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Staff Code of Conduct (Staff Behaviour Policy) 

Vision 

We fully embrace the vision stated in the Church of England’s Vision for Education ‘Deeply Christian Serving the Common Good’ published in July 2016 of educating the whole person. We aim for our children and members of the wider school community to flourish in all they do and ‘live life in all its fullness’. (John 10:10) 

Values

· We are a church school, which believes in the importance of community, where people from all races, religions and cultures act in peace together.

· Our pupils, staff and families work together as a team, with wisdom supporting each other through our learning. We have hope in our challenges and in our successes.

· We recognise the dignity and ultimate worth of each person, created in the image of God, further shaped by the person, teaching and example of Jesus. We look to the future with joy.
Date of Policy:
Autumn 2022
Review Date:               Autumn 2023

Safeguarding Statement 

“It could happen here” 
At Nutfield Church (C of E) Primary School we recognise our moral and statutory responsibility to safeguard and promote the welfare of all children and expects all staff and volunteers to share this commitment. 

We make every effort to provide an environment in which children and adults feel safe, secure, valued and respected.

The purpose of this policy is to provide staff, volunteers and governors with the framework they need in order to keep children safe and secure in our school by ensuring all staff uphold the expected professional standards and behaviours. 
	Key Personnel

Designated Safeguarding Lead (DSL) is: Imogen Woods
Contact details: head@nutfield.surrey.sch.uk 
Deputy DSLs are:          
Anna Benjamin info@nutfield.surrey.sch.uk
Katharine Brooks info@nutfield.surrey.sch.uk
Serena Fowler info@nutfield.surrey.sch.uk
Daniel Walker-Cheetham bursar@nutfield.urrey.sch.uk
The nominated safeguarding governor is: Diane Martin 
Contact details: diane.martin@nutfield.surrey.sch.uk 
The Chair of Governors is: Sam Nicholls
Contact details: sam.nicholls@nutfield.surrey.sch.uk 
 The Local Authority South East Area Schools Officer (ASO) is: Ann Panton              

Contact details: ann.panton@surreycc.gov.uk 
The Local Authority Designated Officer (LADO)               
Contact details: LADO@surreycc.gov.uk 



Introduction
This code of conduct has been developed in accordance with the principles established by the Children Acts 1989 and 2004 and the Education Act 2002.

The policy also reflects statutory guidance ‘Keeping Children Safe in Education’ 2022 (KCSIE), and includes extracts from “Guidance for Safer Working Practice for Adults who Work with Children and Young People in Education Settings May 2019. This policy also reflects Surrey Safeguarding Children Partnership Arrangements and Procedures.

The Governing body takes seriously its responsibility under section 175 of the Education Act 2002 to safeguard and promote the welfare of children. 

In addition to this code of conduct, teachers are also expected to meet the professional conduct standards outlined in the DFE Teachers’ Standards. 

This policy applies to all members of staff in the school as defined in the terminology above.
Policy Principles & Values

This policy sets out the standards of behaviour expected from all staff at Nutfield Church (C of E) Primary School. 

School requires that all staff have read and agree to comply with this policy. Breach or failure to observe this policy will result in action being taken under the school disciplinary procedures.

This policy is not exhaustive and all staff are expected to exercise their professional judgement to act in the best interests of the children and school at all times.
Policy Aims
To demonstrate the school’s commitment with regard to upholding staff professional standards. 

To support staff with their responsibilities to safeguard children and to act appropriately by following the expected code of conduct.  
To encourage staff to minimise the risk of inappropriate conduct occurring and thereby enable staff to set a good example to children within the school.

Professional Behaviour and Conduct
All staff are expected to promote and demonstrate consistently high standards of personal and professional conduct and to safeguard and promote the welfare of children.
All staff must uphold public trust in their professional position and maintain high standards of ethics and behaviour, within and outside school, by: 

· performing their duties with honesty, integrity and impartially and be accountable for their own actions.

· treating others with dignity and fairness, building relationships rooted in mutual respect, and at all times observing proper boundaries appropriate to professional position. 

· having regard for the need to safeguard children’s well-being, in accordance with statutory provisions. 

· showing tolerance of and respect for the rights of others not undermining fundamental British values, including democracy, the rule of law, individual liberty and mutual respect, and tolerance of those with different faiths and beliefs. 

· ensuring that personal beliefs are not expressed in ways which exploit children’s vulnerability or might lead them to break the law.
· all staff must have a proper and professional regard for the ethos, policies and practices of Nutfield Church Primary School, and maintain high standards in their own attendance and punctuality. 
· all staff must have an understanding of, and always act within, the statutory frameworks which set out their professional duties and responsibilities. 
· all staff should avoid any conflict of interest between activities undertaken outside school and responsibilities within school. 
· all staff are expected to act in accordance with the school’s policies and procedures at all times, to attend training and read all safeguarding briefings provided to ensure that they remain up to date.
· all staff should be aware that their behaviour inside and outside the workplace, as well as the behaviour of others in their personal lives, could compromise their position within the school in relation to the protection of children, loss of trust and confidence or bringing the school into disrepute. It could also result in action by regulatory bodies. 
Parents and carers as employees

It is acknowledged that some staff also have children who attend the school. It is recognised that in these cases the staff fulfil a dual role of parent and employee. 

