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Message from the Director-General 

One of the strengths of the Department of Education and Training is its employees' commitment to integrity 
and good governance. 

Our high standard of ethical conduct is supported by this Standard of Practice, which provides guidance on 
the application to our daily work of the four ethics principles set out in the Public Sector Ethics Act 1994 and 
the Code of Conduct for the Queensland Public Service (the Code): 

1. Integrity and impartiality 

2. Promoting the public good 

3. Commitment to the system of government 

4. Accountability and transparency 

It is mandatory for all staff to read this Standard of Practice in conjunction with the Code and also to 
undertake public sector ethics training at induction and then regularly as directed by the department. 
In that way we will ensure our clear understanding of and ability to implement the ethical principles, values 
and standards of conduct that are to be applied to our daily work in the department. 

Dr Jim Watterston 
Director-General 
Department of Education and Training 
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Introduction 
Queensland's Public Sector Ethics Act 1994 (the Ethics Act), sets out four ethics principles which are 
fundamental to good public administration. All public sector entities, and their employees, must promote 
these principles in their internal and external relationships. 

Each principle is strengthened by a set of values which describes behaviour that will demonstrate that 
principle. 

The principles and values are equally important. 

Public sector ethics principles and values 

1.2 Manage conflicts of interest 

1.3 Contribute to public discussion in an appropriate manner 

1.4 Manage participation in external organisations 

1.5 Demonstrate a high standard of workplace behaviour and personal conduct 

Commit to excellence in service delivery 

Ensure appropriate community engagement 

Work as an integrated service 

3.1 Commit to our roles in public service 

3.2 Maintain appropriate relationships with Ministerial staff 

3.2 Ensure proper communication with Members of Parliament 

Ensure diligence in public administration 

Ensure transparency in our business dealings 

Ensure appropriate use of official resources, public property and facilities 

Ensure appropriate use and disclosure of official information 

Commit to innovation and continuous performance improvement 

The Code of Conduct for the Queensland Public Service (the Code), which describes how public sector 
employees are to conduct themselves in delivering services to the Queensland community, is based on the 
Ethics Act. As well as containing the ethics principles and values, the Code of Conduct contains standards of 
conduct for each ethics principle. 

This Standard of Practice (this Standard) is a departmental publication which supports the Code. It provides 
further ethical guidance to departmental employees about applying the Code's principles, values and 
standards of conduct to our daily work. 

The Standard is supported by the department's Policy Framework. 
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2 

The Policy Framework consists of policy through law, policy through government action , directives, standards, 
procedures, authorisations and delegations, guidelines and supporting documents. 

All departmental policy instruments are available to staff and the public from the department's Policy and 
Procedures Register (PPR) . 

Whole of Government DET 

While this Standard covers a number of ethics-related issues that could potentially arise during your day to 
day employment, it is not able to provide guidance on every possible ethical scenario. If you feel you would 
benefit from further discussing the issues discussed below, or discussing any other ethical issue, please refer 
the issue to your supervisor, manager, principal or the department's Ethical Standards Unit. 

For ease of reference, the section numbering in this document aligns with the section numbering of the Code. 
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Principle 1 - Integrity and impartiality 

The Public Sector Ethics Act 1994 states: 

"In recognition that public office involves a public trust, public service agencies, public sector entities and 
public officials seek to promote public confidence in the integrity of the public sector and: 

• are committed to the highest ethical standards; and 

• accept and value their duty to provide advice which is objective, independent, apolitical and impartial; and 

• show respect towards all persons, including employees, clients and the general public; and 

• acknowledge the primacy of the public interest and undertake that any conflict of interest issue will be 
resolved or appropriately managed in favour of the public interest; and 

• are committed to honest, fair and respectful engagement with the community." 

1.2 Declare and manage conflicts of interest 
A conflict of interest occurs where a conflict exists between our duty as public service employees to serve 
the public interest, and our personal interests. Conflicts may arise from a range of factors including personal 
relationships, employment outside the public service, membership of special interest groups or ownership of 
shares, companies or property. 

A real conflict of interest exists when a reasonable person, in possession of the relevant facts , would 
conclude that an employee's private interests interfere, or are likely to interfere, with the proper performance 
of their official duties. 

A perceived conflict of interest exists when it appears that a public official's private interests interfere with the 
proper performance of the ir official duties although, in reality, this may not be the case. 

A potential conflict of interest exists where there is no real or perceived conflict of interest apparent at the 
present time, but a scenario could allow for conflict in the future. 

Examples of conflict of interest include: 

• a public official who is in a position to authorise contracts for services and who has a direct or indirect 
private interest in the contracted company 

• a public official who provides private sector consultancy services in a field of work which is the same as or 
in direct competition with their public sector role or 

• a public official who allows their personal beliefs to interfere with the impartial implementation of 
government policy. 

Other (secondary) employment 
It is not prohibited to engage in other employment while employed by the department, but there is an 
obligation upon all employees to ensure they demonstrate continued compliance with the Code and this 
Standard while doing so. 

Departmental staff engaged in other employment that falls within the parameters of the Notification of Other 
Employment procedure must submit a Notification of Other Employment form to the ir supervisor or manager. 
If any conflict of interest exists related to their secondary employment, they must ensure it is resolved in the 
public interest. 

The Public Service Commission Directive 3/10 Declaration of Interest - Public Service Employees (other than 
departmental Chief Executives) provides further clarification of matters which must be disclosed. There is also 
a specific directive for departmental Chief Executives (Directive 1/15) and a policy for Senior Executive Service 
or equivalent employees , based upon Directive 3/10. 
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If engaged in other employment while employed with DET, employees have an ethical obligation to ensure 
their ability to fulfil their departmental duties is not adversely affected by that employment and that their 
concurrent employment does not compromise the department's integrity. 

They must also ensure they do not use public resources, facilities, intellectual property or their position as a 
public official, to advance, promote or benefit their private interests either financially or in kind . 

Employees must not engage another employee nor allow themselves to be separately engaged by the 
department to provide goods or services that could reasonably be expected to be provided as part of the ir 
standard paid employment. 

Example: Employee's secondary employment affecting their ability to fulfil their duties with the department 
- appropriate management 

In addition to performing full-time employment for the department, an employee worked the 10.00 pm 
to 6.00 am shift as a taxi driver on three weeknights. The employee was observed seemingly asleep at 
various times during their working day. 

When the issue was raised by their supervisor, the employee explained they were experiencing significant 
financial difficulties. The supervisor assisted the employee to contact a financial counsellor and agreement 
was reached that the employee would only drive a taxi on Friday and Saturday nights. 

Contracting back to the department 
Employees with private interests should be mindful that the law precludes them, in certain circumstances 
from being contracted to their employer. Section 89 of the Queensland Criminal Code Act, 1899 states: 

"Any person who, being employed in the public service, knowingly acquires or holds, directly or indirectly ... 
a private interest in any contract or agreement which is made on account of the public service with respect 
to any matter concerning the department of the service in which the person is employed, is guilty of a 
misdemeanour, and is liable to imprisonment for 3 years, and to be fined at the discretion of the court". 

If an employee is considering engaging in business with DET, it is incumbent upon them to seek advice before 
signing contracts or agreements which may breach the law. 

Managers or those officers responsible for the management of contracts with staff, who are already employed 
with the department in any capacity, should seek advice from the Legal and Administrative Law Branch before 
progressing with the contract. 
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1.5 Demonstrate a high standard of workplace behaviour and 
personal conduct 

Fitness for duty 
You are to obey the law regarding the possession or use of illicit drugs. You are also required to ensure that 
consumption of alcohol or other legal drugs, including prescription and over the counter medications does 
not adversely affect the performance of your official duties. If you are using medication that may affect your 
work performance, you should notify your supervisor or manager. 

If you are a supervisor or manager, you will need to consider the options available for assisting an employee 
who may be required to take legally prescribed drugs and whose level of performance may become impaired. 

You are not to consume alcohol or be under the influence of alcohol when performing your duties generally, 
and in particular when you have responsibility for the care of students, for example: at a state educational 
facility; or on a camp, excursion or study tour. Should you be suffering from a drug or alcohol problem that 
adversely affects your work performance, you must seek professional assistance to correct the problem. 

If you have a medical condition or disability that affects your capacity to satisfactorily undertake your duties, 
you should provide your manager or supervisor with sufficient information to enable them to consider 
whether there are some reasonable adjustment strategies that might assist you in performing the duties 
required of your role. 

Domestic and family violence may be a factor in an employee's performance and presentation at work. 
Recognising the signs of domestic and family violence, responding appropriately and sensitively and referring 
the employee to a domestic and family violence service or the department's Employee Assistance Program are 
the responsibilities of all staff. The department's Employee Assistance Program provides a free confidential 
counselling service for all employees of the department who would like to discuss any work or personal 
issues impacting on their life. The department's EAP can be accessed by contacting Optum, on 1800 604 640. 

Conflict resolution 
Actively manage workplace conflict you may become involved in . For those in a supervisory role, you also 
have the responsibility to manage workplace conflict between employees under your supervision to create 
positive and constructive outcomes. 

Example: Managing conflict resolution - appropriate response 

A new employee with strong views on a number of issues joins a work team. Another employee strongly 
expresses alternative views. Both employees seek to understand the basis for their different viewpoints and 
are acting appropriately in demonstrating their responsibility as individuals to manage conflict situations 
in a respectful manner. 

Another employee takes offence at the new employee's views and privately decides to avoid all contact with 
that employee. This breakdown in communication adversely affects the information sharing process within 
the work unit and is not appropriate. The supervisor of the work unit identifies the difficulty and introduces 
strategies to address the impediment, to open communication and relationship building. 

Workplace bullying or workplace harassment may arise out of conflict, but workplace bullying can also exist 
where no conflict is evident. Workplace bullying is defined as repeated, unreasonable behaviour directed 
towards a worker or a group of workers, that creates a risk to health and safety. The department does not 
tolerate workplace bullying and encourages staff who believe they have been victims of workplace bullying 
by colleagues, or who have witnessed bullying, to report this to their supervisor for prompt and sensitive 
response and management. 
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6 

Workplace bullying complaints should be managed and responded to under the department's Managing 
Employee Complaints procedure. 

Appropriate use of social media 
The following principles relate to social networking sites including, but not limited to, Facebook, Snapchat, 
Linkedln and Twitter, instant messaging, SMS, gaming, geo-spatial tagging and video or photo-sharing 
websites such as lnstagram and You Tube. 

The department acknowledges the growing popularity of social media both as a communication and 
educational tool and supports its appropriate use. However, it also acknowledges the potential for damage 
to be caused (either directly or indirectly) to the department and possibly other client groups in certain 
circumstances through personal use of social media. 

Accordingly, because employees are responsible for the content they publish on social media platforms, it is 
important that all employees understand that even outside their working hours, they should not: 

• post material that is, or might be construed as, threatening, harassing, bullying, discriminatory or 
disparaging towards the department, another employee of the department, the Queensland Government or 
its agencies 

• falsely imply they are authorised to speak on behalf of the department or the government, or that any 
views you express are those of the department or the government or 

• use or disclose on social media any confidential information or personal information obtained in their 
capacity as an employee of the department. 

Reasonable/unreasonable personal use of departmental ICT facilities and 
devices, including intranet, extranet, internet and network access and usage 
Staff are permitted to access departmental ICT networks for "limited personal use". The Information 
Communication and Technology procedure defines "limited personal use" as being infrequent and brief, 
occurring during off-duty hours (such as a lunch break) not impeding any employee's ability to do their jobs 
and not violating any State or Commonwealth legislation, regulation or agency policy. 

Limited personal use does not include the use of departmental ICT networks for the purpose of generating 
income for an employee or other individual (i.e. private business, personal gain or profit). 

The department's procedure also applies to employees accessing social media via the department's internet, 
intranet and extranet systems. 

Examples - reasonable use of departmental /CT facilities 

• briefly email a family member or friend using appropriate content during your personal time, for 
example, your lunch break 

• doing online banking or paying your bills on line. 

Examples - unreasonable use of departmental /CT facilities 

• access to or the posting of any material that is fraudulent, harassing, threatening, bullying, 
embarrassing, sexually explicit, profane, obscene, racist, sexist, intimidating, defamatory or 
otherwise inappropriate or unlawful 

• spending extended periods of time during working hours using social media that is not related to 
your work. 
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Employee interactions with students 
All students have a fundamental right to a safe and trusted physical and emotional environment that is free 
from harm. Departmental employees hold a special position of trust arising from the nature of their work. 
As employees, we exercise powers that have a significant impact on the lives of students and consequently 
there is a community expectation that these powers will be properly and prudently used. Therefore, 
employees should strive to establish, build and maintain positive professional relationships with students to 
enhance the self-esteem and social development of students. Employees must actively seek to prevent harm 
to students and support those students who have been harmed. 

Employees must read, understand, and comply with the department's Allegations against Employees in the 
Area of Student Protection procedure and the Student Protection procedure, and be aware of their duty of care 
at common law. Employees must be aware of their responsibilities in preventing and responding to harm or 

risk of harm to all students. 

An employee must not impose corporal punishment on a student in the course of their professional duties, or 
misuse their professional relationship with a student for personal or private gain . 

Employees must not engage in behaviour that raises a reasonable suspicion that they have engaged in, or 
will engage in, sexual misconduct with a student, or that the standards applying to professional employee/ 
student relations have been or may be breached. 

Employee interactions with students must be, and be seen to be, professional at all times. For clarification, 
this includes outside school hours. 

Examples of inappropriate interactions (behaviours that raise a reasonable suspicion that the standards 
applying to the professional employee/student relationship have or may be breached) include: 

• flirtatious behaviour directed towards a student 

• dating a student 

• spending significant time alone with a student other than to perform one's professional duties or without 
reasonable explanation 

• expressing romantic feelings towards a student in written or other form 

• private live chat conversations via mobile phone or on the internet with students e.g. Facebook, SMS 

• providing a personal mobile or home telephone number to students; other than for justifiable educational 
or safety purposes with manager/principal approval 

• taking students for coffee, the movies or other social events alone, or in small groups 

• disregarding appropriate physical distances from students; other than for justifiable educational or safety 
purposes 

• privately giving a student money or a gift 

• using disrespectful language, including swearing, either directed at, or in the presence of students 

• friending, liking a post or image, "following" or contacting students on or through social media. 

You must discourage and reject any advances of a sexual nature initiated by a student with whom you have a 
professional relationship, or where a prohibition on sexual conduct applies. 
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8 

To assist employees maintain appropriate professional standards in their relationships with students, the 
department's publication Allegations against Employees in the Area of Student Protection - Guidelines 
provides examples of appropriate and inappropriate employee/student interaction, including : 

• touching 

• physical intervention/restraint 

• verbal communication 

• verbal intervention and 

• non-physical behaviour. 

It also provides examples of behaviour classified as physical assault, sexual misconduct and sexual abuse. 

Exemptions 

The following scenarios relate to pre-existing relationships which are exempt from the genera l proh ibition of 
sexual misconduct and related behaviour: 

• a person who is in a lawful private relationship commences employment with the department and the 
continuation of the relationship would normally contravene this Standard 

• a change of circumstances meaning an employee who is in a lawful private relationship that does not 
contravene this Standard is now in a relationship that would contravene this Standard - for example, 
their partner begins studying at the school where they work. 

Examples of a change of circumstances to a pre-existing private/sexual relationship requiring confidential 
declaration: 

• A teacher is in a lawful private/sexual relationship which does not contravene this Standard, with a 17 
year old student from a non-state school or private educational facility. The student then enrols in a 
state educational facility. 

