expected
behaviours at the centre of everything we do – every
day, in every action.
Thank you for being a part of the PMSA family and
taking the time to read through this PMSA Code of
Conduct.
With every blessing

The PMSA’s vision is to build caring school
communities, by providing world-class teaching and
learning environments of excellence, permeated by
Christian faith and actions.
Sharon Callister
PMSA CEO
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WHAT IS THIS CODE?

A NOTE TO LEADERS

The PMSA Code of Conduct guides our staff and
volunteers in the way we relate and work with other
staff, professionals, students, parents, visitors and
stakeholders. This Code promotes and encourages
exemplary behaviour while complementing our
policies, employment and industrial agreements, and
relevant legislation.

In all organisations, leaders have a responsibility to
model and promote the Code of Conduct. Managerial
behaviour sets the tone for the behaviour of all staff and
our leaders must actively demonstrate the values of this
Code of Conduct and lead by example.

Although it sets out clear guidelines on how we should
behave, it does not provide specific instruction on
every situation. If a situation arises where you may be
uncertain about the right course of action, we provide
a helpful decision-making framework at the end of
this guide. If there is anything else you’re unsure about,
please discuss it with your line manager or school
Principal.
Ultimately, we are all responsible for working
professionally and ethically, and behaving in a manner
which upholds the values of the PMSA.

WHO IS THIS CODE FOR?
The PMSA Code of Conduct applies to all staff and
volunteers of the PMSA, including:
•
PMSA Board
•
PMSA Committee members
•
School Council members
•
Staff and volunteers at Brisbane Boys’ College,
Clayfield College, Somerville House, Sunshine Coast
Grammar School and the PMSA Group Office
•
Full time, part-time, casual and temporary staff
•
Volunteers, vocational and work experience
placements.
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Leaders also have a responsibility to ensure staff
members, direct reports and peers know about, have
access to, and understand the PMSA Code of Conduct.
Leaders are also expected to:
•
promote collaborative and collegial workplaces.
•
develop a positive working environment.
•
work with staff to understand and apply the Code
of Conduct.
•
take appropriate action where a breach of the
Code of Conduct occurs.

GUIDED BY OUR VALUES
Each PMSA school shares and is guided by these six PMSA values.

CARE

We care for our people. We seek and
provide a safe environment for growth
and development, where we can
respect ourselves and the needs of others.

ETHICS

We encourage the building of strong ethical
standards based on truth and integrity.

PERSONAL DEVELOPMENT

We foster resilience, where we learn from our mistakes
and successes, and seek continuous improvement
and self management.

CELEBRATION

We collectively recognise and celebrate
our own and others’ achievements and milestones.

EXCELLENCE

We aspire to achieve excellence and encourage
each person to reach their potential.

RELATIONSHIPS

We strive to form binding, constructive relationships
based on faith, love, compassion and forgiveness.
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1. CARE
We care for our people. We seek and provide a safe environment for
growth and development, where we can respect ourselves and the
needs of others.
To the PMSA community, care means:
•

•

•

genuinely caring for one another – caring for
students, parents, staff, volunteers as well as
our broader community.
providing a safe place of work and learning,
accepting responsibility for safety and taking
all reasonable steps to ensure the safety,
health and welfare of ourselves and others.
respecting the resources we need and
use to do our jobs – whether that be
property, equipment, information systems,
consumables or time – and minimising
our impact on the environment wherever
possible.

1.2

report to work fit for duty, where my physical
capacity, mental health and behaviour do not
limit my ability to undertake work in a safe
and effective manner. This means I will:
•

•

As a member of the PMSA community, I will:
1.1

be caring and compassionate, take an
interest in students and set appropriate
boundaries within those staff/volunteerstudent relationships.

•

•

•
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not be impaired by the effects of
alcohol or use, possess or be impaired
by the effects of illicit drugs on the
way to and from work, while at work or
at any external work functions where
I am representing my school or the
PMSA.
not perform any work when affected
by prescription or pharmaceutical
medication, or complementary
medicines and supplements, which
may impact on my performance,
ability to make decisions, or to operate
machinery, vehicles or equipment.
advise my manager of any medication
that may affect my work performance,
or create concern for safety and
fatigue management.
not smoke on any school site, in a
school vehicle, or in areas where
smoking is not permitted.
only undertake work that I am trained
for, competent in and medically fit to
perform.

