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Introduction

This code of conduct establishes expectations of behaviour to be followed by the Approved Provider,
Nominated Supervisor, Certified Supervisors, management committee, educators, staff, students and
volunteers at the service or acting on behalf of the service. It outlines expectations of how individuals should
behave toward each other, children, members of the community and organisations. It aims to protect children
and reduce any opportunities for child abuse or harm to occur. It also assists in understanding how to avoid or
better manage risky behaviours and situations. It is intended to complement child protection legislation, child
safe standards, department policy, Biz-E-Kidz policies and procedures, North Melbourne Primary School
policies and procedures, professional standards and codes of ethics as these apply to Biz-E-Kidz staff and other

personnel.

This Code of Conduct acknowledges and should be used in conjunction with ‘The Early Childhood Australia
Code of Ethics’, ‘The United Nations Convention on the Rights of the Child’, The Commission for Children and
Young People’s Reportable Conduct Scheme and Child Safety Standards, The National Model Code for Taking
Images or Videos of Children while Providing Early Childhood Education and Care (National Model Code), The
Biz-E-Kidz Philosophy and relevant Biz-E-Kidz and North Melbourne Primary School Policies and Procedures.
The Biz-E-Kidz Philosophy underpins how we behave and make decisions in all aspects of our employment. It

also helps guide staff on how best to support children and how to avoid or better manage difficult situations.
All staff are expected to adhere to our Child Safe Policy and to report and/or act on any breaches of this Code
of Conduct. All staff sign off on the Code of Conduct in acknowledgement and understanding of their
obligations as set out below.
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The Biz-E-Kidz Philosophy

At Biz-E-Kidz we see our commitments, values and beliefs as embedded in the concepts of
wellbeing, empowerment and belonging

Belonging

We support WELLBEING by:

Our commitment to providing a child- safe environment and zero tolerance of child abuse
Providing a professional, flexible and dependable service to children and families

Building dependable and safe relationships with children and families

Practising mindful, attentive and observant supervision of children

Accountability and duty of care

Supporting children to achieve the best outcomes through collaboration, inclusion and the learning
framework ‘My Time, Our Place’

We EMPOWER children at Biz-E-Kidz by:

Providing fun and engaging opportunities for learning and development
Championing children’s agency and expression
Challenging bias and advocating for inclusion

Nurturing, supporting and respecting children’s individual identities
Everyone BELONGS here because we:

Celebrate Aboriginal and Torres Strait Islander cultures, history and knowledge
Promote and explore the diverse cultural backgrounds of our community

Provide an equitable, inclusive, respectful, reliable and welcoming care environment
Foster community connections built on trust, communication and respect

Are community-owned and not-for-profit, since 1977!

“Once a Biz-E-Kid, Always a Biz-E-Kid!”
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Professional Standards and Expectations
1. Relationships with Children

In their relationships with children the Approved Provider, Nominated Supervisor, responsible people in charge,
coordinators, management committee, educators, staff, students and volunteers are expected to demonstrate
their commitment to the rights of the child and high quality education and care by:

e Working with children in an open and transparent way — other Educators and staff should always know

about the work you are doing with children.

Never seeking to use children in any way to meet the needs of adults.

Understanding their responsibilities with respect to child protection and to take all reasonable steps to
protect children from abuse. This includes never ignoring or disregarding any suspicions or disclosures
of child abuse and raising any concerns with the Responsible Person in Charge, Coordinator, School or
Child Protection Service as soon as practicable and undergoing annual training. It is recommended
that you seek the Coordinator’s or the School Principal’s advice and support before you make a report
to Child Protection.

e Listening and responding to the views and concerns of children, particularly if they are saying that
they or another child has been abused or that they are worried about their safety/the safety of other
children. Report immediately to the Acting Assistant Coordinator, Assistant Coordinator or
Coordinator.

e Never ignoring behaviours by other adults (including staff) towards children when they appear to be
overly familiar, inappropriate, disproportionately punitive or violent in any way. Always report
immediately to the Acting Assistant Coordinator, Assistant Coordinator or Coordinator, School
Principal or Biz-E-Kidz Management Committee.

e If they believe that the safety of a child / children may be threatened by any form of abuse, reporting
immediately to the Acting Assistant Coordinator, Assistant Coordinator or Coordinator.

e Minimising physical contact with children including hugging, carrying and physical play. Any physical
contact necessary should be made with the consent of the child and only if necessary to care for
them, for example, first aid. Where possible, staff should refrain from exhibiting or initiating
behaviours with children that may be construed as unnecessary for the care of the child.

e Treating all children without bias, oppressive behaviour or language and with respect to individuality,
each child’s dignity, rights, cultural background, vulnerability and sexuality.