• A cleaner is in a lawful private/sexual relationship which does not contravene this Standard, with a 16 
year old student. The student then enrols in a state educational facility. 

These scenarios require the employee to immediately declare the relationship or change in circumstances 
to the Director, Ethical Standards Unit. Failure to make this declaration may be cause for discipl inary action . 
Following a confidential declaration, the department will cooperate with the employee to resolve any real or 
perceived conflict of interest in favour of the public interest. 

The department will respect the privacy of the relationship and maintain the confidentiality of the declaration , 
within the law. 

If a person makes an honest comp laint or notifies the department in good faith about suspected sexual 
misconduct between an employee and a student, the department is required to advise the complainant/ 
notifier (if known) that it has acknowledged the relationship, because it fell within the exceptional category of 
a pre-existing relationship . 

If an employee suspects an inappropriate relationship between another employee and a student and reports 
the matter as suspected sexual misconduct, they must respect the confidentiality of any advice received from 
the department that it is an acknowledged relationship. 
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Electronic communication between employees and students 
All telephone, email, SMS and other social networking contact by employees with students must be 
authorised by the employee's principal or manager. Records of the approval and the nature of the 
communication should be kept on file by the principal or manager who will advise the parent/custodian of the 
communication if required. 

The following standards relate to all employees who have any form of contact with students . 

Unless in exceptional circumstances, electronic communication with students is unacceptable unless: 

• for justifiable appropriate educational reasons and 

• approval has been obtained from the employee's principal or manager. 

A record of the approval is to be kept by the employee and the employee's principal or manager. 

Commun ication must not occur with students using a personal or departmental mobile phone, either verbally 
or by text message unless: 

• for justifiable appropriate educational reasons and 

• prior approval has been obta ined from the employee's principal or manager. 

A record of the approval is to be kept by the employee and their principal or manager. 

Communication must not occur with students from an employee's private or personal email address and 
employee communication with students via departmental email must be for official purposes only. 

Example: appropriate electronic communication between employee and students 

A teacher uses their departmental email to provide assignment feedback to a student via the student's 
departmental email address. 

Example: inappropriate electronic communication between employee and students 

A teacher uses their personal email to provide assignment feedback to a student via the student's 
departmental email address. 

A teacher uses their departmental email to provide assignment feedback to a student via the students 
personal email address. 

A teacher uses their personal email to provide assignment feedback to a student via the student's personal 
email address. 

Employees must not use personal social networking sites including Facebook and Twitter, to contact or access 

students enrolled in any state educational facility. 

They must, to the best of their ability, prevent students from communicating with them or accessing their 
personal information via social media platforms. This includes restricting access to posts inappropriate for 
student viewing. 

Employees must not use any official departmental social media site for non-work-related communication, 
or work-related communication that would be more appropriately addressed to a manager, principal or their 
regional office. They must only establish an official social media presence/ site with approval from their 
principal or the Director-General. 

Employees must not use personal cameras or mobile phones to photograph students unless prior approval 
has been given by their principal or manager. The use of a personal or departmental mobile phone or camera 
to photograph students must be for official purposes only. Parental or caregiver approval must be obtained 
before the publication of student photographs. More information on the department's consent procedure can 
be found in its Obtaining and Managing Student and Individual Consent procedure. 
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10 

Interactions with parents/caregivers 
Employees should be responsive to all reasonable requests of parents or caregivers in relation to their 
children's education and should encourage professional partnerships that create optimal learning 
environments and opportunities for students. Where agreement is made for staff to assist in extraordinary 
circumstances, (e.g. preventing truancy by arranging a student's transportation to school), this must be 
approved by the student's parents/carers and the employee's principal or manager. 

Employees should engage in open and professional communication with parents/caregivers and report on a 
student's achievements and learning options in a way that promotes successful educational outcomes. 

Any conflict of interest that arises between an employee's private relationship with a student's parent/ 
caregiver and the impartial performance of their work duties should be avoided or resolved in the best 
interests of the student. 

Leadership and supervisory behaviour 
Employees are encouraged to demonstrate leadership in the performance of their work duties. Employees 
who supervise the work of other employees (or other people, such as student teachers or volunteers) have 
further important responsibilities. 

Supervisors are required to: 

• set the standard of ethical conduct by encouraging and promoting behaviour consistent with the Code and 
this Standard 

• ensure employees are aware of the work performance and personal conduct expected of them, the values 
of the public service and of the department and what constitutes corrupt conduct under the Crime and 
Corruption Act 2001 

• treat employees fairly, equitably, with consistency and respect 

• ensure that all employees are made aware of their responsibilities under the Code and this Standard and 
any legislation, policies and procedures relevant to their duties 

• ensure the department's policy and procedural requirements are met 

• ensure that demands placed on employees are reasonable in the circumstances (e.g. employees have 
sufficient resources, assistance and/or skills to perform the work, and are given appropriate support) 

• maintain open, honest and thorough communication with all employees 

• ensure all employees understand the standards of conduct expected of them 

• monitor their own performance as managers or supervisors to ensure their performance is making a 
positive contribution to the department and work environment 

• ensure workloads are equitably distributed amongst team members. 

Misconduct in a private capacity 
The Code does not cover misconduct in a private capacity. However, Section 187 (4) (b) of the Public Service 
Act 2008 defines "misconduct" as inappropriate or improper conduct in a private capacity that reflects 
seriously and adversely on the public service. 

Accordingly, in that capacity, private conduct may be subject to disciplinary action under section 187(1) (b) of 
the Public Service Act 2008. 

Personal presentation 
Each of us has a responsibility to conduct and present ourselves in a professional manner and treat co
workers, clients and members of the public with courtesy and respect. In addition, we have an obligation to 
ensure our own safety, health and welfare in the workplace. All officers are required to ensure their private 
conduct maintains the integrity of the public service. 
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Accordingly, as representatives of the department, it is essential we ensure that our personal appearance and 
presentation is professional. 

As a general guide, the appearance and dress of departmental employees should be clean, tidy and 
appropriate to their duties and the people with whom they are dealing. Examples of inappropriate dress for 
DET's work environment include thongs, singlets, revealing clothing or clothing with offensive slogans. 

Employees who wear a uniform or other apparel identifying them as an employee of the department must 
ensure that their uniform or apparel is clean, complete and in good order. 

In addition, if an employee is wearing a departmental uniform, or is otherwise identifiable as a departmental 
employee while off duty, they are expected to avoid conduct which may adversely affect the image of the 
department. 

Each of us also needs to ensure that in compliance with our duty of care under the Work Health and Safety 
Act 2011 , and the requirements of the Code, we do not wear clothing or footwear that could put our own 
workplace health and safety at risk. 
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Principle 2 - Promoting the public good 
The Public Sector Ethics Act 1994 states: 

"In recognition that the public sector is the mechan ism through which the elected representatives of the 
people of Queensland deliver programs and services for the benefit of the people of Queensland, public 
sector entities: 

a. accept and value their duty to be responsive to both the requirements of government and to the public 
interest; 

b. accept and value their duty to engage the community in developing and effecting official public sector 
priorities , policies and decisions; 

c. accept and value their duty to manage public resources effectively, efficiently and economically; 

d. value and seek to achieve excellence in service delivery; and 

e. value and seek to achieve enhanced integration of services to better service cl ients. " 

Public service agencies are entrusted with public funds to develop and deliver services to the community on 
behalf of government. Accordingly, departmental employees have a responsibility to deliver services fairly, 
courteously and effectively and ensure they use public resources efficiently and economically. 

They are required to ass ist all members of the community, particularly people with disabilities, those who 
speak languages other than English and those who may find it difficult to access government services. 

Complaints from clients and the community should be treated seriously and constructive feedback seen as an 
opportunity for improvement. 

Where appropriate and in accordance with their official duties, employees should ensure appropriate 
community engagement by responding to issues and concerns ra ised by individuals or communities, 
consu lting with the public when developing public policy and assisting in ra ising community awareness of 
public issues and policies. 

Employees are also required to work with other public service agencies where appropriate and in accordance 
with their official duties, to enhance the seamless delivery of services, generate economies and efficiencies, 
collectively plan and deliver related programs and services, and work cohesively at the local, regional, state 
and national levels to provide integrated services. 
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Principle 3 - Commitment to the system of government 
The Public Sector Ethics Act 1994 states: 

" In recognition that the public sector has a duty to uphold the system of government and the laws of the 
State, Commonwealth and local government, public service agencies, public sector entities and public 
officials -

a. accept and value their duty to uphold the system of government and the laws of the State, the 
Commonwealth and local government; 

b. are committed to effecting official public sector priorities, policies and decisions professionally and 
impartially, and 

c. accept and value their duty to operate within the framework of Ministerial responsibility to government, 
the Parliament and the community." 

As public servants, departmental employees are required to undertake their duties and implement the 
policies of the elected government professionally and impartially. 

They are required to comply with the laws of Australian state and local governments, all relevant awards, 
certified agreements, subsidiary agreements, directives, whole-of-government policies and standards. They 
are also required to adhere to departmental policies, organisational values and organisational documents. 

The Code requires that public officials maintain appropriate relationships with Ministerial staff. Where 
departmental employees provide advice to Ministers they should ensure their interactions are positive and 
productive when engaging with Ministerial staff. 

Departmental employees retain their right to communicate directly with a Member of Parliament on any 
issue affecting them as a private citizen. In communicating with Members as private citizens, employees 
have an ethical obligation to maintain confidentiality of information accessed due to their roles that is not 
publicly available. 
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Principle 4 - Accountability and transparency 
The Public Sector Ethics Act 1994 states: 

"In recognition that public trust in public office requires high standards of public administration , public 
service agencies, public sector entitles and public officials -

a. are committed to exercising proper diligence, care and attention ; and 

b. are committed to using public resources in an effective and accountable way; and 

c. are committed to managing information as openly as practicable within the legal framework; and 

d. value and seek to achieve high standards of publ ic administration; and 

e. value and seek to innovate and continuously improve performance; and 

f. value and seek to operate within a framework of mutual obligation and shared respons ibility between 
public service agencies, public sector entities and public officials ." 

4.1 Ensure diligence in public administration 

Disclosing fraud, corruption, maladministration, corrupt conduct, misconduct, 
waste of public funds, or risk to public health or safety 
The department is committed to creating and maintaining a work environment that encourages and facilitates 
the disclosure of information that relates to : 

• unlawful, corrupt, negligent or improper conduct that could amount to corrupt conduct 

• fraud , corruption and maladministration 

• substantial misuse of public resources 

• substantial and specific danger to public health and safety 

• substantial or specific danger to the health and safety of a person with a disability and 

• danger to public health and safety and the environment. 

Example: Reporting suspected misconduct - appropriate reporting 

Two employees attend a workshop interstate, and upon their return to duty lodge travel claims for expenses 
to be reimbursed. One employee learns that items and expenses claimed by the other were not incurred as 
reported, and therefore has reason to suspect that a knowingly false claim has been made. The employee 
reports this to their supervisor. The supervisor advises the Ethical Standards Unit of the employee's report. 

Example: Making a vexatious complaint- inappropriate reporting 

Darren's behaviour has been the subject of an employee complaint properly lodged by Julie. Upset at being 
the subject of a complaint, Darren decides to cause Julie distress by lodging a complaint against her in 
which he makes allegations of improper conduct without any reasonable basis for the complaint. 

Public Interest Disclosures 
As part of its ethical culture, the department ensures appropriate consideration is given to the interests of 
employees who make a Public Interest Disclosure (PIO). 

For a report to be considered a PIO and provide the discloser with the protections set out in the Public Interest 
Disclosure Act 2010 (the Act), it must be an appropriate disclosure about public interest information . A 
disclosure of information can be made by any person whether a public officer (employee) or a member of the 
public. The disclosure must be made to a proper authority. 
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The department will ensure that any person involved in a PIO is offered support and protection from reprisal. 
The term 'reprisal' is contained under the Act and the subsequent offence generally occurs when a person 
causes detriment to another person in the belief they or someone else has made or intends to make a 
PIO. Under the Act, 'detriment' must be in response to the making of or intention to make a disclosure; 
and includes personal injury or prejudice to safety, intimidation or harassment, adverse discrimination or 
treatment and damage to reputation . 

When a PIO is reported the department is committed to managing the disclosure thoroughly, impartially and 
in a timely manner. The management of the PID includes initial evaluation, including a risk assessment and 
the determination of appropriate action, which may include investigation . If an investigation is conducted , 
the discloser will be kept informed of its progress and outcome. 

For further information, please refer to the department's Ma king and Managing a Pub lic Interest Disclosure 
procedure. 

Under the Crime and Corruption Act 2001, the Director-General has a responsibility to refer all matters 
involving suspected corrupt conduct, including allegations rece ived from anonymous sources, to the Crime 
and Corruption Commission (CCC). 

Employee responsibilities in relation to the investigation of suspected 
breaches of the Code, Standard and departmental policies and procedures 
It is mandatory for departmental employees to participate in the department's misconduct investigation 
process as-a complainant, subject officer or witness, if required to do so. 

This will usually mean attending an interview or interviews where and when required . At interview, 
employees are expected to respond to questions from the relevant authorised officer in an open and honest 
manner. 

The authorised officer may determine, at their discretion, that a written response may be sufficient, in lieu of 
attendance at interview. 

The purpose of a misconduct investigation is to determine whether there has been a breach of this Code, 
Standard and/or departmental policies and procedures and as such whether the employee is liable to a 
disciplinary sanction under the Public Service Act 2008. 

An employee's participation in a misconduct investigation process is a mandatory requirement under this 
Standard . 

4. 2 En sure transparency in our business dealings 

Donations, sponsorship and endorsements 

Donations 

If you receive an offer of a donation to the department, your worksite or school, you should immediately notify 
your supervisor. 

Donations may be accepted on behalf of the department for departmental use, but must be registered in 
accordance with the requirements of Part 2 of the Financial and Performance Management Standard 2009. 

When accepting a donation, it should be made clear to the donor where necessary and appropriate, that 
acceptance of the donation creates no implicit or explicit obligation upon the department towards the donor. 

If the 'gift or donation' is conditional, it should only be accepted if the conditions do not affect or will not be 
seen to have an effect on the impartial performance of an employee's duties. 
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Example: Acceptance of a donation for official purposes - appropriate conduct 

An individual offers to donate $1,000 on the condition that it is spent only on the purchase of school 
library books. The donation is accepted and recorded in the school financial system as the condition does 
not affect the impartial performance of departmental functions. 

Example: Refusal of a donation with unacceptable conditions - appropriate conduct 

A parent offers to donate $1,000 to purchase school sporting equipment if the school guarantees their son 
will be selected for the school football team. Selection for the football team is based on a student's level of 
skill and expertise. The principal declines the offer, advising the parent of the process for selection to the 
football team and the school's policy on providing equal opportunity to students. 

Sponsorship 

Acceptance of offers of sponsorship from individuals and organisations and the soliciting of sponsorship for 
departmental activities must be managed and dealt with in accordance with the Queensland Government 
Sponsorship Policy. 

Endorsement 

Endorsement involves acting on behalf of a company to sell, recommend or endorse a company's products or 
services, or any other activity that could create a public perception that a school, other departmental unit or 
staff member is promoting or recommending an external organisation . 

Endorsement is not an acceptable practice under the department's Advertising and Sponsorship procedures. 