1.3

take responsibility to make myself aware of
and follow all health and safety policies and
procedures, perform all work safely and follow
safe practices and legislation. This means I
will:
•

•
•

•

identify hazards and manage risks
to health and safety, immediately
reporting any incidents or hazards and
supporting investigations.
dress appropriately for my role and
health and safety requirements.
use personal protective equipment
(PPE) when required, in accordance
with relevant instructions, direction,
standards, guidelines, policies or
procedures.
report incidents and near misses to
my manager and record them as set
out in the relevant incident reporting
procedure.

1.4

treat my work area, school and resources with
care and respect, and ensure that resources
are used efficiently and economically and
only for the purpose for which they are
intended.

1.5

focus on quality outcomes, commit to targets
and continuous improvement and do my
absolute best to achieve them.

1.6

take reasonable steps to establish and
maintain a caring work environment that
minimises the risk of physical, psychological
and emotional harm to ourselves and others.

“Be kind and compassionate to
one another, forgiving each other,
just as in Christ God forgave you.”
Ephesians 4:32
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2. CELEBRATION
We collectively recognise and celebrate our own and others’ achievements
and milestones.
To the PMSA community, celebration means:
•

•

•

recognising the success of individuals and as
a collective. By identifying and celebrating
ours and others’ achievements, we continue
to learn and improve.
being inclusive and celebrating the rich
heritage and unique talents of our staff,
volunteers, students and schools.
creating a workplace that is a place of
belonging and celebrates the diversity of our
staff, students, volunteers and communities.
We have an unwavering commitment to
diversity with the aim that each one of our
people has a full sense of belonging within
our organisation. Every person at the PMSA
and our schools has the responsibility to
create and sustain an inclusive environment.

2.3

acknowledge, support and genuinely
appreciate the personal strengths and
professional expertise which colleagues bring
to the community.

2.4

be inclusive of all achievements, be they
professional, personal, academic or cultural.

2.5

celebrate the positive aspects of my work
environment.

As a member of the PMSA community, I will:
2.1

respect and celebrate diversity,
acknowledging that inclusion fundamental
to our culture and core values.

2.2

celebrate, embrace and leverage differences
for the benefit of the organisation, through
the collaboration of cultures, ideas and
experience.

“Do not think of yourself more
highly than you should. Instead be
modest in your thinking, and judge
yourself according to the amount of
faith that God has given you.”
Romans 12:3
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3. EXCELLENCE
We aspire to achieve excellence and encourage each person to reach
their potential.
To the PMSA community, excellence means:
•
•

•

striving for excellence in everything that we do
to deliver world-class education.
delivering what we promise and adding value
beyond what is expected. We value and seek
to excel in service delivery and to be responsive
to the needs of our school communities.
actively seeking to understand our students’
needs and growth through effective
community engagement, and genuinely
considering their concerns and expectations.

As a member of the PMSA community, I will:
3.1

treat every individual with courtesy and respect,
even if I have a differing view or approach,
and act appropriately in my relationship with
others, respecting the beliefs they may have.

3.2

endeavour to achieve excellence in the
performance of my work and strive for
continuous improvement.

3.3

treat complaints seriously and respond to
constructive feedback as an opportunity for
improvement.

3.4

ensure that where I am required to make
decisions relating to an appointment,
promotion, or training opportunity, I will
provide every person with a fair and equitable
opportunity to pursue their career as effectively
as others.

3.5

seek discoveries that make a difference through
research, reflection and innovation.

3.6

lead by example and take ownership of my
work, including my mistakes and successes.

3.7

value academic freedom and enquiry, and
examine, criticise and challenge in the
collegial and academic spirit of the search for
knowledge, understanding and truth.

3.8

share my knowledge and expertise generously
to support excellence and continuous
improvement across my school and the PMSA.

3.9

be committed to the principles of corporate
social responsibility – to behave ethically, to
create value for my school, and to empower
and partner with school communities to
build capacity and capability for the ongoing
sustainably of my school and the PMSA.

