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Version 1.0 

Approved By Chand Khanna - CEO 

Approval Date 31 March 2026 

Review Date 31 March 2027 

 

Policy Context 

Registration Manager Australian Skills Quality Authority (ASQA) 

Conditions of Registration 
2025 Standards for RTOs and ESOS / CRICOS 
requirements, where applicable 

Codes and Standards 

2025 Standards for RTOs – leadership, accountability, 
credential, learner safety, privacy and professional 
conduct obligations; National Code 2018 where 
applicable 

Legislation or Other Requirements 

National Vocational Education and Training Regulator Act 
2011; Privacy Act 1988; Fair Work Act 2009; relevant 
anti-discrimination, child safety and work health and 
safety legislation 

Related Documents 

Requirements for Trainer and Assessor Policy and 
Procedure; Diversity Policy and Procedure; Privacy and 
Confidentiality Policy and Procedure; Communication 
Policy and Procedure; Staff Recruitment and Appraisal 
Policy and Procedure; Work Health and Safety Policy and 
Procedure 
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1. Purpose 

This policy and procedure sets out the professional standards of conduct expected of all MBC staff, including trainers, 
assessors, administration staff, managers, contractors and representatives. 

2. Objective 

MBC will maintain a professional, ethical, respectful and compliant workplace culture and will address staff conduct 
issues consistently and fairly. 

3. Scope 

This policy applies to all staff, contractors and third parties acting on behalf of MBC. 

4. Policy Statement 

All staff must act honestly, professionally and lawfully, maintain appropriate boundaries, protect privacy, support 
student safety and wellbeing, and comply with MBC policies, procedures and regulatory obligations. 

5. Expected Conduct 

• act with integrity, fairness and respect; 
• maintain confidentiality and proper records; 
• follow lawful directions, safety requirements and compliance obligations; 
• avoid conflicts of interest or declare them promptly; 
• treat students consistently and without discrimination; 
• maintain professional boundaries and appropriate communication. 

6. Unacceptable Conduct 

• harassment, bullying, victimisation or discriminatory conduct; 
• dishonesty, falsification of records or misuse of MBC resources; 
• breach of privacy or confidential information handling; 
• unsafe conduct, serious neglect of duty or repeated non-compliance; 
• inappropriate relationships or boundary breaches with students. 

7. Reporting and Consequences 

Staff conduct concerns may result in counselling, training, performance management, disciplinary action, termination 
of engagement or referral to an external authority depending on seriousness. 

8. Procedures 

Step Procedure Responsibility Reference 

1 A staff conduct concern is 
raised through observation, 
complaint, incident, audit, 
supervision or other report. 

Any staff / management Complaint, incident or HR 
records 
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2 The matter is reviewed and 
the relevant staff member is 
informed of the concern and 
given an opportunity to 
respond. 

Manager / CEO / authorised 
delegate 

Procedural fairness 
requirements 

3 Appropriate action is 
determined according to 
seriousness, evidence, 
contractual obligations and 
prior history. 

CEO / management This policy / related 
procedures 

4 Outcomes, actions and 
records are documented 
and monitored where 
required. 

Management / 
Administration 

HR or staff file / records 
management 

 

9. Continuous Improvement 

Management review will consider trends, incidents, feedback, corrective actions and any adverse issues requiring 
improvement or preventive action. 

10. Confidentiality and Privacy Statement 

For more information, refer to MBC’s Privacy and Confidentiality Policy and Procedure. Records under this document 
will be handled confidentially and stored in accordance with approved privacy and records management procedures. 

11. Publication  

This policy and procedure will be available through approved MBC document locations, staff induction, student 
information channels, the website where appropriate, or on request. 

12. Review Processes 

This policy and procedure will be reviewed at least annually, or earlier where legislative, regulatory, operational or 
organisational change requires amendment. 