Examples of product endorsement include a letter from a principal to parents endorsing, recommending or 
promoting a company's products or services; or state school teachers providing favourable comment on an 
educational product on that product's website, where they identify themselves as departmental employees. 

Where departmental units (including schools) offer advertising opportunities via newsletters or other 
communication devices, they must ensure that all advertising arrangements are transparent, available to all 
acceptable organisations and do not suggest or imply endorsement of third parties. 

Receiving prizes and awards in the course of duties {from a non-government source) 

If an employee receives a prize with a value greater than $150 in the course of performing their work duties, 
they must declare receipt of the prize and forward it to the department for management in accordance with 
the Receipt of Gifts and Benefits by Employees of the Department procedure. 

If they receive a prize as an award for significant contribution or excellence, they must declare receipt of such 
award to their principal or supervisor. If the award is the result of their performance of official duties they will 
generally be permitted to retain the award, as long as there is no conflict of interest associated with it. 

Principals, directors and supervisors may seek advice from the Director, Ethical Standards Unit in cases where 
employees notify them of receiving such awards. 

Example: Declaration of receipt of prizes - appropriate conduct 

An employee attends a workshop in the course of performing their work duties and receives a ticket for 
a lucky door prize. The employee wins the prize, which is a new laptop computer valued at $2,000. The 
employee declares receipt of the prize and forwards the computer to the department for management. 

During the lunch break at the seminar, the employee purchases a scratchie ticket from the local newsagent 
and wins $1,000. The employee keeps the $1,000 and is not required to declare it as they visited the 
newsagent in their personal time and not as part of their work duties. 
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Appointments to boards 

Public officials are in a unique position of trust and responsibil ity. In some instances, public officials may 
be appointed by name, as a government or departmental representative to a government board due to their 
experience within a department or the public service, without the appointment being linked to a specific 
position. 

In these circumstances , public service officers appointed to government boards as government or 
departmental representatives have an ethical obligation to formally resign from such appointments if they 
cease employment in the public service or with the department or agency relevant to the board position . 
Enabling legislation will usually specify to whom the resignation should be tendered . For boards not 
constituted under legislation and where the Minister is the appointing authority, a written resignation should 
be tendered to the Minister. Where there is doubt to whom the resignation should be tendered, advice should 
be sought from the department responsible for the administration of the board. 

4.3 Use official resources, public property and facilities 
appropriately 

Using the departmental internet, intranet, and electronic mail 

In accordance with the Queensland Government Information Standard 38 - The Use of /CT Facilities and 
Devices, an employee may be dismissed if they intent ionally download, store or distribute pornography using 
government owned information and communication technology facilities and devices. 

Employees must comply with the Government's Policy: Use of Internet and Electronic Mail Policy and 
Principles Statement which states employees will be disciplined and potentially dismissed for the misuse of 
the internet or electronic mail in respect of material which is offensive or unlawful, although not pornographic. 

Except for official purposes, it is a breach of this Standard to use the departmental internet or electronic 
mail system to access, store, or transmit words or images that are sexually explicit, violent or contain other 
offensive material. Material will be deemed to be offensive if it shows a lack of respect for persons and a 
reasonable person finds the material offensive. As this applies regardless of the source of such material, 
departmental employees should be mindful of the content of externally-owned devices, for example USB 
drives, when used on departmental ICT devices . 

When accessing the department's ICT facilities and devices employees must do so in accordance with the 
department's procedure Acceptable Use of the Department's Information, Communication and Technology 
(!CT) Network and Systems. 

The following principles apply to the use of communication and information networks and devices within the 
department. 

• The department will not tolerate the deliberate use of computers to send, receive or copy inappropriate 
material. 

• Employees may only transmit information via communication and information networks and devices if they 
are authorised to do so and in accordance with the relevant departmental protocols. 

• Employees may not share their password/s with another person, share another person 's password/s, or 
record password/s where they may be found by others. 

• Electronic messages, telephone and facsimile accounts, and electron ic files are subject to record keeping, 
archiving, Right to Information (RTI) requests, and audit requ irements. 

• The department monitors the use of these networks and devices, and employees may be called upon to 
explain their usage. 

• When using the department's computer systems, employees must not deliberately access, store or forward 
communication where doing so might result in a breach of the Copyright Act 1968 (Cth) , the Eth ics Act, the 
department's Information Standards and Guidelines or this Standard, or other legislative or policy instruments. 
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Example: Inappropriate employee use of departmental email 

An employee who alleges they have been subjected to workplace harassment by their supervisor details 
the allegations in a departmental email and forwards it to numerous people they know in and outside the 
department who have no authority to respond or intervene in the matter. The employee's action has left 
them vulnerable to legitimate complaint by their supervisor. 

The appropriate course of action would have been for the employee to communicate this information to 
a person authorised to receive it, such as a departmental employee advisor, the employee's industrial 
association, or via the department's managing employee complaints process. 

Commercial use of departmental resources 
Departmental resources, such as school facilit ies, grounds and sporting equipment, can be made available 
for commun ity and commercial use in accordance with the relevant departmental procedures. 
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4.4 Ensure appropriate use and disclosure of official information 

Post-employment responsibilities 
When an employee ceases employment with the department, they have an obligation to maintain 
confidentiality of official information formerly available to them as a public official, and to return any property 
belonging to the department. 
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REFLECT - A guide for ethical decision-making 
Employees may consider the ethical decision-making guide below in light of their obligations under this 
Standard . It will not make the decision for them, but it will help them to analyse all the relevant facts and 
circumstances surrounding a situation where they need to reach a decision. 

REFLECT ethical decision-making model 
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(Adapted from REFLECT model, Australian Public Service Commission) 
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Glossary 

Confidential 

Information of a sensitive, personal, medical, commercial or political nature made available to you in 
connection with your role as a public official that could cause harm to individuals or the State if disclosed 
other than in accordance with its intended purpose or target audience. 

Corrupt conduct 

Section 15 of the Crime and Corruption Act 2001 defines corrupt conduct as: 

Conduct by a person that adversely affects, or could adversely affect a unit of public administration or a 
person holding an appointment within that unit in a way that is: 

• not honest or not impartial or 

• involves a breach of the trust placed in a person holding an appointment, either knowingly or recklessly or 

• involves the misuse of official information or material. 

To meet the definition of "corrupt conduct", the conduct must be engaged in for the purpose of providing 
a benefit to either the person or another person, or causing a detriment to another person. The conduct 
in question, if proven, must also amount to either a criminal offence; or a disciplinary breach providing 
reasonable grounds for terminating the person's services. Corrupt conduct includes neglect, failure and 
inaction and conspiracy to engage in conduct and attempt to engage in conduct. Anyone who tries to corrupt 
a public sector officer can also be guilty of corrupt conduct if the matter involves a criminal offence. 

Corruption 

Criminal behaviour that may involve fraud, theft, the misuse of position or authority or other acts 
unacceptable to a department and which may cause loss to the department, its clients or the general 
community. It may also include other elements such as breaches of trust and confidentiality. For more 
information you may refer to 'Corruption in focus - a guide to dealing with corrupt conduct in the Queensland 
public sector agencies'. 

Crime and Corruption Commission (CCC) 

Under the terms of the Crime and Corruption Act 2001, the CCC is responsible for achieving the Act's purposes 
of com batting and reducing the incidence of major crime; and reducing the incidence of corruption in the 
public sector. 

Department 

Refers to the Department of Education and Training. 

Disciplinary action 

Action taken as a result of the disciplinary process. The penalties provided for substantiated misconduct 
allegations are outlined in section 187 of the Public Service Act 2008. 

Discrimination 

When a person is treated more or less favourably than another person would be treated in substantially 
the same circumstances. Discrimination is unlawful when it is on the basis of an attribute described in the 
Anti-Discrimination Act 1991 (i.e. sex, marital status, pregnancy, parental status, breastfeeding, age, race, 
impairment, religion , political belief or activity, trade union activity, lawful sexual activity; or association with, 
or relation to, a person identified on the basis of any of the above attributes) . 
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---------- - ----- ··-

Duty of care 

A duty of care is the duty all DET employees have to do everything reasonably practicable to protect others 
from harm. 

Employee 

In this Standard 'an employee' means any person employed by the department to work in a state educational 
facility or corporate support role in a permanent, temporary, casual, volunteer, student or contractual 
capacity. 

Ethics 

Personal - an individual's personal standards of conduct. 

Professional - standards of conduct that apply to individuals in their professional capacity. 

Ethics Act 

The Public Sector Ethics Act 1994. 

Fiduciary relationship 

A fiduciary relationship exists where, as a result of one person 's relationship to another, the former is bound 
to exercise rights and powers in good faith and for the benefit of the latter. 

Fraud 

Any deliberate deceitful conduct or omission designed to gain an advantage to which a person or entity is not 
entitled. It is the intentional use of false representations or deception to avoid an obligation or gain unjust 
advantage. In the context of public administration, fraud is commonly referred to as 'rorting the system'. 
Fraudulent conduct by departmental employees may fall within the category of corrupt conduct under the 
Crime and Corruption Act 2001 . The offence of fraud is set out in section 408( of the Criminal Code Act 1899. 

Gift 

Includes entertainment, hospitality, travel, or other benefits (tangible or intangible), whether of a personal 
nature or otherwise. Some examples of gifts include; ornate and precision display items, clocks, furniture, 
figurines, works of art, jewellery, personal items containing precious metals or stones and fine art work. 

Harm to a student 

Student harm is any significant detrimental effect on a student's physical, psychological or emotional 
wellbeing caused by an employee, other than confirmed accidental harm not involving negligence or 
misconduct. Harm to a student includes minor harm that is cumulative in nature that would significantly hurt 
or injure a student, if allowed to continue. Harm can be caused by physical, psychological or emotional abuse 
or neglect, sexual abuse or exploitation. 

Impartiality 

In the context of public administration, impartiality means implementing the law and government policies 
and serving the community without bias or favour, regardless of which political party forms the government. 

Integrity 

In the context of public administration , integrity means public officials are to act honestly and be seen to be 
acting honestly. 
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Intellectual property 

An invention, original work, the results of scientific research or a product development, which can be 
protected under legislation and common law depending on the type of intellectual property involved. 
Examples include: computer software, illustrations, written documentation. 

· interest 

Used in relat ion to declaring personal interests or conflicts of interest, the term 'interest' means direct or 
indirect personal interests of a public official. Interests may be pecuniary (i.e. financial or economic forms of 
advantage) or non-pecuniary (i .e. non-financial forms of advantage) . 

Lawful 

Warranted or authorised by the law, or alternatively, neither contrary to nor forbidden by the law. 

Limited personal use 

Limited personal use is expected to take place during an employee's non-work time, incurs minimal 
additional expense to the department, is infrequent and brief, does not interfere with the operation of the 
department and does not violate any departmental, state or federal legislation or regulation. 

Maladministration 

An administrative action that is unlawful, arbitrary, unjust, oppressive, improperly discriminatory, or taken for 
an improper purpose . 

Manager 

A general term, meaning a person with supervisory or resource management responsibilities at any level. 

Misconduct 

The Public Service Act 2008 defines misconduct as inappropriate or improper conduct in an official capacity, 
or inappropriate or improper conduct in a private capacity that reflects seriously and adversely on the public 
service. 

Official information 

Information contained within departmental records or imparted in an official capacity. 

Pornography 

Material that is sexually explicit, such as a description or exhibition of obscene literature, art or photography, 
generally intended to stimulate erotic rather than aesthetic or emotional feelings . 

Prize 

A prize is something that is won in a raffle, competition or similar. 

Procedural fairness (natural justice) 

A process that ensures a fair decision is reached by an objective decision-maker. 

The decision-maker must not have a personal interest in the matter that would render them biased. Care 
should be exercised to exclude real or perceived bias from the process. In cases of corrupt conduct or 
maladministration, it is the investigating authority (e .g. Crime and Corruption Commission, Ombudsman or 
the Ethical Standards Unit) that will decide when it is appropriate to make allegations known to individuals. 
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Professional relationship 

A fiduciary relationship in which one party necessarily places trust and confidence in another, investing the 
second party with a corresponding amount of power. 

Public interest 

For a public official, acting in the public interest means acting lawfully and/or in accordance with government 
policy under the direction of the Minister. In the absence of legal or policy frameworks, it means acting for 
the common good of the community. It is the collective interest of the entire community - not the sum of 
individual interests nor the interest of a particular group. 

Public sector ethics 

Those principles and standards governing correct conduct by government officials. They provide guidance in 
situations where there are no specific rules or where matters are unclear but where the ultimate objective is to 
serve the public interest. The relevant public sector ethics principles are described in the Public Sector Ethics 
Act 1994, the Code and this Standard. 

Reprisal 

Reprisal occurs when a person causes, attempts or conspires to cause, detriment to another person because 
of, or in the belief that another person has made, or may make, a public interest disclosure. The detriment 
could be an action (or threats of action) that results in: 

• a physical or psychological injury 

• loss or damage to property 

• intimidation or harassment and 

• discrimination or disadvantage to a person's career, employment or business. 

Reprisa l is unlawful under both civil and criminal law. 

Responsive 

To respond readily and comprehensively, appropriate to the circumstances. 

Sexual harassment 

Occurs when a: 

• person subjects another person to an unsolicited act of physical intimacy 

• person makes an unsolicited demand or request (whether directly or by implication) for sexual favours 
from the other person 

• person makes a remark with sexual connotation relating to the other person 

• person engages in any other unwelcome conduct of a sexual nature in relation to the other person and the 
person engaging in the conduct mentioned above does so with the intention of offending, humiliating or 
intimidating the other person or 

• a reasonable person would have anticipated the possibility that the other person would be offended, 
humiliated or intimidated by the conduct. 

Sexual misconduct 

A range or pattern of behaviour involving in sexual acts. 
It includes: 

• conduct towards a student that would constitute a criminal offence of a sexual nature 

• sexual abuse of a student by an employee 

• conduct that is sexual harassment as defined in section 119 of the Anti-Discrimination Act 1991 (Qld) . 

Standard of Practice I February 2016 

DoE RTI application 182806 - File A: Corporate Services - Document 203 of 275

Rel
ea

se
d 

un
de

r t
he

RTI
 A

ct
 b

y 
DoE



Some of these behaviours may include: 

• any sexual relationship with a student 

• inappropriate conversations of a sexual nature with a student 

• comments that express a desire to act in a sexual manner with an individual student 

• unwarranted and inappropriate touching of a student 

• sexual exhibitionism in the presence of a student 

• personal correspondence (including electronic communication) with a student in respect of the employee's 
sexual feelings for that student 

• exposing a student to pornography 

• suggestive remarks or actions of a sexual nature to a student 

• obscene gestures, language, jokes containing sexual references or deliberately exposing students to the 
sexual behaviour of others in any form, other than in the case of prescribed curriculum material in which 
sexual themes are contextual 

• making a remark with sexual connotation, to or within the hearing or presence of a student 

• a pattern of behaviour aimed at engaging in or 'grooming' a student as a precursor to sexual abuse. 
Grooming is a separate offence from the actual sexual abuse or 

• encouraging or failing to discourage romantic or inappropriate advances by a student. 

Standard of Practice 

The Standard is a supplementary document to the Code and is to be read in conjunction with the Code. 
It provides agency-relevant examples, which directly relate to how the Code is to be applied within 
the department. 

State educational facility 

Includes state schools and other institutions established under section 13, 14 or 15 of the Education 
(General Provisions) Act 2006 and any other educational facility where DET employees work. 