“But as you excel in everything—in
faith, in speech, in knowledge, in all
earnestness, and in our love for
you—see that you excel in this
act of grace also.”
2 Corinthians 8:7
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4. ETHICS
We encourage the building of strong ethical standards based on truth and
integrity. We do what we say we will do with integrity, professionalism and
without compromise.
To the PMSA community, ethics means:
•

•

•

taking responsibility for our actions and
conducting our work with integrity, honesty,
respect and fairness.
valuing and appreciating the unique and
important role the PMSA and our schools
play in the community, and upholding
community confidence to provide world-class
education.
being transparent and accountable and
exercising proper diligence, care and
attention.

As a member of the PMSA community, I will:

10

4.1

carry out my duties responsibly,
conscientiously, and to the best of my
qualifications and abilities.

4.2

follow all reasonable management direction,
and raise any concerns or grievances in good
faith and an appropriate and respectful
manner.

4.3

report information to my school or the PMSA
if I become aware or reasonably suspect
harm has been caused to a student.

4.4

hold a valid Blue Card or Exemption Card
when I am required to by law, ensuring that I
do not let it lapse or expire.

4.5

take responsibility for maintaining my
skills, knowledge, expertise, licenses and
qualifications relevant to my position.

4.6

comply with legislation, codes, policies,
procedures, industrial instruments, working
arrangements.

4.7

always disclose a personal interest that could,
now or in the future, be seen as influencing
the performance of my duties or gaining
personal advantage or favour and ensure any
conflict of interest is resolved in the public
interest.

4.8

use social media appropriately and
responsibly, whether as part of my duties or
within a personal setting where it reflects on
my school or the PMSA in
any way.

4.9

not publicly comment on matters relating
to my school, the PMSA or students unless
authorised to do so.

4.10

not make any derogatory or disparaging
comments about my school, the PMSA, my
colleagues, students or parents, verbally or in
writing.

4.11

not disclose to any party confidential
information belonging to my school, the
PMSA or students including their families
unless authorised to do so.

4.12

give appropriate notice to my manager
or supervisor when I am ill, have a caring
responsibility, or I am unable to come work.

4.13

keep all matters pertaining to my
employment and our students including their
families confidential, only using confidential
information as part of completing my duties.

4.14

not borrow or use school or PMSA money,
credit cards, accounts, taxi vouchers, other
exchangeable credit notes for private
purposes.

4.15

not engage in fraudulent or illegal behaviour.

4.16

report to my manager if I am charged or
convicted with an offence, whether or not a
conviction is recorded.

4.17

not attempt to bypass, modify or
compromise any security filter, restriction
or measure put in place by my school or a
third party acting for my school without the
appropriate authorisation, including sharing
passwords or security access cards.

4.18

not provide false or misleading information
about my qualifications, experience or
expertise.

4.19

not accept any gift or benefit that may be
perceived as creating a conflict of interest, or
that the giver has or may receive favourable
treatment.

4.20

not improperly use or allow others to
improperly use my official powers, or position
in any way, including improperly use any
resource, equipment, or identity or security
card I obtain during my employment or
volunteering.

“Your life must be controlled by love….
So you must live like people who
belong to the light, for it is the light
that brings a rich harvest of every
kind of goodness, righteousness
and truth.”
Ephesians 5:2,9
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5. PERSONAL DEVELOPMENT
We foster resilience, where we learn from our mistakes and successes, and
seek continuous improvement and self-management.
To the PMSA community, personal development
means:

•

•

•

•

•

continually evaluating everything we do to
ensure a flexible, contemporary, world-class
organisation.
being innovative and creative, and
committed to continuously improving
performance to do things safer, smarter and
more cost-effectively.
challenging the status quo to ensure that we
are improving in what we do.

•

•

regarding myself as a learner who undertakes
reflection, critical self-study and on-going
professional development.
providing constructive feedback to support the
improved performance of others.
actively participating in staff performance
processes including induction, performance
planning and development.
actively contributing to developing and
improving business planning and procedures
including innovative ways to improve
education delivery.

As a member of the PMSA community, I will:
5.1

maintain and develop my professional skills
and knowledge by:
•
taking reasonable steps to identify and
apply for development opportunities
relevant to my current role and
responsibilities in consultation with
management.
•
encouraging engagement in external
professional activities, provided that it
does not impinge upon our prescribed
duties and is appropriate to my role
and supports the PMSA values.
•
actively participating in learning
and personal and professional
development.
•
actively seeking feedback to improve
my performance.