® Promoting the cultural safety, participation and empowerment of children with culturally and/or
linguistically diverse backgrounds and Aboriginal and Torres Strait Islander cultural identity.

e Promoting the safety, participation and empowerment of students with disabilities.

e Never discussing content of an intimate nature or using sexual innuendo with or near students.

This is misconduct and grounds for dismissal and reporting of staff.

e Using positive and appropriate language with children and under no circumstances swearing, using
put downs, sarcasm or discussing inappropriate topics. Yelling or shouting should only be used to
prevent danger or when children are far away.

® Respecting the privacy of children and the confidentiality of any information divulged by children,
families or professionals about a child or circumstance.
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Never developing ‘special’ relationships with children or showing favouritism through the provision of
gifts or inappropriate attention. This can be misconduct and can be grounds for dismissal and
reporting of staff.

Never having unauthorised contact with children, including exchanging personal contact details such
as phone number, social media/ networking identities or email addresses. This is misconduct and can
be grounds for dismissal and reporting of staff.

Never having deliberate contact with a child outside of the school without notifying the Coordinator
(such as in babysitting arrangements).

Never exhibiting behaviours or engaging in activities with students which may be interpreted as
abusive and not justified by the educational, therapeutic, or service delivery context.

Acting as a positive role model at all times.

Maintaining a safe, clean, tidy environment that ensures that children feel safe and welcome.
Guiding children’s behaviour through positive reinforcement, discussion, redirection and logical
consequences and never any form of corporal punishment, food recompenses or physical contact.

Relationships with Parents, Guardians and Families

In their relationships with Parents, Guardians and Families, the Approved Provider, Nominated Supervisor,

Responsible people in charge, coordinators, management committee, educators, staff, students and volunteers

are expected to demonstrate their commitment to collaboration and high quality education and care by:

3.

Acting as a positive role model and being respectful and courteous towards Parents, Guardians and
Families at all times.

Conducting communications with Parents, Guardians and Families in a respectful, sensitive and timely
manner.

Respecting the Parents, Guardians and Families’ perspective, knowledge of their child and the impact
that decisions about care have when making them on behalf of the service.

Responding to concerns, complaints, issues, suggestions and grievances in an appropriate manner and
in line with the service’s Issues, Suggestions and Grievances Policy and Procedure.

Respecting the privacy of any information provided by families as outlined in the service’s
Confidentiality and the Protection of Privacy Policy and Procedure.

Being transparent about contact with parents and families, including exchanging personal contact
details such as phone number, social media/networking identities or email addresses. All contact
outside of what is required for the Educator role must be disclosed to the Coordinator.

Relationships with Colleagues

In their relationships with each other the Approved Provider, Nominated Supervisor, Certified Supervisors,

Coordinators, management committee, educators, staff, students and volunteers are expected to demonstrate

their respect, commitment to collaboration and high quality education and care by:

Developing positive relationships with colleagues built on respect, trust and honesty. These
relationships should be good examples for children and create a positive atmosphere for their care.
Collaborating by the appropriate sharing of knowledge and expertise.
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e Valuing each individual’s strengths and contributions diversity and personal boundaries. Giving
encouragement and constructive feedback and respecting different professional approaches.

® Respecting each other’s right to privacy and confidentiality in line with the service’s Confidentiality
and the Protection of Privacy Policy and Procedure, and by keeping relationships professional.

e Never subjecting a colleague to harassment or bullying of any kind. This includes being physical,
demeaning, derogatory or intimidating; using racist, sexual orientation or gender identity taunts, and
any physical or sexual harassment including unwanted physical, verbal, written or other behaviour of a
sexual nature, including on social media or other digital technologies.