Student 

For the purposes of this Standard, 'a student' is a person regardless of age, who is enrolled in and attends a 
state educational facility. 

Vexatious complaint 

A written or verbal report of alleged improper conduct made to an authority intending the report to be acted 
upon, where there is a demonstrable absence of reasonable grounds for suspecting the improper conduct, 
and the report is made to cause distress. 

Workplace 

Where employees are on departmental duty or are representing the department. The term workplace can 
include areas beyond the work location and activities outside of work hours. It can include activities such as 
school camps and excursions, residential or external training courses, Christmas parties and other functions 
that are officially supported by the department. 

Workplace harassment 

Workplace harassment is the repeated, unreasonable behaviour, other than behaviour amounting to sexual 
harassment by one or more people in the workplace that: 

• is unwelcome and unsolicited 

• the employee considers to be offensive, intimidating, humiliating or threatening and 

• a reasonable person would consider offensive, intimidating, humiliating or threatening. 
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Workplace harassment can include vilification. 

The term 'workplace harassment' has replaced what has been more commonly understood as 'workplace 
bullying'. The department recognises 'workplace bullying' to have the same definition as 'workplace 
harassment' and, as such, it is considered inappropriate behaviour. 

'Repeated behaviour' refers to the persistent nature of the behaviour and can refer to a range of behaviours 
over time. 'Unreasonable behaviour' means behaviour that a reasonable person, having regard for the 
circumstances, would see as victimising, humiliating, undermining or threatening. 

Workplace harassment does not include reasonable action taken by management to address issues of 
employee performance or reasonable action taken by the chief executive in connection with a person's 
employment. 

Workplace health and safety obligations 

These obligations refer to your workplace health and safety responsibilities, which are prescribed in the Work 

Health and Safety Act 2011 . 

Standard of Practice I February 2016 
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Student protection 
Audience 

All state schools 

Purpose 

Implementation Date: 10/01/2018 
Version: 9.3 

This procedure outlines the responsibilities and processes for employees and visitors to state schools when dealing 

with student protection concerns and responding when it is suspected that a student, or an unborn child, has been 

harmed or is at risk of harm. 

The procedure also clarifies responsibilities necessary for compliance with the differing mandatory reporting 

obligations under the Education (General Provisions) Act 2006 (Qld) and the Child Protection Act 1999 (Qld). 

Overview 

The procedure applies to all employees and visitors to state schools who have regular contact with students, 

including such activities as escorting students on camps, trips within or outside Australia, sporting activities and 

other extra-curricular activities. 

Any person has the right to make a report directly to the Department of Communities, Child Safety and Disability 

Services (Child Safety) or Queensland Police Service (QPS), or to make a report of suspected corrupt conduct 

directly to the Crime and Corruption Commission . 

Any person who follows the Student protection procedure reporting processes will be entitled to seek the protection 

from liability in civil, criminal and administrative processes available under s.197 A of the Child Protection Act 1999 

(Qld). Further, they will be entitled to the confidentiality protections afforded to notifiers under s.186 of the Child 

Protection Act 1999 (Qld). 

Any person who makes a voluntary report to Child Safety or QPS, outside the Student protection procedure 

reporting processes, will also be entitled to seek the protections afforded by ss. 197A and 186 provided they have 

complied with s.197A of the Child Protection Act 1999 (Qld). 

This procedure should be read in conjunction with the: 

• Student protection guidelines (DET employees only) 

• Code of Conduct for the Queensland Public Service 

• DET Standard of Practice. 

Uncontrolled copy. Refer to the Department of Education and Training Policy and Procedure Register at 
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Where an employing agency has a Memorandum of Understanding (MOU) or contractual arrangement with the 

department, these documents should also be considered. 

Harm, including sexual misconduct, involving employees is managed in accordance with the departmental 

procedure Allegations against employees in the area of student protection. 

Responsibilities 

All employees and visitors in state schools 

All employees and visitors in a state school have a responsibility to respond when it is suspected that a student, or 

an unborn child, has been harmed or is at risk of harm. 

This responsibility applies when a reasonable suspicion has been formed in the course of employment or duties as 

an employee or visitor. 

Employees also have a responsibility to comply with mandatory reporting obligations. 

Mandatory reporting 

The following are mandatory reporting obligations specified in legislation: 

• Under s.365 & s.365A of the Education (General Provisions) Act 2006 (Qld) a school staff member must 

immediately give a written report to the principal or principal's supervisor when they become aware or 

reasonably suspect the sexual abuse or likely sexual abuse of a student under 18 years. The principal or 

supervisor must immediately give a copy of the report to the QPS. 

• Under s.13E of the Child Protection Act 1999 (Qld) a teacher, registered nurse or early childhood 

education and care professional must give a written report when they reasonably suspect a child has 

suffered, is suffering or is at risk of suffering significant harm caused by physical or sexual abuse and may 

not have a parent able and willing to protect the child from harm. 

Mandatory reporting applies when a reasonable suspicion of harm is formed in the course of the reporter's 

employment. 

Non-mandatory reporting 

Under s.13A of the Child Protection Act 1999 (Qld), any person may make a report when they reasonably suspect: 

• a child may be in need of protection because the child has suffered, is suffering or is at risk of suffering 

significant harm and may not have a parent able and willing to protect the child from harm, or 

• an unborn child may be in need of protection after he or she is born because the child will be at risk of 

suffering significant harm after birth and may not have a parent able and willing to protect the child from 

harm. 

Training 

• Comply with student protection training requirements as outlined in the Student protection guidel ines 

(restricted access - available to DET employees only). 

Uncontrolled copy. Refer to the Department of Education and Training Policy and Procedure Register at 
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Principals 

• Ensure that all employees and visitors are aware of student protection reporting obligations and processes 

by ensuring the completion of an appropriate level of student protection training (Refer to the Student 

protection guidelines Part K (DET employees only)). 

• Keep a record of staff and visitor completion of student protection training and subsequent training 

updates. 

• Implement processes to monitor and support any student subjected to or at risk of harm from any source, 

as appropriate. 

• Collaborate with other agencies where this is in the best interests of the student and in accordance with 

s.426 of the Education (General Provisions) Act 2006 (Qld). This may include sharing information in 

accordance with the procedure Information sharing under the Child Protection Act 1999 (Qld). 

• Advise employees affected by their involvement in student protection matters that they can access the 

Employee Assistance Program . 

• Refer to the Police and Child Safety Officer interviews with students, and police searches at state 

educational institutions procedure if an interview with the student is requested by QPS or Child Safety. 

Process 

Responding to suspected child abuse and neglect 

Principals 

Investigation 

1. Employees are not authorised to investigate (refer to definition) any aspect of a student protection concern 

before or after making a report. However, employees may make enquiries and/or ask questions to the extent 

necessary to form a reasonable suspicion, and therefore meet the threshold to report to Child Safety and/or 

QPS, or to determine an appropriate course of action . 

Reporting 

2. Use one or more of the following when considering whether suspicions of harm reach the threshold for 

reporting to QPS and/or Child Safety: 

• the online Child Protection Guide 

• the Student protection guidelines (DET employees only) 

• professional judgement 

• conferral with relevant colleagues within the school 

• consultation with the relevant regional Student Protection Principal Advisor (DET employees only) 

• consultation with the Child Safety Regional Intake Service (RIS) 

• consultation with the Family and Child Connect service. 

Uncontrolled copy. Refer to the Department of Education and Training Policy and Procedure Register at 
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3. Provide a report via the OneSchool Student Protection Reporting module to OPS and/or Child Safety, as a 

matter of urgency upon forming a reasonable suspicion, or receiving any information indicating a reasonable 

suspicion that: 

• a student has been sexually abused or is likely to be sexually abused, or 

• a child or unborn child may be in need of protection as a result of physical, sexual, emotional 

abuse or neglect (i.e. has suffered, is suffering or is at unacceptable risk of suffering significant 

harm, and may not have a parent able and willing to protect the child from harm). 

NOTE: If a teacher, registered nurse or early childhood education and care professional provides a report to the 

principal and it is determined they are fulfilling a mandatory reporting obligation, principals must immediately 

progress the report to OPS and/or Child Safety. 

Under s.13G of the Child Protection Act 1999 (Old), if a teacher, registered nurse or early childhood education and 

care professional comes to know or reasonably supposes, that Child Safety is aware of a matter, they are not 

required to give a report. 

The Education (General Provisions) Act 2006 (Old) requires that school staff members must give a written report of 

reasonable suspicions of sexual abuse or likely sexual abuse, regardless of whether QPS are already aware of 

the matter. 

If for any reason a principal is not able to progress a report via the OneSchool Student Protection Reporting 

module, they are able to meet mandatory reporting obligations by reporting directly to Child Safety using the on line 

report form, or to the OPS by calling Policelink on 131 444. In addition, a report should be submitted through the 

OneSchool Student Protection Reporting module as soon as possible. 

Managing records 

4. Store documented suspicions and/or incidents of harm, copies of student protection reports, or related 

information in a secure location or in OneSchooL 

Supporting students 

5. Contact the local Suspected Child Abuse and Neglect (SCAN) (DET employees only) team representative 

(Senior Guidance Officer) when a student warrants referral to an Information Coordination Meeting (ICM) or 

SCAN team meeting (See ICM and SCAN Team System Manual). 

6. Consider a referral to Family and Child Connect, Intensive Family Support or other relevant community agency 

when there are concerns for the wellbeing of a student that do not meet the threshold for a report to OPS or 

Child Safety and it is believed that the child and family would benefit from supportive services. 

Sharing information must be in accordance with the Information sharing under the Child Protection Act 1999 (Old) 

procedure. 

NOTE: While the law permits sharing of personal information without consent of the persons concerned for the 

purpose of the referrals mentioned above, it is the department's view that the above referrals should be pursued 

only on a consent basis unless there are exceptional circumstances that justify sharing without consent. Staff 

Uncontrolled copy. Refer to the Department of Education and Training Policy and Procedure Register at 
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should be cognisant of the potential negative reactions of the persons concerned of sharing their personal 

information without consent, even where staff consider the sharing beneficial or protective in nature. 

It is also important to note that sharing relevant information with a service provider about a pregnant woman and 

her unborn child for the purpose of facilitating the provision of support should only occur if the pregnant woman has 

given her consent for the information to be shared. 

School-based employees 

Investigation 

1. Employees are not authorised to investigate (refer to definition) any aspect of a student protection concern 

before or after making a report. However, employees may make enquiries and/or ask questions to the extent 

necessary to form a reasonable suspicion, and therefore meet the threshold to report to Child Safety and/or 

OPS, or to determine an appropriate course of action . 

Reporting 

2. In all instances where an employee has suspicions of harm or risk of harm to a student or unborn child, 

conferral with colleagues, including the principal, is appropriate to determine whether the suspicion is 

reportable to OPS and/or Child Safety. 

When suspicions relate to the principal, conferral should occur with the Regional Director referring to the procedure 

Allegations against employees in the area of student protection for guidance on processes to report concerns. 

In addition to conferral with the principal, employees may use one or more of the following when considering 

whether suspicions of harm reach the threshold for reporting to OPS and/or Child Safety: 

• the Student protection guidelines (DET employees only) 

• the online Child Protection Guide 

• professional judgement 

• conferral with other relevant colleagues such as the deputy principal, guidance officer or school

based youth health nurse. 

3. Provide a report to the principal via the OneSchool Student Protection Reporting module as a matter of 

urgency upon forming a reasonable suspicion, or receiving any information indicating a reasonable suspicion 

that: 

• a student has been sexually abused or is likely to be sexually abused, or 

• a child or unborn child may be in need of protection as a result of physical, sexual, emotional 

abuse or neglect (i.e. has suffered, is suffering or is at unacceptable risk of suffering significant 

harm, and may not have a parent able and willing to protect the child from harm). 

NOTE: When a mandatory reporting obligation applies, the provision of a written report is the personal 

responsibility of the mandatory reporter. Mandatory reporters must ensure that reportable suspicions submitted to 

Uncontrolled copy. Refer to the Department of Education and Training Policy and Procedure Register at 
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the principal through the OneSchool Student Protection Reporting module are given to authorities as a matter of 

urgency. 

Under s.13G of the Child Protection Act 1999 {Qld), if a teacher, registered nurse or early childhood education and 

care professional comes to know or reasonably supposes, that Child Safety is aware of a matter, they are not 

required to give a report. 

The Education (General Provisions) Act 2006 (Qld) requires that school staff members must give a written report of 

reasonable suspicions of sexual abuse or likely sexual abuse, regardless of whether QPS are already aware of 

the matter. 

If for any reason a teacher, registered nurse or early childhood education and care professional is not able to 

progress a report via the OneSchool Student Protection Reporting module, they are able to meet their mandatory 

reporting obligations by reporting directly to Child Safety using the online report form, or to the QPS by calling 

Policelink on 131 444. In addition, a report should be submitted through the OneSchool Student Protection 

Reporting module as soon as possible. 

Managing records 

4. Document suspicions and/or incidents of harm and provide all records to the principal for storage in a secure 

location or in OneSchool. 

Supporting students 

5. Monitor and support any student subjected to or at risk of harm from any source, as appropriate. 

6. Delegated officers under section 159M or 159N of the Child Protection Act 1999 (Qld) may share relevant 

information with other agencies where this is in the best interests of the student and in accordance with 

school processes and s.426 of the Education (General Provisions) Act 2006 {Qld). For further information 

refer to the procedure Information sharing under the Child Protection Act 1999 (Qld). 

Employees located in central and regional offices who have regular contact with students 

Discuss suspicions 

1. Discuss all suspicions of harm or risk of harm to a student, or risk of harm to an unborn child, with the 

relevant principal. 

When the suspicions relate to the principal, discuss the concerns with the Regional Director referring to the 

procedure Allegations against employees in the area of student protection for guidance on processes to report 

concerns. 

Managing records 

2. Document suspicions and/or incidents of harm and provide all records to the principal for storage in a 

secure location or in OneSchool. 

Uncontrolled copy. Refer to the Department of Education and Training Policy and Procedure Register at 
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Non-departmental employees and visitors 

Discuss suspicions 

1. Discuss all suspicions of harm or risk of harm to a student, or risk of harm to an unborn child, with the 

principal. 

When the suspicions relate to the principal, discuss the concerns with the Regional Director referring to the 

procedure Allegations against employees in the area of student protection for guidance on processes to report 

concerns. 

2. Where the employing agency has a MOU or contractual arrangement with the department, report all 

suspicions of student harm or risk of harm, or an unborn child at risk of harm, in accordance with the MOU, 

keep appropriate records, and abide by confidentiality requirements. 

Managing records 

3. Document suspicions and/or incidents of harm and provide all records to the principal for storage in a 

secure location or in OneSchool. 

Student sexualised behaviours and sexual relationships 
When an employee becomes aware of or reasonably suspects student sexual behaviour or sexual conduct 

involving a student under the age of 16 years refer to the Student protection guidelines Part F (DET employees 

only) for guidance on appropriate actions and reporting . 

Harm caused by another student 
When it is suspected a student has been harmed or placed at risk of harm through the actions of another student 

refer to the Student protection guidelines Part F (DET employees only) and the school's Responsible behaviour 

plan for guidance on appropriate actions and reporting. 

Student self-harm 
When it is suspected a student has self-harmed or may be at risk of self-harm refer to the Student protection 

guidel ines Part F (DET employees only) and consider appropriate responses to support the student including 

information on student mental health and wellbeing. 