“Be strong and courageous. Do not be
frightened, and do not be dismayed,
for the Lord your God is with you
wherever you go.”
Joshua 1:9
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6. RELATIONSHIPS
We strive to form binding, constructive relationships based
on faith, love, compassion and forgiveness.
To the PMSA community, relationships means:
•

•
•
•
•

developing an open, vibrant and collaborative
culture to build genuine relationships, deliver
outstanding educational services and provide
a rewarding place to work.
being a people-centred organisation that
believes in our people.
valuing the contribution of our staff, who
work together as a cohesive team.
collaborating and always seeking ways to
improve.
role-modelling our values.

6.4

6.5

6.6
As a member of the PMSA community, I will:
6.1

6.2

6.3

always be aware that my interactions with
students is based on a trusting relationship
arising from the nature of my work and
acknowledge that those relationships are
open to scrutiny.
treat all children and young people
respectfully and within the child protection
laws of Australia. This includes refraining
from any form of verbal, physical or
emotional abuse, verbal communications
that are harmful or conduct of a sexual
nature including making a verbal or written
statement of a sexual nature to a student, or
in the presence of a student.
not discriminate, harass or bully anyone
or behave in a manner that causes
disadvantage, discomfort, reputational

damage or offence to others – at work, during
out-of-hours activities or through
social media.
treat all others including students, parents
and members of the community equally and
with dignity, respect, courtesy, fairness and
equity and avoid any inappropriate behaviour
that puts at risk the physical, psychological or
emotional health of an individual.
collaborate and co-operate with my
colleagues to generate a culture of teamwork,
continual reflection and renewal of highquality practices.
be free to express my feelings and opinions,
provided that my actions are lawful and
respect the rights of others.

“Be completely humble and gentle;
be patient, bearing with one another
in love. Make every effort to keep the
unity of the Spirit through the bond
of peace.”
Ephesians 4:2-3
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HOW DO I MAKE THE RIGHT DECISION?
The six PMSA values are our guiding principles in deciding the right thing to do. Addressing and resolving ethical
dilemmas is complex, and the Code cannot address all questions or situations. The Code is one of the many tools we
have to guide our behaviour.
Making the right decision can be aided by a decision-making framework founded in critical thinking. We have
developed this decision-making framework to help you analyse situations that arise from time to time, and, in doing
so, make good decisions.
The framework has six steps. Through a series of questions, it will help you identify the event, assess the facts, consider
alternative choices, make the right decision and report and communicate that decision.

HOW ARE BREACHES HANDLED?
Allegations of breaches of this Code are dealt with fairly and appropriately. Failing to comply with this Code is serious
and may lead to disciplinary action, including possible termination of employment. An allegation of a breach which
is made maliciously or without reasonable cause may constitute a breach of this Code. If you’re aware of a possible
breach, please discuss this with your manager or your human resources representative.
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2

1
IDENTIFY THE EVENT
Consider whether the situation or event is
consistent or Inconsistent with our six PMSA
values.
• Are you being asked to do something
which you think is wrong?
• Are you aware of others’ unethical or
illegal behaviour?
• What if it was reported in the media?

ASSESS THE EVENT
Consider who is affected by the situation.

3
DECIDE WHAT TO DO
Consider your options of what to do.

•

A student, a volunteer, a work
colleague, your team?

•

The school?

• Have you considered the pros and cons of
each possible option?

•

Other third parties?

• Is there an alternative solution?

•

What are the guiding parameters?

• Do you need to talk to someone about
the issue?

• Is it legal or illegal?
• Does it comply with professional
standards, policies and standards?

• What are the likely results?

• Make a decision on what to do.

• What would be the reaction of your
supervisor / parent / school community?
• Does it adhere to our values?

4
TEST YOUR DECISION

5
MAKE A DECISION

6
REPORT &
COMMUNICATE

Test your decision and consider these four
questions:

• Are you willing to accept responsibility for
your decision?

Make a file note or complete the relevant
paperwork

• Would your decision result in the greatest
good?

• Could you make your decision public and
feel good about it?

Formally communicate your decision to the
appropriate person

• Would your decision treat others as you
would like to be treated?

• Are you ready to act?

• Would your decision be fair and beneficial
to all concerned?
• What would a reasonable person think
about your decision?
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