4. Use of Personal Technological Devices

All OSHC staff and visitors who are working with children are not permitted to use or carry on their person any
personal technological devices that can take photos or videos (laptops, phones, iPads) or transfer digital media
(eg. USB sticks or hard drives). Exemptions may be granted in certain circumstances, please refer to our Safe
Use of Digital Technologies and Online Environments Policy and Photography and Video Policy for more
information. If a staff member does not adhere to this rule the service will work with them to use reminders to
avoid forgetting to put away the device, if that is the issue. If a staff member continues to disregard or be
unable to follow this rule by being found to be in breach of the above stated Model Code more than three
times in a school term (including school holidays), their employment will be under review and they will need to
attend a meeting with the Coordinator to discuss their ongoing employment.

5. Professional Ethics and Responsibilities

The Approved Provider, Nominated Supervisor, Certified Supervisors, coordinators, management committee,
educators, staff, students and volunteers are expected to demonstrate their commitment to professionalism
and high quality education and care by:

e Undertaking their duties in a competent, timely and responsible way, including being punctual and
using good time management.

e Following the service’s policies and procedures, the direction of their supervisor or management,
understanding what is expected of their role and seeking clarification when required.

® Wearing clothing that complies with OH&S, is clean, neat, comfortable, practical, appropriate and
suitable to the weather, including covered shoulders and hats during the Sunsmart period.
Appropriate footwear should be worn: closed toe, flat shoes.

e Not smoking or vaping on the school grounds, buildings or anywhere outside of the school where you
are in sight of the Biz-E-Kidz children and families.

e Not consuming alcohol or taking illicit drugs before or during a shift. Staff taking regular prescription
medication that could affect their work performance (eg: drowsiness, less alert, difficulty
concentrating, slowed reaction times, and decreased coordination that could lead to the injury of
themself or another person) should consult a doctor and hold a medical certificate or letter from
doctor confirming their ability to care for children.

e Providing one’s own meals and snacks. However, staff may eat a small portion of any food prepared
for the children as it provides an excellent role model and opportunity for social interaction with the

children. Do not bring nuts or nut products onto the premises, we have children attending Biz-E-Kidz
with life-threatening allergies to nuts.
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e Providing and keeping up to date personal and emergency information, copies of Working with
Children Checks, Victorian Institute of Teaching cards and qualifications. These and any other relevant
documents (certificates, resumes, contracts) are confidential and will be kept on file in a locked office.

e Ensuring that they use the equipment, property and facilities of Biz — E — Kidz and the school as
intended and keep them in good order. Any unsafe or broken equipment and facilities should be
reported immediately so that it can be reported, disposed of, repaired or replaced.

® Any private arrangements with Families such as babysitting or tutoring are the responsibility of the
Educator and the Family involved, and all parties should be aware that Biz — E — Kidz has no
responsibility for these arrangements. The Coordinator or an Assistant Coordinator should be notified
by the Educator involved when any new arrangements are made with a Family.

e Not bullying, behaving in a way that is abusive or aggressive, or using threatening or aggressive
language or body language.

e Keeping children safe in online environments by following the expectations laid out in the Technology
Usage Policy. Personal phones should never be used to record or photograph a child.

e Not using social media to make inappropriate, insulting, intimidating or offensive ‘posts’ about
colleagues, children and families, the school or Biz — E — Kidz. No images of children, their work and
families should be taken with any device not the property of Biz — E — Kidz or posted on social media
or the internet. Any images taken with Biz — E — Kidz devices should only be used with the permission
of the family and for what the permission was granted for.

e Participating in the development of the service and their own professional development by making
use of opportunities such as professional development, relevant research, staff meetings, planning
meetings and school events where appropriate.

® Reporting misconduct of other staff members or volunteers exhibiting any behaviours that you believe
could be misconduct (based on the above listed professional standards and expectations) as soon as
possible (immediately) to an Assistant Coordinator or Coordinator. This is an issue of child safety and
an important action towards fighting institutional child abuse.

6. Cultural Safety

Staff and volunteers must support children to express and celebrate their and others’ cultural identity and
enjoy their cultural rights (ie. speaking in language, accessing and sharing cultural knowledge).

Particular attention needs to be paid to actively supporting the inclusion and participation of Aboriginal and
Torres Strait Islander children and families. This is a priority due to the historical and continuing institutional
mistreatment of Aboriginal and Torres Strait Islander children and families.