Sexting and child exploitation material 
When an employee becomes aware of or reasonably suspects student conduct involving sexting and possible child 

exploitation material, refer to the Student protection guidelines Part F (DET employees only) for guidance on 

appropriate actions and reporting . 
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Definitions 

Approved early 

childhood education Approved early childhood education and care programs in state schools are pre-Prep 

and care programs in programs in Indigenous communities and remote kindergarten programs. 

state schools 

Child/ren A person under 18 years of age. 

A child in need of protection , as defined in s.10 of the Child Protection Act 1999 (Qld ), 

is a child who: 
Child in need of 

• has suffered significant harm, is suffering significant harm, or is at 
protection 

unacceptable risk of suffering significant harm and 

• may not have a parent able and willing to protect the child from the harm . 

Colleague 
A colleague, as defined in s.13H of the Child Protection Act 1999 (Qld), is a person 

working in or for the same entity as the person. 

As explained in s.13H of the Child Protection Act 1999 (Qld ), conferral refers to a 

Conferral, relevant person giving information to a colleague, or a colleague giving information to a 

relevant person. 

Corrupt conduct, as defined in ss. 14-15 of the Crime and Corruption Act 2001 (Qld), is 

conduct that: 

• adversely affects, or could adversely affect, directly or indirectly, the 

performance of functions or the exercise of powers of a unit of public 

administration or a person holding an appointment 

• results , or could result, directly or indirectly, in the performance of functions or 

the exercise of powers in a way that is not honest or is not impartial; or involves 

Corrupt conduct 
a breach of the trust placed in a person holding an appointment, either 

knowingly or recklessly; or involves a misuse of information or material 

acquired in or in connection with the performance of functions or the exercise of 

powers of a person holding an appointment 

• is engaged in for the purpose of providing a benefit to the person or another 

person or causing a detriment to another person and 

• would, if proved, be a criminal offence; or a disciplinary breach providing 

reasonable grounds for terminating the person's services, if the person is or 

was the holder of an appointment 

Early childhood For the purposes of the Student protection procedure, this term refers to principals, 

education and care teachers and teacher aides employed in approved early childhood education and care 

professional programs in state schools. 

Uncontrolled copy. Refer to the Department of Education and Training Policy and Procedure Register at 
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An employee, as defined in s.364 of the Education (General Provisions) Act 2006 (Qld}, 

means a person engaged to carry out work at a school for financial reward. This 

includes: 

• school-based employees such as principals; teachers; specialist and support 

staff including guidance officers; members of the administration team; paid 

Employee employees of the P&C; and Youth Support Coordinators 

• employees located in central and regional offices who have regular contact with 

students in state schools 

• non-departmental employees such as employees of other departments or 

services; short-term contractors working on the school site that have regular 

contact with students; Youth Support Coordinators; and chaplains. 

Harm, as defined in s.9 of the Child Protection Act 1999 (Qld), is any detrimental effect 

of a significant nature on the child's physical, psychological or emotional wellbeing . It is 

Harm 
immaterial how the harm is caused and may include physical, psychological or 

emotional abuse, neglect and sexual abuse or exploitation. Harm can be caused by a 

single act, omission or circumstance or a series or combination of acts, omissions or 

circumstances. 

The Education (General Provisions) Act 2006 requires school staff members to 

immediately submit a written report regarding sexual abuse to the principal, and for the 

Immediately 
principal to immediately forward reports concerning sexual abuse to the police. In this 

context, 'immediately' means the report should be progressed without unreasonable 

delay, once a reasonable suspicion of sexual abuse or likely sexual abuse has been 

formed. 

To investigate includes: carrying out a systematic or formal inquiry into a student 

Investigate 
protection matter, including interviewing people; examining the facts of a student 

protection report; or making a determination about whether a child is in need of 

protection. 

Parent 
Refer to s.10 of the Education (General Provisions) Act 2006 (Qld) for the meaning of 

parent. 

Parent able and 
The parent has both the ability and the willingness to ensure the safety, wellbeing and 

willing to protect the 
best interests of the child. The parent's ability and willingness may be evident in their 

child from harm 
statements and direct or indirect actions. (Refer to the Student protection guidelines 

Part C (DET employees only)). 

Principal Refers to the principal or officer in charge of a state educational institution. 

Uncontrolled copy. Refer to the Department of Education and Training Policy and Procedure Register at 
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A reasonable suspicion is a suspicion formed on grounds that are reasonable in the 

circumstances. The Child Protection Act 1999 (Old) (s.13C) also states that: 

• a reasonable suspicion may have been informed by observation of the child, 

other knowledge of the child or any other relevant knowledge, training or 

Reasonable suspicion experience the person forming the suspicion may have 

• matters that may be considered when forming a reasonable suspicion, include: 

detrimental effects on the child's body or psychological or emotional state that 

are evident or likely to become evident in the future; the nature and severity of 

the detrimental effects and the likelihood they will continue; and the child's age. 

As defined in s.159C of the Child Protection Act 1999 (Old), includes information about 

a child, the child 's family, someone else, a pregnant woman or an unborn child which 

Relevant information 
will assist the chief executive of the Department of Communities, Child Safety and 

Disability Services or a service provider, as defined in s.159D of the Child Protection 

Act 1999 (Old), to make plans or decisions relating to, or provide services to, a relevant 

child or child's family. 

Under s.13E of the Child Protection Act 1999 (Old), mandatory reporting applies to a 

relevant person, who is any of the following: 

a) a doctor 

b) a registered nurse 

c) a teacher 

Relevant person d) a police officer who, under a direction given by the commissioner of the police 

service under the Police Service Administration Act 1990 (Old), is responsible 

for reporting under this section 

e) a person engaged to perform a child advocate function under the Public 

Guardian Act 2014 (Old) 

f) an early childhood education and care professional. 

Under s.13E of the Child Protection Act 1999 (Old), a reportable suspicion about a child 

is a reasonable suspicion that the child: 

• has suffered, is suffering, or is at unacceptable risk of suffering, significant harm 

caused by physical or sexual abuse; and 
Reportable suspicion 

• may not have a parent able and willing to protect the child from the harm . 

Under s.365 and s.365A of the Education (General Provisionsl Act 2006 (Old), a 

reportable suspicion is a reasonable suspicion that a student has been sexually abused 

or is likely to be sexually abused by another person. 

Uncontrolled copy. Refer to the Department of Education and Training Policy and Procedure Register at 
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The purpose of the SCAN team system is to enable a coordinated, multi-agency 

response to children where statutory intervention is required to assess and meet their 

SCAN (Suspected 
protection needs. This is achieved by: 

Child Abuse and • timely information sharing between SCAN team core members; 

Neglect) team system • planning and coordination of actions to assess and respond to the protection 

needs of children; and 

• holistic and culturally responsive assessment of children's protection needs . 

A school staff member is an individual who is employed by the department and normally 

School staff member performs their daily duties within a school or schools, whether on a temporary, 

permanent or contract basis. 

Self-harm 
Harm that requires immediate medical or psychological intervention. Self-harm includes 

self-inflicted injuries, OR other self-inflicted physical or psychological damage. 

Sexual conduct 
Sexual conduct is any behaviour that might reasonably be interpreted as being 

designed or intended to arouse or gratify sexual desires. 

State educational A state educational institution is an institution established under Chapter 2 of the 

institution Education (General Provisionsl Act 2006 (Qld}. 

For the purposes of this procedure only, the definition of 'student' includes: 

• a child enrolled at a state educational institution; or 
Student 

any other child, regardless of whether they are enrolled at a school, provided • 
suspicions of harm are raised by employees or visitors to a state school in the 

course of their employment or duties. 

For the purposes of this procedure, a teacher means an approved teacher under the 

Teacher Education (Queensland College of Teachersl Act 2005 (Qld} who is employed at a 

school. 

A visitor is any person who visits the school on a one-off or regular basis to provide 

Visitor services to the school. This includes any volunteers assisting in the school tuckshop, 

classrooms or on school excursions or presenters of one-off programs. 

Legislation 

• Education (General Provisionsl Act 2006 (Qld} Sections 10, 13-15, 364-365A, 419A, 419F, 426. 

• Child Protection Act 1999 (Qld} Sections 4-5E; 8-11; 13A-13E; 13G-131; 159A-159N; 159Q-159R; 186-188; 

197 A; and Schedule 3 

• Crime and Corruption Act 2001 (Qld} Sections 14-15 

Delegations/ Authorisations 

• Nil 

Uncontrolled copy. Refer to the Department of Education and Training Policy and Procedure Register at 
http://ppr.det.qld.gov.au to ensure you have the most current version of this document. 
Page 11 of 13 

Queensland 
Government 

DoE RTI application 182806 - File A: Corporate Services - Document 216 of 275

Rel
ea

se
d 

un
de

r t
he

RTI
 A

ct
 b

y 
DoE



Department of Education and Training 
--------------------------------------------
·~ ''<'';••,, .: .. /·/, 

Related policies 

• Code of Conduct for the Queensland Public Service 

• DET Standard of Practice 

Related procedures 

• Allegations against employees in the area of student protection 

• Information sharing under the Child Protection Act 1999 (Old) 

• Police and Child Safety Officer interviews with students, and police searches at state educational 

institutions 

• Supporting students' mental health and wellbeing 

Guidelines 

• Student protection guidelines (DET employees only) 

• OneSchool Student Protection Reporting guide (DET employees only) 

• Queensland Child Protection Guide 

Supporting information/websites 

• Interview by Department of Communities, Child Safety and Disability Services and/or Queensland Police 

Service on school site with a student who may be in need of protection 

• Student protection fact sheet for employees (DET employees only) 

• Child Safety resources 

Contact 

For further information, please contact your regional Principal Advisor - Student Protection . 

Review date 

30/06/2019 

Superseded versions 
Previous seven years shown. Minor version updates not included. 

3.0 Student protection 

4.0 Student protection 

5.0 Student protection 

6.0 Student protection 

7.0 Student protection 

8.0 Student protection 

Uncontrolled copy. Refer to the Department of Education and Training Policy and Procedure Register at 
http://ppr.det.gld.qov.au to ensure you have the most current version of this document. 
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Department of Education and Training 

~,,,, •. ·~-."'- I / , _,,,,_~ 1 ,1. if. {{( .. ~ ' ,1.-.. < ~-: , / 4: 
e , ; '·· """" I . . 

Creative Commons License 

'.~ ) () 
"'-~ EI 

Uncontrolled copy. Refer to the Department of Education and Training Policy and Procedure Register at 
http://ppr.det.qld .qov.au to ensure you have the most current version of this document. 
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Queensland Government 

Code of Conduct 
For the Queensland Public Service 

1 January 2011 
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© The State of Queensland (Public Service Commission) 2010. 

Published by the Public Service Commission, December 2010, 53 Albert Street, Brisbane Qld 

4000. The Queensland Government supports and encourages the dissemination and exchange of 

information. However, copyright protects this document. 

The State of Queensland has no objection to this material being reproduced, made available online 

or electronically but only if it is recognised as the owner of the copyright and this material remains 

unaltered. Copyright enquiries about this publication should be directed to the Public Service 

Commission, by email to feedback@psc.qld.gov.au or in writing to PO Box 15190, City East Qld 4002. 
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2 

Application 

This Code applies to employees of Queensland public service agencies. 

Public service agencies are defined under the Public Sector Ethics Act 1994 as: 

• a department 

• a TAFE institute or statutory TAFE institute 

• the administrative office of a court or tribunal, and 

• an entity prescribed by regulation. 

For the purposes of this document only, employees (other than judicial officials), are defined as: 

• any Queensland public service agency employee whether permanent, temporary, full-time, 
part-time or casual, and 

• any volunteer, student, contractor, consultant or anyone who works in any other capacity for a 
Queensland public service agency. 

The Code applies at all times when we are performing official duties including when we are representing 
the Queensland Government at conferences, training events, on business trips and attending work
related social events. 

Code of Conduct for the Queensland Public Service 
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How this Code works 

The Code contains the ethics principles and their associated set of values prescribed in the 
Public Sector Ethics Act 1994. It also contains standards of conduct for each ethics principle. 
The ethics principles are: 

These are the fundamental principles of ethical behaviour essential to robust public sector integrity and 
accountability and which public sector entities' must promote in their internal and external relationships. 

Each principle is strengthened by the set of values describing the behaviour that will demonstrate that 
principle. The principles and associated values are equally important. 

The standards of conduct, contained in the Code under each set of principles and values, help us as 
individuals to understand how we put these principles and values into practice. The standards are 
not intended to cover every possible scenario, therefore in adhering to the Code, we are committed to 
upholding the intention and spirit of the principles and values. 

Agency-specific Standards of Practice, as approved by the Public Service Commission Chief Executive 
can supplement this Code. An approved Standard of Practice will apply to that agency's employees in 
the same way as this Code. 

As well as upholding the principles, values and complying with standards of conduct set out in this 
Code, we will also comply with all relevant legislation, awards, certified agreements, subsidiary 
agreements, directives, whole-of-government policies and standards. We will also adhere to the 
policies, organisational values and organisational documents of our employing agency. 

Values 

• Contained in Part 3, Division 2 of the Public Sector Ethics Act 1994. 
• Provides a detailed explanation of the principles. 

Standards of Conduct 

• Statements that reflect and support the values and principles. 

' The Public Sector Ethics Act 1994 applies to public sector entities, including public service departments, agencies and offices, local 
government organisations and other public sector organisations such as universities . 

Code of Conduct for the Queensland Public Service 3 
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4 

Using this Code 

The Code describes how we will conduct ourselves in delivering services to the Queensland community. 
An ethical culture in public service agencies starts with our Chief Executive Officers and is demonstrated 
through our senior leaders and all employees. 

All employees 

We take personal responsibility to uphold this Code and demonstrate the principles and values of the 
Public Sector Ethics Act 1994 by the way we perform our duties. 

This Code recognises that we can all demonstrate ethical leadership in how we perform our role, and 
is a statement of our commitment to the people of Queensland, their elected representatives and 
our colleagues. 

Chief Executive and Senior Executive Service Officers 

As our senior leaders, Chief Executive and Senior Executive Service (SES) Officers have a responsibility 
to visibly demonstrate and uphold the principles and values of the Public Sector Ethics Act 1994. Chief 
Executive and SES officers' roles are to promote an organisational culture that values high ethical 
standards and behaviour. 

Chief Executive and SES officers openly demonstrate their conscious commitment to ethics by 
communicating the importance of ethical decision-making in the workplace, and promoting ethical 
behaviour in day-to-day actions. 

Chief Executive and SES officers also ensure employees have access to training in the operation of this 
Code and in ethical decision-making more broadly, making the Code meaningful for all employees. 

Managers and supervisors 

Managerial behaviour sets the tone for the conduct of all employees. Managers and supervisors have a 
responsibility to model and promote this Code. 

Managers have the ability to influence others by fostering an ethical environment and demonstrate this 
awareness in performing their duties and in making decisions. 

Managers ensure public service employees understand the Code, and any other relevant legislation, 
delegations, policies or other information required to satisfactorily perform our duties. Managers also 
ensure that appropriate development and training is provided allow us to perform our duties. 

Upholding this Code 

As part of demonstrating our commitment to uphold this Code, we need to identify and report conduct 
that is not consistent with this Code. 

Managers have a responsibility to make fair, transparent and consistent decisions regarding any 
allegations of behaviour that does not uphold this Code. 