Parents/carers as employees should ensure that they uphold boundaries between the two roles and that their behaviour does not constitute a conflict of interest. For example, they must maintain the same level of confidentiality despite social expectations. Parent/carer-staff should discuss any inter-role conflict with their line manager.

Dress and Appearance
A person’s dress and appearance are matters of personal choice and self-expression and some individuals will wish to exercise their own cultural customs. However, all staff are expected to dress in a manner that is appropriate to their professional role and that promotes a professional image, which may be necessarily different to that adopted in their personal life.
Staff dress and appearance must not be revealing or sexually provocative, and in a manner that is absent from political or contentious slogans.
Staff must dress decently, safely and appropriately for the tasks they undertake. Flimsy tops with narrow straps, low cut tops and flip-flop type shoes are not appropriate dress.
Any tattoos and body art should be covered if those tattoos do not reflect or would not support the school’s values whilst staff are in school. Discreet earrings are acceptable but no other body piercings should be on show and should be removed while on school premises.

PE uniform of white or blue PE tops and blue sports trousers are to be worn whilst teaching or partaking in PE lessons. All staff must wear this kit for the morning or afternoon session that they are teaching and/or supporting that lesson; not the whole day. Sportswear is not considered unprofessional dress outside of these sessions and so applies to the conditions of inappropriate dress. 

Use of the School’s Materials, Property or Resources 

Staff must ensure that school funds entrusted to them are used in a responsible and lawful manner. 

Employees should not make personal use of any school property, facilities, equipment, materials, vehicles or resources unless properly authorised to do so.
Gifts & Hospitality

Staff should not accept any gift/offer of hospitality that may be assessed as an inappropriate and disproportionate inducement by others.  

It is unacceptable to receive gifts on a regular basis or to suggest to children that gifts are appropriate or desired.  If you are unsure whether to accept a gift staff should consult their line manager.

Staff must not accept significant gifts or hospitality from children, parents, actual or potential contractors or suppliers. Staff must report to their line manager all gifts/offers of hospitality and ensure these are recorded.

Gifts or hospitality must not be accepted where it might be perceived to influence a decision in respect of purchasing goods or services, awarding contracts, preferential treatment or in the discharge of any other aspect of the School’s day-to-day business. It is the responsibility of individual members of staff to refuse such offers and to report any possible conflict of interest and any cases where they believe that the school may be compromised. 

Personal gifts must not be given by staff to pupils and any reward to pupils should be in accordance with the Nutfield Church (C of E) Primary School Behaviour Policy.  
Smoking, drugs, alcohol, e-cigarettes and other substances

Nutfield Church (C of E) Primary School is a non-smoking site.  
Staff must never arrive at work incapable through the effects of alcohol or drugs. Staff must not smoke or use e-cigarettes on the school premises, outside the school gates or in a residential setting or offsite.

Staff must not consume or be under the influence of alcohol, drugs or unlawful substances on the school premises during the working day. 
Staff must refrain from the consumption of alcohol and other substances at school activities and events specifically for pupils such as leaving parties or residential visits off school premises.
The consumption of alcohol at staff only events or meetings on site and in the school building is subject to the authorisation of the Headteacher. 
Political neutrality

Staff should ensure that their own personal or political opinions do not interfere with any policy of the School. 

This means that adults should not:

· enter into or encourage inappropriate discussions with may offend or harm others 

· undermine fundamental British values, 

· express any prejudicial views

· attempt to influence or impose their personal values, attitudes or beliefs on pupils 
Appointment of Staff 

Employees should not be involved in a staffing appointment, or in any decision relating to the discipline, promotion or pay and conditions of another employee (or prospective employee) to whom they are related or have a close personal relationship. 

Induction reminders/updates

The school’s correct name is Nutfield Church. It should not be referred to by staff to outside agencies/the wider community as ‘Nutfield’. 

It is expected that in school staff use their professional name Dr/Miss/Mrs/Mr when speaking with parents and carers at all times. This maintains professional boundaries and ensures equity across each class. 

Lanyards should not have any badges/pins/keys/other attached to them. 

Medical appointments should not be made in school time. Where this is unavoidable, a request for authorised absence should be made in good time to the Headteacher and/or Deputy Head if needed. This can be done via email or by making a time to meet. 
Drinks

Drinks bottles must be plastic and have a secure lid. They are not to be bought in to Collective Worships or special services and gatherings. They may be taken in to class. 

No glass tumblers or coffee mugs are to bought in to classrooms during the school day. If mugs are used after school in classrooms they must be cleared away at the end of the day. 

Mobile phones 

May be kept in classroom cupboards but must not be kept in pockets whilst teaching. 