Staff in leadership positions have a responsibility to support everyone in the Biz-E-Kidz community to
acknowledge, appreciate and respect the strengths of Aboriginal and Torres Strait Islander culture and the
importance of its promotion to facilitate the wellbeing and safety of Aboriginal and Torres Strait Islander
children.

Racism towards children, families or staff will not be tolerated and will result in the perpetrating employee’s
employment being under review.

Racism is defined as an attitude or behaviour that assumes someone is inferior because of their skin colour or
race. It can take many forms, from jokes or comments that cause offence (perhaps intentionally) to harassment
and intimidation or physical abuse and violence (NSW Government 2022).

Recognising Racism: A child in your care may be experiencing racism if either adults or children:
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refuse to play with or sit next to them

exclude them from social groups

make fun of their clothes, food or appearance

ridicule or mimic their accents or gestures

write graffiti or use derogatory language directed against their family or cultural group

make stereotypical statements

make assumptions about their abilities based on their cultural background

witness racist behaviour and allow it to go unchallenged

do not respond to complaints of racism

anglicise their name whether they like it or not

force them to take part in activities that go against their cultural or religious beliefs

do not allow them to speak their birth language

hand out more severe forms of discipline, favouring children from their own cultural background
pick fights or physically assault them because of their cultural background

use intimidating behaviour, such as stealing, damaging personal property, taunting and stalking,

because the child or young person is seen as being different . NSW Government 2022

Further Information

The Biz — E — Kidz Policy and Procedure Manual

‘Racist bullying: How to identify racist bullying, its impacts and ensure students from all backgrounds

feel safe at school.” https://www.vic.gov.au/racist-bullying

The Early Childhood Australia Code of Ethics
https://www.earlychildhoodaustralia.org.au/our-publications/eca-code-ethics

The United Nations Convention on the Right of the Child
h ://www.ohchr.org/en/instruments-mechanisms/instrumen nvention-rights-chil

Child safe standards — School guide
http://www.education.vic.gov.au/Documents/about/programs/health/protect/ChildSafeStandard5_Sc
hoolsGuide.pdf

Department of Education and Training: Restraint and Seclusion Policy
https://www?2.education.vic.gov.au/pal/restraint-seclusion/policy

Commission for Children and Young People: The Child Safe Standards
CCYP_| Child Safe Standards

Commission for Children and Young People. Information Sheet 1: About the Reportable Conduct
Scheme.

Last updated: November 2025


https://caring.childstory.nsw.gov.au/everyday-caring/culture-identity-and-life-story-work/bullying-and-racism/chapters/what-is-racism
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CCYP | About the Reportable Conduct Scheme

e Commission for Children and Young People. Information Sheet 2: What is Reportable Conduct under
the Reportable Conduct Scheme?

CCYP | Resources and support for the Reportable Conduct Scheme

e Work Safe Victoria. Information for employers: Guide for developing a workplace alcohol and other
drugs policy
Guide for developing a workplace alcohol and other drugs policy | WorkSafe Victoria

e North Melbourne Primary School Child Safe Policy
Child Safe Policies — North Melbourne Primary School

e Respectful behaviours within the school community policy (DET)
Respectful Behaviours within the School Community Policy | vic.gov.au

e North Melbourne Primary School Code of Conduct Policy
Child Safety Code of Conduct

e North Melbourne Primary School ‘Respect for School Staff’ Policy
Respect for School Staff Policy
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https://ccyp.vic.gov.au/reportable-conduct-scheme/about-the-reportable-conduct-scheme/
https://ccyp.vic.gov.au/child-safety/resources/reportable-conduct-scheme-information-sheets/#TOC-1
https://www.worksafe.vic.gov.au/guide-developing-workplace-alcohol-and-other-drugs-policy
https://www.northmelbourneps.vic.edu.au/index.php/child-safe-policies/
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https://www.northmelbourneps.vic.edu.au/wp-content/uploads/2022/07/NMPS-Code-of-Conduct-Policy-2022.pdf
https://www.northmelbourneps.vic.edu.au/wp-content/uploads/2022/07/NMPS-Respect-for-School-Staff-Policy-2022.pdf