We will support employees who report genuine concerns of wrongdoing and manage any reports of 
suspected wrongdoing in a fair, transparent and consistent manner. 

Code of Conduct for the Queensland Public Service 
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Principle and values 

The Public Sector Ethics Act 1994 states: 

In recognition that public office involves a public trust, public service agencies, public 
sector entities and public officials seek to promote public confidence in the integrity of the 
public sector and -

a. are committed to the highest ethical standards; 

b. accept and value their duty to provide advice which is objective, independent, 
apolitical and impartial; 

c. show respect towards all persons, including employees, clients and the general 
public; 

d. acknowledge the primacy of the public interest and undertake that any conflict of 
interest issue will be resolved or appropriately managed in favour of the public 
interest; and 

e. are committed to honest, fair and respectful engagement with the community. 

Standards of conduct 

1.1 Commit to the highest ethical standards 

As public service employees we are required to ensure that our conduct meets the highest ethical 
standards when we are fulfilling our responsibilities. 

We will: 

a. ensure any advice that we provide is objective, independent, apolitical and impartial 

b. ensure our decision making is ethical 

c. engage with the community in a manner that is consultative, respectful and fair, and 

d. meet our obligations to report suspected wrongdoing, including conduct not consistent with 
this Code. 

1.2 Manage conflicts of interest 

A conflict of interest involves a conflict between our duty, as public service employees, to serve the 
public interest and our personal interests. The conflict may arise from a range of factors including our 
personal relationships, our employment outside the public service, our membership of special interest 
groups, or our ownership of shares, companies, or property. 

As public service employees we may also experience conflicts of interest between our public service 
ethics and our professional codes of ethics (for example as health care professionals or as lawyers), or 
with our personal beliefs or opinions. 

Code of Conduct for the Queensland Public Service 5 
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6 

Having a conflict of interest is not unusual and it is not wrongdoing in itself. However failing to disclose 
and manage the conflict appropriately is likely to be wrongdoing. 

As public service employees we are committed to demonstrating our impartiality and integrity in 
fulfilling our responsibilities and as such we will: 

a. always disclose a personal interest that could, now or in the future, be seen as influencing the 
performance of our duties. This will be done in accordance with our agency policies 
and procedures 

b. actively participate with our agency in developing and implementing resolution strategies for 
any conflict of interest, and 

c. ensure that any conflict of interest is resolved in the public interest. 

1.3 Contribute to public discussion in an appropriate manner 

Commenting on government policy is a matter for Ministers, not employees. Unless prior authorisation 
has been given, we will not comment to the media on government policy. 

Where providing factual information to the public on government policy is a part of our official duties 
and responsibilities, we will ensure that information is appropriately authorised, and that we properly 
represent government policy and administration in its intended manner and spirit. 

Like any other citizen, we have the right to contribute to public discussions on community and social 
issues in our private capacity. 

In doing so, we will: 

a. take reasonable steps to ensure that any comment we make will be understood as representing 
our personal views, not those of government 

b. maintain the confidentiality of information we have access to due to our roles, that is not publicly 
available, and 

c. be aware that personal comments about a public issue may compromise our capacity to perform 
the duties of our role in an independent, unbiased manner. 

1.4 Manage participation in external organisations 

Our work as a public service employee does not remove our right to be active privately in a political 
party, professional organisation or trade union. 

As a member of a political party, however, we are aware that participating in activities in the public 
arena, where we may be identified as a public service employee, can give rise to a perception of conflict 
of interest (see section 1.2). Where this situation arises, we will declare and manage our activities in 
accordance with our agency's policies. 

lfwe are elected as workplace representatives or officials of a trade union or professional association, 
we are not required to seek permission from our workplace before speaking publicly in that capacity, 
and we will make it clear that our comments are made only on behalf of that organisation. 

In all instances, we will comply with the appropriate laws of privacy, confidentiality and information 
management. 

Code of Conduct for the Queensland Public Service 
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1.5 Demonstrate a high standard of workplace behaviour and 
personal conduct 

We have a responsibility to always conduct and present ourselves in a professional manner, and 
demonstrate respect for all persons, whether fellow employees, clients or members of the public. 

We will: 

a. treat co-workers, clients and members of the public with courtesy and respect, be appropriate in 
our relationships with them, and recognise that others have the right to hold views which may 
differ from our own 

b. ensure our conduct reflects our commitment to a workplace that is inclusive and free 
from harassment 

c. ensure our fitness for duty, and the safety, health and welfare of ourselves and others in the 
workplace, whether co-workers or clients 

d. ensure our private conduct maintains the integrity of the public service and our ability to perform 
our duties, and 

e. comply with legislative and/or policy obligations to report employee criminal charges 
and convictions. 

Code of Conduct for the Queensland Public Service 7 
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8 

Principle and values 

The Public Sector Ethics Act 1994 states: 

In recognition that the public sector is the mechanism through which the elected 
representatives deliver programs and services for the benefit of the people of Queensland, 
public service agencies, public sector entities and public officials -

a. accept and value their duty to be responsive to both the requirements of government 
and to the public interest; 

b. accept and value their duty to engage the community in developing and effecting 
official public sector priorities, policies and decisions; 

c. accept and value their duty to manage public resources effectively, efficiently and 
economically; 

d. value and seek to achieve excellence in service delivery; and 

e. value and seek to achieve enhanced integration of services to better service clients. 

Standards of conduct 

2.1 Comm it to excellence in service delivery 

Public service agencies are entrusted with public funds to develop and deliver services to the 
community on behalf of government. 

We have a responsibility to: 

a. deliver services fairly, courteously, effectively, and ensure we use resources efficiently and 
economically 

b. assist all members of the community, particularly people with disabilities, those who speak 
languages other than English, and those who may find it difficult to access government services, 
and 

c. treat complaints from clients and the community seriously and respond to constructive feedback 
as an opportunity for improvement. 

Code of Conduct for the Queensland Public Service 
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2.2 Ensure appropriate community engagement 

Community participation is crucial to the development of quality government planning and decision
making processes. 

We have a responsibility, where appropriate and in accordance with our official duties, to: 

a. listen and respond to issues and concerns raised by individuals or communities 

b. consult with the public to assist in the development of public policy, and 

c. assist in raising community awareness about public issues and policies. 

2.3 Work as an integrated service 

ln order to deliver excellence in customer service, we will work together to address complex issues and 
provide integrated services to the community. 

We have a responsibility, where appropriate and in accordance with our official duties, to: 

a. share information across Queensland public service agencies, where permitted by law, to 
enhance the seamless delivery of services 

b. share common-use assets, accommodation, and infrastructure within Queensland public service 
agencies to generate economies and efficiencies 

c. collectively plan and deliver related programs and services within Queensland public service 
agencies, and 

d. work cohesively at the local, regional, state and national levels to provide integrated services. 

Code of Conduct for the Queensland Public Service 9 
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10 

Principle and values 

The Public Sector Ethics Ad 1994 states: 

In recognition that the public sector has a duty to uphold the system of government and 
the laws of the State, Commonwealth and local government, public service agencies, public 
sector entities and public officials -

a. accept and value their duty to uphold the system of government and the laws of the 
State, the Commonwealth and local government; 

b. are committed to effecting official public sector priorities, policies and decisions 
professionally and impartially; and 

c. accept and value their duty to operate within the framework. of Ministerial 
responsibility to government, the Parliament and the community. 

(This) does not limit the responsibility of a public service agency, public sector entity or 
public sector official to act independently of government if the independence of the agency, 
entity or official is required by legislation or government policy, or is a customary feature of 
the work of the agency, entity or official. 

Standards of conduct 

3.1 Commit to our roles in public service 

Our role is to undertake our duties, and to give effect to the policies of the elected government, 
regardless of its political complexion. 

We will: 

a. accept that the elected government has the right to determine policy and priorities 

b. be responsive to the government of the day and implement decisions and policies professionally 
and impartially 

c. comply with the laws of State, Australian and local governments 

d. comply with all relevant awards, certified agreements, subsidiary agreements, directives, 
whole-of-government policies and standards, and 

e. adhere to the policies, organisational values and organisational documents of our 
employing agency. 

3.2 Maintain appropriate relationships with Ministerial staff 

Ministerial advisors and the public service share a common commitment to serving the government 
of the day. Central to good government, and the ability to carry out the designated role of the public 
service, are positive and productive interactions between the administrative and political arms 
of government. 

Code of Conduct for the Queensland Public Service 
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If providing advice to Ministers is a part of our role, we will ensure our interactions are positive and 
productive when engaging with ministerial staff. 

Ministerial staff are not empowered to direct public service employees in their own right. If this occurs, 
we will bring this to the attention of our agency's senior management. 

3.3 Ensure proper communication with Members of Parliament 

We have the right to communicate directly with a Member of Parliament on any issue affecting us as a 
private citizen. In communicating with Members as private citizens, we will maintain the confidentiality 
of information that is not publicly available, and we have access to due to our roles. 

Code of Conduct for the Queensland Public Service 11 
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12 

Principle and values 

The Public Sector Ethics Ad 1994 states: 

In recognition that public trust in public office requires high standards of public 
administration, public service agencies, public sector entities and public officials· 

a. are committed to exercising proper diligence, care and attention; 

b. are committed to using public resources in an effective apd accountable way; 

c. are committed to managing information as openly as practicable within the legal 
framework; 

d. value and seek to achieve high standards of public administration; 

e. value and seek to innovate and continuously improve performance; and 

f. value and seek to operate within a framework of mutual obligation and shared 
responsibility between public service agencies, public sector entities and 
public officials. 

Standards of conduct 

4.1 Ensure diligence in public administration 

We have an obligation to seek to achieve high standards of public administration and perform our 
duties to the best of our abilities. 

We will: 

a. apply due care in our work, and provide accurate and impartial advice to all clients whether 
members of the public, public service agencies, or any level of government 

b. treat all people equitably and consistently, and demonstrate the principles of procedural fairness 
and natural justice when making decisions 

c. exercise our lawful powers and authority with care and for the purpose for which these were 
granted, and 

d. comply with all reasonable and lawful instructions, whether or not we personally agree with a 
given policy direction. 

Code of Conduct for the Queensland Public Service 
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4.2 Ensure transparency in our business dealings 

In order to ensure all government dealings with private industry are conducted with the highest level of 
integrity we will ensure: 

a. our business meetings with persons who were formerly Ministers, Parliamentary Secretaries or 
senior government representatives are not on matters those persons had official dealings with in 
their recent previous employment in accordance with government policy 

b. any engagement we have with lobbyists is properly recorded, and 

c. we manage gifts, benefits or hospitality in accordance with our agency policies. 

4.3 Ensure appropriate use of official resources, public property 
and facilities 

We are accountable for all resources that we use in the course of our duties. 

We will: 

a. be economical, and avoid waste and extravagance in the use of public resources for 
proper purposes 

b. use any public resource in accordance with official policies 

c. purchase, manage and care for public resources in accordance with official policies, and 

d. responsibly utilise human assets such as corporate knowledge and intellectual property, 
as public resources. 

4.4 Ensure appropriate use and disclosure of official information 

The public has a right to know the information that is created and used by the government on 
their behalf. This right is balanced by necessary protections for certain information, including 
personal information. 

Information privacy legislation protects against the misuse of personal information and we have an 
obligation to ensure the lawful collection and handling of personal information. 

In addition, we will: 

a. treat official information with care and use it only for the purpose for which it was collected 
or authorised 

b. store official information securely, and limit access to those persons requiring it for legitimate 
purposes, and 

c. not use confidential or privileged information to further personal interests. 

We will continue to respect the confidentiality of official information when we leave 
public service employment. 

Code of Conduct for the Queensland Public Service 13 
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14 

4.5 Commit to innovation and continuous performance 
improvement 

The capacity of the public service to deliver services to the community depends on 
an innovative and creative workforce, and a commitment to continuously improve the 
performance of our agency and ourselves. 
We each have a responsibility, having regard to our own roles, to: 

a. maintain and develop our professional skills and knowledge 

b. in consultation with our managers, take reasonable steps to identify and apply for 
development opportunities relevant to our current roles and responsibilities 

c. actively participate in employee performance management processes, including 
induction, performance planning and development, and 

d. actively contribute to developing and improving business planning and processes, 
including innovative ways of delivering services. 

Code of Conduct for the Queensland Public Service 
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For more information 

If you need assistance about how this Code relates to you, please contact your agency's 
Ethical Standards or Human Resources area. 

Forfurther advice about the operation of this Code, you may wish to contact the Public 
Service Commission (PSC) Advisory Service on 1300 038 472. 

Copies of this Code of Conduct for the Queensland Public Service, plus additional 
supporting information can be accessed at www.ethics.qld.gov.au. 

15 

DoE RTI application 182806 - File A: Corporate Services - Document 235 of 275

Rel
ea

se
d 

un
de

r t
he

RTI
 A

ct
 b

y 
DoE



www.ethics.qld.gov.au 

DoE RTI application 182806 - File A: Corporate Services - Document 236 of 275

Rel
ea

se
d 

un
de

r t
he

RTI
 A

ct
 b

y 
DoE



DoE RTI application 182806 - File A: Corporate Services - Document 237 of 275

Released under th
e RTI A

ct b
y

DoE



ESSENTIAL SKILLS FOR CLASSROOM 
MAN AG EM ENT. 71h March 2016 
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"~ te~Vltt Ls VIA.ore tVl~V\, ~ coLLectLoV\, of 
people Lt Ls ~ process of gLve ~V\,ot t~R.e." 

- Barbara Glacel & Emile Robert Jr. 

GIVE respect to others TAKE chances 

GIVE encouragement TAKE ideas 

GIVE new perspective TAKE responsibility 
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LEARNING GOALS 

..111111 

Understand and 
recall the ESCM skills 

Be able to apply the 
ESCM skills to my 

practice 

~ 

Identify 
improvements I can 
make to my ESCM 

practices 

Be able to assist 
others to modify 
their practices to 
include the ESCM 

progression 
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LEARNING OR MANAGEMENT? 

Articulating clear expectations 

Provide relevant curriculum and instructions 

Nurture positive relationships 

Foster student compliance with instructions 

Acknowledge appropriate behaviour 

Correct inappropriate behaviour 

Assess achievement 

Report outcomes 
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LEARNING CONVERSATIONS 
V 

MANAGEMENT CONVERSATIONS 

CLASS Learning conversations Management conversations 
Phase of lesson most 

likely for management 
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A= acknowledgement 

Too much correction: 

Resentment 
Builds dependence 

C= correction 

Too much acknowledgement : 

Think they are awesome 

Imbalance between teachers 
can hurt kids self esteem 
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4 

ESCM 

How many skills there are 

The name of each skill 

Maybe something else 
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Group of 3 

i1en1: hUffle 
1. Cut the definitions 

from the names 

2. Pair the definition with 
the ESCM name 

3. Put them in order of do 
first to use last 

silent 
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ESCM SKILLS 

Least intrusive ---------------------------- Most intrusive 

Establishing Expectations 

Giving instructions 

Waiting and scanning 

Cueing with parallel acknowledgement 

USE ALWAYS 

Body language encouraging 

Descriptive encouraging 

USE OFTEN 

Selective attending 

Redirecting to the learning 

Giving a choice 

Following through 

USE SOMETIMES 
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ESTABLISHING EXPECTATIONS 

To clearly articulate and demonstrate the 
boundaries of pro-social behaviour 
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West side 
V 

East side 

One person 
answers 

( 
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3 strike change 
over 
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GIVING INSTRUCTIONS 

To give clear direction about 

what students are to do 
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ATIENTION GETIING 
STRATEGIES 

30 seconds per sheet 

pass to left 

read then write 
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TASK Find a partner 

#1 

Get a blank piece 
of paper and pen 

I 
........__. -·~---~ 

Sit with back to 
#2 

/ ~----,.,,~~ 

draw picture as 
instructed by #2 

Tallest person is # 1 

Shortest person is #2 
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SUCCESS CRITERIA 

0 PENCIL CASE, HPE Book, DIARY, VOCAB BOOK 

D date, title, learning goal, 

D definition of cardiovascular in vocab book 

D Cardio exercise activity sheet completed and glued in' 

D participate in cardio activity - skipping 

D write homework in diary 

D pack up and clean area 
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WAITING AND SCANNING 

To wait and look at your students for 5 - 1 0 seconds 

after you give an instruction. 

DO . NOT . TALK 
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CUEING WITH PARALLEL ACKNOWLEDGEMENT 

To acknowledge students on-task behaviour 

with the intention of encouraging others to copy 
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BODY LANGUAGE EN{OUNAGING 

To intentionally use your proximity, body gestures 
and facial expressions to encourage students to 

remain on task 
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DESCRIPTIVE ENCOURAGING 

To encourage students to become more aware 
of their competence by describing exactly 

what you see or hear from them that you want 
them to repeat more frequently 
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********* 
* ** * ** 1. "Miranda, you started on this activity immediately as asked." 

2. "Surprise, Surprise! Jay can write." 

3. "The Dolphins are in the lead due to all their group being organised and ready to start 

learning by the bell. Well done team Dolphins." 

4. "Good of you to come to school Simone." 

5. "You're amazing" 

6. "Nice effort." 

7. "See you can stay focussed on your learning - why didn't you do it yesterday?" 

8. "Speaking clearly, making eye contact, that's what we want to see." 
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SELECTIVE ATTENDING 

To intentionally give minimal attention to safe off
task or inappropriate behaviour 
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REDIRECTING TO THE LEARNING 

To respectfully prompt the student who is off-task or 
disrupting others, initially with a redirection to the 

learning 
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REDIRECTING TO THE LEARNING 

Key Points 
To use this skill effectively: 

1. Be aware of your usual initial response to inappropriate student behaviour. 

2. If you are in the habit of talking about behaviour when redirecting, consider how you could 
redirect to the learning. 

3. You are redirecting the inappropriate behaviour and simultaneously giving a message 
about the importance of being on-task. 

4. Consider non verbal messages that do not distract other students from their learning 
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QUESTION 

Why are students off task? 

ntecedant 
hat happened Drior 

lo the behavior 
of concern 

'IJYJl~U 
hath 

after lhe behavior 
was dee 11URStrated 
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GIVING A CHOICE 

To respectfully confront the student, who is disrupting 
others, with the available choices and their logical 

consequences 
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GIVING A CHOICE 

1. Plan ahead. Think about the types of choices that you may be able to 
offer. 

2. Do not give a choice that you cannot or will not follow through with. 

3. Consider a least-to-most intrusive approach. 

4. Staying calm and remaining positive are important, even when 
inappropriate behaviours are escalating. 

5. Distinguish between punishment and logical consequences. 

When giving a choice it is important to make the consequence as closely 
related as possible to the behaviour of concern. 
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PUNISHMENT V'S CONSEQUENCES 

Logical consequences can be defined as consequences that: 

•are known in advance 

•are not overly harsh 

•are related to the behaviour of concern 

•are completed in a timely manner 

•allow for maintaining or re-establishing the working relationship 

•are initiated and implemented by the immediate supervising teacher. 
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GIVING A CHOICE 

It is the certainty 
NOT 

the severity, 

of the follow through 

that is important 
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FOLLOWING THROUGH 

Resolute, planned action in the face of on-going 
disruptive behaviour that is seriously disturbing the 

learning environment or is extended off-task 
behaviour 
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HOT POTATO 

Learning goal 

Be able to assist others to modify their practices to 
include the ESCM progression 
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START YOUR ENGINES 

Learning goal: 

Understand and recall the ESCM skills 
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LOOKING FORWARDS - LOOl(ING BACK 

Learning goal: 

Identify improvements I can make to my 
ESCM practices 
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of Code 
Conduct --_._, ,: :· 

.:::::_;~:~~RL:~ii~~jJ.:, :-i~i~b,---

. ;Entroducing. the Code of Conduct. for 1::lif3 ·Quf3~n.liindtpili:,iic se::i±;i~~c, 
--.-. ·--' " 

··----· --------
~'.:, ·=·/:-_ --~-- ·.<:._::···:· ~:·- --~~·: .. , -.. -~'>.-·:a-<_;;::\:<:,:: .. :::-.. :: 2:-::-:<_--,._._:_~_-··_·-;<_ .· --_ ·;:-:_-,-_,\,p.· '.~--, 

We make a difference to the lives of Queenslanders. In return, the people of Queensland ask for and deserve our best 
efforts in meeting our professional duty and upholding the Code of Conduct. We can all demonstrate ethical 
leadership in how we perform our role, and show our positive commitment to the people of Queensland, their elected 
representatives and our colleagues. 

·I 

That is: being honest, 
fair and respectful in 

every dealing, and 

being unprejudiced, 
unbiased and just. 

That is: contributing 
to outcomes that 

benefit the people of 

Queensland. 

That is: respecting the 
government and its 

institutions and 

upholding the law. 

That is: taking 
responsible actions 
and decisions that 

can be explained and 
easily understood. 

.-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-· . ·-·-·-·-·-·-·-. 
Standard of Practice 

Agencies may develop a Standard of Practice to support the Code of Conduct in their agency. 

'·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-·-· 

Legislation, policy and procedure 
The Code of Conduct supports and is supported by: 

• legislation, awards, certified agreements, subsidiary agreements, directives, whole-of-government policies 
and standards, and 

• the policies and procedures of our employing agencies. 

e>Queensland Government 

1 

www.ethics.qld.gov.au 
Tomorrow's QuGcnsland 
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Code of 
/ ·'-" ___ ,. ----'1~ 

Conduct ·-' _;: ;: ',,,, 

~~;,<:" ->~;:~~lf~,f~~i·-~~;,;~;~;,,~-"-., .a.C~s,\'.~L-~"'-s.··-·==-
In trod.'llcin.g' the _Ccid.e -- of -Corich:ict 1!:cir ih~ -Q~eiensland Ptiblic 

····--~~-~.- ''----·-~-------- . _,_ ·. ----·-·- -··-·----~~--··----

Upholding ethical standards 
The public has the rightto expect the same hlgh ethical standards from all ofus. To meet these standards: 

• we uphold the principles and values and comply with standards of conduct set out in the Code of 
Conduct. 

• we comply with Standards of Practice where they have been adopted by our employing agency. 
• we comply with all relevant legislation, awards, certified agreements, subsidiary agreements, directives, 

whole-of-government policies and standards. 
• we adhere to the values, policies and procedures of our employing agency. 

Who the Code of Conduct applies to 
The Code of Conduct for the Queensland Public Service will ensure the public service embodies the hlghest 
ethlcal standards and help achleve greater awareness of the positive values underpinning the public service. 
The Code of Conduct applies to: 

• any Queensland public service agency employee whether permanent, temporary, full-time, part-time or 
casual, and 

• any volunteer, student, contractor, consultant or anyone who works in any other capacity for a 
Queensland public service agency. 

When the Code of Conduct applies 
Our conduct impacts on public confidence in the public service. We take personal responsibility to uphold the 
Code and demonstrate the principles and values of the Public Sector Ethics Act 1994 by the way we perform our 
duties. The Code applies at all times when: 

• when we are performing official duties 
• when we are representing the Queensland Government at conferences, training events, and on business 

trips; and 

• when we are attending work-related social events. 

Where to access the Code of 
Conduct 

Code of Conduct for Queensland Public Service: 
_http://www.psc.qld.gov.au/includes/assets/qps-code
conductpdf 

DETE Standard of Practice: 
http://education.qld.gov.au/comorate/codeofconduc1/ 
pdfs/det-code-of-conduct-standard-of-practice.pdf 

E!bics in the Queensland Public Sector website: 
www.ethics.qld.gov.au 

Where to get advice about the 
Code of Conduct 

Agency details: 

Ethical Standards Unit 
Ph: 07 3055 2950 
Fax: 07 3055 2996 
ethicalstandards@dete.qld.gov.au 

Public Service Commission Advisory Service 
pscenquiries@psc.gld.gov.au 
1300 038 472 

e Queensland Government 

2 

www.ethics.qld.gov.au 
Tomorrow's Q~eensl,rnd 
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Student protection 
Audience 

All state schools 

Purpose 

Implementation Date: 27/07/2018 
Version: 9.4 

This procedure outlines the responsibilities and processes for employees and visitors to state schools when dealing 

with student protection concerns and responding when it is suspected that a student, or an unborn child, has been 
harmed or is at risk of harm. 

The procedure also clarifies responsibilities necessary for compliance with the differing mandatory reporting 

obligations under the Education (General Provisions/ Act 2006 (Qld) and the Child Protection Act 1999 (Qld). 

Overview 

The procedure applies to all employees and visitors to state schools who have regular contact with students, 

including such activities as escorting students on camps, trips within or outside Australia, sporting activities and 
other extra-curricular activities. 

Any person has the right to make a report directly to the Department of Child Safety, Youth and Women (Child 

Safety) or Queensland Police Service (QPS), or to make a report of suspected corrupt conduct directly to the Crime 
and Corruption Commission. 

Any person who follows the Student protection procedure reporting processes will be entitled to seek the protection 

from liability in civil, criminal and administrative processes available under s.197 A of the Child Protection Act 1999 

(Qld). Further, they will be entitled to the confidentiality protections afforded to notifiers under s.186 of the Child 
Protection Act 1999 (Qld). 

Any person who makes a voluntary report to Child Safety or QPS, outside the Student protection procedure 

reporting processes, will also be entitled to seek the protections afforded by ss. 197 A and 186 provided they have 

complied with s.197A of the Child Protection Act 1999 (Qld). 

This procedure should be read in conjunction with the: 

• Student protection guidelines (DoE employees only) 

• Code of Conduct for the Queensland Public Service 

• The department's Standard of Practice. 

Uncontrolled copy. Refer to the Department of Education Policy and Procedure Register at 
http://ppr.det.gld.gov.au to ensure you have the most current version of this document. 
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Department of Education 

Where an employing agency has a Memorandum of Understanding (MOU) or contractual arrangement with the 

department, these documents should also be considered. 

Harm, including sexual misconduct, involving employees is managed in accordance with the departmental 

procedure Allegations against employees in the area of student protection. 

Responsibilities 

All employees and visitors in state schools 

All employees and visitors in a state school have a responsibility to respond when it is suspected that a student, or 

an unborn child, has been harmed or is at risk of harm. 

This responsibility applies when a reasonable suspicion has been formed in the course of employment or duties as 

an employee or visitor. 

Employees also have a responsibility to comply with mandatory reporting obligations. 

Mandatory reporting 

The following are mandatory reporting obligations specified in legislation: 

• Under s.365 & s.365A of the Education (General Provisions) Act 2006 (Old) a school staff member must 

immediately give a written report to the principal or principal's supervisor when they become aware or 

reasonably suspect the sexual abuse or likely sexual abuse of a student under 18 years. The principal or 

supervisor must immediately give a copy of the report to the OPS. 

• Under s.13E of the Child Protection Act 1999 (Old) a teacher, registered nurse or early childhood 

education and care professional must give a written report when they reasonably suspect a child has 

suffered, is suffering or is at risk of suffering significant harm caused by physical or sexual abuse and may 

not have a parent able and willing to protect the child from harm. 

Mandatory reporting applies when a reasonable suspicion of harm is formed in the course of the reporter's 

employment. 

Non-mandatory reporting 

Under s.13A of the Child Protection Act 1999 (Old), any person may make a report when they reasonably suspect: 

• a child may be in need of protection because the child has suffered, is suffering or is at risk of suffering 

significant harm and may not have a parent able and willing to protect the child from harm, or 

• an unborn child may be in need of protection after he or she is born because the child will be at risk of 

suffering significant harm after birth and may not have a parent able and willing to protect the child from 

harm. 

Training 

• Comply with student protection training requirements as outlined in the Student protection guidelines 

(restricted access - available to DoE employees only). 

Uncontrolled copy. Refer to the Department of Education Policy and Procedure Register at 
http://ppr.det.gld.gov.au to ensure you have the most current version of this document. 
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Principals 

• Ensure that all employees and visitors are aware of student protection reporting obligations and processes 

by ensuring the completion of an appropriate level of student protection training (Refer to the Student 

protection guidelines Part K (DoE employees only)). 

• Keep a record of staff and visitor completion of student protection training and subsequent training 

updates. 

• Implement processes to monitor and support any student subjected to or at risk of harm from any source, 

as appropriate. 

• Collaborate with other agencies where this is in the best interests of the student and in accordance with 

s.426 of the Education (General Provisions) Act 2006 (Qld). This may include sharing information in 

accordance with the procedure Information sharing under the Child Protection Act 1999 (Qld). 

• Advise employees affected by their involvement in student protection matters that they can access the 

Employee Assistance Program. 

• Refer to the Police and Child Safety Officer interviews and searches with students guideline (DoE 

employees only) if an interview with the student is requested by QPS or Child Safety. 

Process 

Responding to suspected child abuse and neglect 

Principals 

Investigation 

1. Employees are not authorised to investigate (refer to definition) any aspect of a student protection concern 

before or after making a report. However, employees may make enquiries and/or ask questions to the extent 

necessary to form a reasonable suspicion, and therefore meet the threshold to report to Child Safety and/or 

QPS, or to determine an appropriate course of action. 

Reporting 

2. Use one or more of the following when considering whether suspicions of harm reach the threshold for 

reporting to QPS and/or Child Safety: 

• the online Child Protection Guide 

• the Student protection guidelines (DoE employees only) 

• professional judgement 

• conferral with relevant colleagues within the school 

• consultation with the relevant regional Student Protection Principal Advisor (DoE employees only) 

• consultation with the Child Safety Regional Intake Service (RIS) 

• consultation with the Family and Child Connect service. 

3. Provide a report via the OneSchool Student Protection Reporting module to QPS and/or Child Safety, as a 

matter of urgency upon forming a reasonable suspicion, or receiving any information indicating a reasonable 

suspicion that: 

Uncontrolled copy. Refer to the Department of Education Policy and Procedure Register at 
http://ppr.det.gld.gov.au to ensure you have the most current version of this document. 
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IDepartment of Education 

• a student has been sexually abused or is likely to be sexually abused, or 

• a child or unborn child has suffered, is suffering or is at unacceptable risk of suffering significant 

harm as a result of physical, sexual or emotional abuse or neglect, and may not have a parent 

able and willing to protect the child from harm. 

NOTE: If a school staff member provides a report to the principal and it is determined they are fulfilling a mandatory 

reporting obligation, principals must immediately progress the report to OPS and/or Child Safety. 

Under s.13G of the Child Protection Act 1999 (Qld), if a teacher, registered nurse or early childhood education and 

care professional comes to know or reasonably supposes, that Child Safety is aware of a matter, they are not 

required to give a report. 

The Education (General Provisions) Act 2006 (Old) requires that school staff members must give a written report of 

reasonable suspicions of sexual abuse or likely sexual abuse, regardless of whether QPS are already aware of 
the matter. 

If for any reason a principal is not able to progress a report via the OneSchool Student Protection Reporting 

module, they are able to meet mandatory reporting obligations by reporting directly to Child Safety using the on line 

report form, or to the OPS by calling Policelink on 131 444. In addition, a report should be submitted through the 

OneSchool Student Protection Reporting module as soon as possible. 

Managing records 

4. Store documented suspicions and/or incidents of harm, copies of student protection reports, or related 

information in a secure location or in OneSchool. 

Supporting students 

5. Contact the local Suspected Child Abuse and Neglect (SCAN) (DoE employees only) team representative 

(Senior Guidance Officer) when a student warrants referral to an Information Coordination Meeting (ICM) or 

SCAN team meeting (See ICM and SCAN Team System Manual (DoE employees only)). 

6. Consider a referral to Family and Child Connect, Intensive Family Support or other relevant community agency 

when there are concerns for the wellbeing of a student that do not meet the threshold for a report to OPS or 

Child Safety and it is believed that the child and family would benefit from supportive services. 

Sharing information must be in accordance with the Information sharing under the Child Protection Act 1999 (Qld) 
procedure. 

NOTE: While the law permits sharing of personal information without consent of the persons concerned for the 

purpose of the referrals mentioned above, it is the department's view that the above referrals should be pursued 

only on a consent basis unless there are exceptional circumstances that justify sharing without consent. Staff 

should be cognisant of the potential negative reactions of the persons concerned of sharing their personal 

information without consent, even where staff consider the sharing beneficial or protective in nature. 

It is also important to note that sharing relevant information with a service provider about a pregnant woman and 

her unborn child for the purpose of facilitating the provision of support should only occur if the pregnant woman has 

given her consent for the information to be shared. 

Uncontrolled copy. Refer to the Department of Education Policy and Procedure Register at 
http://ppr.det.gld.gov.au to ensure you have the most current version of this document. 
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Department of Education 

School-based employees 

Investigation 

1. Employees are not authorised to investigate (refer to definition) any aspect of a student protection concern 

before or after making a report. However, employees may make enquiries and/or ask questions to the extent 

necessary to form a reasonable suspicion, and therefore meet the threshold to report to Child Safety and/or 

QPS, or to determine an appropriate course of action. 

Reporting 

2. In all instances where an employee has suspicions of harm or risk of harm to a student or unborn child, 

conferral with colleagues, including the principal, is appropriate to determine whether the suspicion is 

reportable to QPS and/or Child Safety. 

When suspicions relate to the principal, conferral should occur with the regional director referring to the procedure 

Allegations against employees in the area of student protection for guidance on processes to report concerns. 

In addition to conferral with the principal, employees may use one or more of the following when considering 

whether suspicions of harm reach the threshold for reporting to QPS and/or Child Safety: 

• the Student protection guidelines (DoE employees only) 

• the online Child Protection Guide 

• professional judgement 

• conferral with other relevant colleagues such as the deputy principal, guidance officer or school

based youth health nurse. 

3. Provide a report to the principal via the OneSchool Student Protection Reporting module as a matter of 

urgency upon forming a reasonable suspicion, or receiving any information indicating a reasonable suspicion 

that: 

• a student has been sexually abused or is likely to be sexually abused, or 

• a child or unborn child has suffered, is suffering or is at unacceptable risk of suffering significant 

harm as a result of physical, sexual or emotional abuse or neglect, and may not have a parent 

able and willing to protect the child from harm. 

NOTE: When a mandatory reporting obligation applies, the provision of a written report is the personal 

responsibility of the mandatory reporter. Mandatory reporters must ensure that reportable suspicions submitted to 

the principal through the OneSchool Student Protection Reporting module are given to authorities as a matter of 

urgency. 

Under s.13G of the Child Protection Act 1999 (Qld}, if a teacher, registered nurse or early childhood education and 

care professional comes to know or reasonably supposes, that Child Safety is aware of a matter, they are not 

required to give a report. 
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Department of Education 

The Education (General Provisions) Act 2006 (Qld) requires that school staff members must give a written report of 

reasonable suspicions of sexual abuse or likely sexual abuse, regardless of whether QPS are already aware of 
the matter. 

If for any reason a school staff member is not able to progress a report via the OneSchool Student Protection 

Reporting module, they are able to meet their mandatory reporting obligations by reporting directly to Child Safety 

using the on line report form, or to the QPS by calling Policelink on 131 444. In addition, a report should be 

submitted through the OneSchool Student Protection Reporting module as soon as possible. 

Managing records 

4. Document suspicions and/or incidents of harm and provide all records to the principal for storage in a secure 

location or in OneSchool. 

Supporting students 

5. Monitor and support any student subjected to or at risk of harm from any source, as appropriate. 

6. Delegated officers under section 159M or 159N of the Child Protection Act 1999 (Qld) may share relevant 

information with other agencies where this is in the best interests of the student and in accordance with 

school processes and s.426 of the Education (General Provisions) Act 2006 (Qld). For further information 

refer to the procedure Information sharing under the Child Protection Act 1999 /Qld). 

Employees located in central and regional offices who have regular contact with students 
Discuss suspicions 

1. Discuss all suspicions of harm or risk of harm to a student, or risk of harm to an unborn child, with the 

relevant principal. 

When the suspicions relate to the principal, discuss the concerns with the regional director referring to the 

procedure Allegations against employees in the area of student protection for guidance on processes to report 

concerns. 

Managing records 

2. Document suspicions and/or incidents of harm and provide all records to the principal for storage in a 

secure location or in OneSchool. 

Non-departmental employees and visitors 

Discuss suspicions 

1. Discuss all suspicions of harm or risk of harm to a student, or risk of harm to an unborn child, with the 

principal. 

When the suspicions relate to the principal, discuss the concerns with the regional director referring to the 

procedure Allegations against employees in the area of student protection for guidance on processes to report 

concerns. 
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Department of Education 

2. Where the employing agency has a MOU or contractual arrangement with the department, report all 

suspicions of student harm or risk of harm, or an unborn child at risk of harm, in accordance with the MOU, 

keep appropriate records, and abide by confidentiality requirements. 

Managing records 

3. Document suspicions and/or incidents of harm and provide all records to the principal for storage in a 

secure location or in OneSchool. 

Student sexual behaviour and sexual relationships 
When an employee becomes aware of or reasonably suspects student sexual behaviour or sexual relationships 

refer to the Student protection guidelines Part F (DoE employees only) for guidance on appropriate actions and 

reporting. 

Harm caused by another student 
When it is suspected a student has been harmed or placed at risk of harm through the actions of another student 

refer to the Student protection guidelines Part F (DoE employees only) and the school's Responsible behaviour 

plan for guidance on appropriate actions and reporting. 

Student self-harm 
When it is suspected a student has self-harmed or may be at risk of self-harm refer to the Student protection 

guidelines Part F (DoE employees only) and consider appropriate responses to support the student including 

infonmation on student mental health and wellbeing. 

Sexting and child exploitation material 
When an employee becomes aware of or reasonably suspects student conduct involving sexting and possible child 

exploitation material, refer to the Student protection guidelines Part F (DoE employees only) for guidance on 

appropriate actions and reporting. 
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Department of Education 

Definitions 

Approved early 

childhood education Approved early childhood education and care programs in state schools are pre-Prep 
and care programs in programs in Indigenous communities and remote kindergarten programs. 

state schools 

Child/ren A person under 18 years of age. 

Colleague 
A colleague, as defined in s.13H of the Child Protection Act 1999 (Qld), is a person 

working in or for the same entity as the person. 

As explained in s.13H of the Child Protection Act 1999 (Qld), conferral refers to a 
Conferral relevant person giving information to a colleague, or a colleague giving information to a 

relevant person. 

Corrupt conduct, as defined in ss. 14-15 of the Crime and Corruption Act 2001 (Qld), is 

conduct that: 

• adversely affects, or could adversely affect, directly or indirectly, the 

performance of functions or the exercise of powers of a unit of public 

administration or a person holding an appointment 

• results, or could result, directly or indirectly, in the performance of functions or 

the exercise of powers in a way that is not honest or is not impartial; or involves 

Corrupt conduct a breach of the trust placed in a person holding an appointment, either 

knowingly or recklessly; or involves a misuse of information or material 

acquired in or in connection with the performance of functions or the exercise of 

powers of a person holding an appointment 

• is engaged in for the purpose of providing a benefit to the person or another 

person or causing a detriment to another person and 

• would, if proved, be a criminal offence; or a disciplinary breach providing 

reasonable grounds for terminating the person's services, if the person is or 

was the holder of an appointment. 

Early childhood For the purposes of the Student protection procedure, this term refers to principals, 

education and care teachers and teacher aides employed in approved early childhood education and care 
professional programs in state schools. 
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Department of Education 

An employee, as defined in s.364 of the Education (General Provisions) Act 2006 (Old), 

means a person engaged to carry out work at a school for financial reward. This 

includes: 

• school-based employees such as principals; teachers; specialist and support 

staff including guidance officers; members of the administration team; paid 
Employee employees of the P&C; and Youth Support Coordinators 

• employees located in central and regional offices who have regular contact with 

students in state schools 

• non-departmental employees such as employees of other departments or 

services; short-term contractors working on the school site that have regular 

contact with students; Youth Support Coordinators; and chaplains. 

Harm, as defined in s.9 of the Child Protection Act 1999 (Old), is any detrimental effect 

of a significant nature on the child's physical, psychological or emotional wellbeing. It is 

Harm 
immaterial how the harm is caused and may include physical, psychological or 

emotional abuse, neglect and sexual abuse or exploitation. Harm can be caused by a 

single act, omission or circumstance or a series or combination of acts, omissions or 

circumstances. 

The Education (General Provisions) Act 2006 (Qldl requires school staff members to 

immediately submit a written report regarding sexual abuse to the principal, and for the 

Immediately 
principal to immediately forward reports concerning sexual abuse to the police. In this 

context, 'immediately' means the report should be progressed without unreasonable 

delay, once a reasonable suspicion of sexual abuse or likely sexual abuse has been 

formed. 

To investigate includes: carrying out a systematic or formal inquiry into a student 

Investigate 
protection matter, including interviewing people; examining the facts of a student 

protection report; or making a determination about whether a child is in need of 

protection. 

Parent 
Refer to s.10 of the Education (General Provisions) Act 2006 (Qldl for the meaning of 

parent. 

Parent able and 
The parent has both the ability and the willingness to ensure the safety, wellbeing and 

willing to protect the 
best interests of the child. The parent's ability and willingness may be evident in their 

statements and direct or indirect actions. (Refer to the Student protection guidelines 
child from harm 

Part C (DoE employees only)). 

Principal Refers to the principal or officer in charge of a state educational institution. 
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A reasonable suspicion is a suspicion formed on grounds that are reasonable in the 

circumstances. The Child Protection Act 1999 /Old) (s.13C) also states that: 

• a reasonable suspicion may have been informed by observation of the child, 

other knowledge of the child or any other relevant knowledge, training or 
Reasonable suspicion experience the person forming the suspicion may have 

• matters that may be considered when forming a reasonable suspicion, include: 

detrimental effects on the child's body or psychological or emotional state that 

are evident or likely to become evident in the future; the nature and severity of 

the detrimental effects and the likelihood they will continue; and the child's age. 

As defined in s.159C of the Child Protection Act 1999 /Old), includes information about 

a child, the child's family, someone else, a pregnant woman or an unborn child which 

Relevant information will assist the chief executive of the Department of Child Safety, Youth and Women or a 

service provider, as defined in s.159D of the Child Protection Act 1999 (Old), to make 

plans or decisions relating to, or provide services to, a relevant child or child's family. 

Under s.13E of the Child Protection Act 1999 /Old), mandatory reporting applies to a 

relevant person, who is any of the following: 

a) a doctor 

b) a registered nurse 

c) a teacher 
Relevant person 

d) a police officer who, under a direction given by the commissioner of the police 

service under the Police Service Administration Act 1990 (Old), is responsible 

for reporting under this section 

e) a person engaged to perform a child advocate function under the Public 

Guardian Act 2014 (Old) 

f) an early childhood education and care professional. 

Under s.13E of the Child Protection Act 1999 /Old), a reportable suspicion about a child 

is a reasonable suspicion that the child: 

• has suffered, is suffering, or is at unacceptable risk of suffering, significant harm 

Reportable suspicion 
caused by physical or sexual abuse; and 

• may not have a parent able and willing to protect the child from the harm . 

Under s.365 and s.365A of the Education (General Provisions) Act 2006 /Old), a 

reportable suspicion is a reasonable suspicion that a student has been sexually abused 

or is likely to be sexually abused by another person. 
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Department of Education 

The purpose of the SCAN team system is to enable a coordinated, multi-agency 

response to children where statutory intervention is required to assess and meet their 

SCAN (Suspected 
protection needs. This is achieved by: 

Child Abuse and • timely information sharing between SCAN team core members; 

Neglect) team system • planning and coordination of actions to assess and respond to the protection 

needs of children; and 

• holistic and culturally responsive assessment of children's protection needs . 

A school staff member is an individual who is employed by the department and normally 
School staff member performs their daily duties within a school or schools, whether on a temporary, 

permanent or contract basis. 

Self-harm Harm that requires immediate medical or psychological intervention. Self-harm includes 

self-inflicted injuries, OR other self-inflicted physical or psychological damage. 

State educational A state educational institution is an institution established under Chapter 2 of the 
institution Education (General Provisions) Act 2006 (Qld). 

For the purposes of this procedure only, the definition of 'student' includes: 

• a child enrolled at a state educational institution; or 
Student 

any other child, regardless of whether they are enrolled at a school, provided • 
suspicions of harm are raised by employees or visitors to a state school in the 

course of their employment or duties. 

For the purposes of this procedure, a teacher means an approved teacher under the 
Teacher Education {Queensland College of Teachers) Act 2005 (Qld) who is employed at a 

school. 

A visitor is any person who visits the school on a one-off or regular basis to provide 
Visitor services to the school. This includes any volunteers assisting in the school tuckshop, 

classrooms or on school excursions or presenters of one-off programs. 

Legislation 

• Education (General Provisions) Act 2006 (Qldl Sections 10, 13-15, 364-365A, 419A, 419F, 426. 

• Child Protection Act 1999 (Qld) Sections 4-5E; 8-11; 13A-13E; 13G-131; 159A-159N; 159Q-159R; 186-188; 

197A; and Schedule 3 

• Crime and Corruption Act 2001 (Qldl Sections 14-15 

Delegations/Authorisations 

• Nil 

Related policies 

• Code of Conduct for the Queensland Public Service 
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• The department's Standard of Practice 

Related procedures 

• Allegations against employees in the area of student protection 

• Information sharing under the Child Protection Act 1999 (Qld) 

• Supporting students' mental health and wellbeing 

Guidelines 

• Student protection guidelines (DoE employees only) 

• OneSchool Student protection reporting guide (DoE employees only) 

• Police and Child Safety Officer interviews and searches with students (DoE employees only) 

• Queensland Child Protection Guide 

Supporting information/websites 

• Student protection fact sheet for employees (DoE employees only) 

• Child Safety resources 

Contact 

For further information, please contact your regional Principal Advisor - Student Protection. 

Review date 

30/06/2019 

Superseded versions 
Previous seven years shown. Minor version updates not included. 

6.0 Student protection 

7.0 Student protection 

8.0 Student protection 

9.0 Student protection 

Creative Commons Licence 
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