Doors

Doors should always be shut and lights off

Emails

Staff must not email while teaching their classes

Kit

Teachers and TAs should wear PE kit for the morning or afternoon of their Wellbeing session 
Working Relationships and Social Contact outside the Workplace
Members of staff will have both internal and external working relationships that are formed on a daily basis with colleagues, pupils, parents and contractors. These should be conducted in a professional, friendly and respectful manner.  It is acknowledged that staff may have genuine friendships and social contact with parents and carers of pupils, and families - independent of the professional relationship. 
If a pupil or parent seeks to establish social contact, or if this occurs coincidentally, the member of staff should exercise her/his professional judgement. This also applies to social contacts made through outside interests or the staff member’s own family. Staff need to be aware that they will be viewed as members of school staff, as well as friends at all times in these situations. Staff should also be aware that they should not discuss school matters with parents of pupils at the school and should maintain professional barriers.

In general, there are extremely few situations where it is appropriate for parents or carers to approach staff though personal routes in regard to school business, and should this happen, they should be referred back to the normal procedures.  

Staff need to be mindful that professionals who sexually harm children often seek to establish relationships and contact outside of the workplace with both the child and their parents, in order to ‘groom’ the adult and the child and/or create opportunities for sexual abuse, exploitation or radicalisation. 

Staff should be aware and recognise that some types of social contact with pupils or their families may be perceived as harmful or exerting inappropriate influence on children and may bring the school into disrepute. 

Staff should ensure that any type of social contact does not undermine fundamental British values, including democracy, the rule of law, individual liberty and mutual respect, and tolerance of those with different faiths and beliefs. Staff   must ensure that personal beliefs are not expressed in ways which exploit pupils’ vulnerability or might lead them to break the law.

Some staff may, as part of their professional role, be required to support a parent or carer. If that person comes to depend upon the staff member or seeks support outside of their professional role this should be discussed with senior management and where necessary referrals made to the appropriate support agency.

Staff must not accept friend invitations or become friends with any pupil on any social media platform. Staff should also refrain from following the Twitter or similar social media accounts of pupils or their parents.

Personal phone numbers, email addresses and communication routes via all social media platforms should not be used and staff should not share their home address with pupils. If contacted via an inappropriate route the member of staff must inform their line manager immediately. 

If approached by ex-pupils, staff must act with integrity and must consider if the relationship might be considered to be an abuse of the position of trust.
Staff must maintain appropriate professional boundaries in their interactions with children. Staff should act in an open and transparent way that would not lead any reasonable person to question their actions or intent.  
Staff must not establish or seek to establish social contact with children for the purpose of securing a friendship or to pursue or strengthen a relationship. If a child seeks to establish social contact staff should exercise professional judgement when responding and be aware that such social contact could be misconstrued.

Staff must not develop personal or sexual relationships with children. It is a criminal offence to engage in any sexual activity with a child.  
Staff should be familiar with the contents of Working Together to Safeguard Children 2018, Keeping Children Safe in Education 2022 and the definition of sexual abuse.
Working Together to Safeguard Children 2018 defines sexual abuse as “forcing or enticing a child or young person to take part in sexual activities, not necessarily involving a high level of violence, whether or not the child is aware of what is happening. The activities may involve physical contact, including assault by penetration (for example, rape or oral sex) or non-penetrative acts such as masturbation, kissing, rubbing and touching outside of clothing. They may also include non-contact activities, such as involving children in looking at, or in the production of, sexual images, watching sexual activities, encouraging children to behave in sexually inappropriate ways, or grooming a child in preparation for abuse Sexual abuse can take place online, and technology can be used to facilitate offline abuse. Sexual abuse is not solely perpetrated by adult males. Women can also commit acts of sexual abuse, as can other children”.

Staff should be familiar with sections 15A and 16 of The Sexual Offences Act 2003, regarding communication with children and the abuse of a position of trust.
Section 15A of The Sexual Offences Act 2003 criminalises conduct where an adult intentionally communicates with a child under 16 (whom the adult does not reasonably believe to be aged 16 or over) for the purpose of obtaining sexual gratification. This new offence covers both online and offline communication, including all social media, emails and written correspondence.  Adult Groomers who target children can now expect to face up to 2 years in prison and be placed automatically on the Sex Offenders Register.
Section 16 of The Sexual Offences Act 2003 provides that it is an offence for a person aged 18 or over (e.g. teacher, youth worker) to have a sexual relationship with a child under 18 where that person is in a position of trust in respect of that child, even if the relationship is consensual. A situation where a person is in a position of trust could arise where the child is in full-time education and the person looks after children under 18 in the same establishment as the child, even if s/he does not teach the child.  
Staff must not make sexual remarks to a child or discuss their own sexual relationships with, or in the presence of, children or discuss a child’s sexual relationships in an inappropriate context.

Contact with parents and pupils should be through the school’s authorised mechanisms which is through the school website or through written letters of communication filed on the school’s IT system through adshare. Personal phone numbers, email addresses or communication via all social media platforms must not be used and staff must not share their home address with pupils. If contacted via an inappropriate route staff must inform the Headteacher immediately.

Staff must ensure they are familiar with and comply with the school’s Online Safety and Acceptable Use Policy.
It is not unusual for pupils or, sometimes, their parents to develop infatuations towards members of staff.  All such situations must be responded to sensitively to maintain the dignity of those concerned. Staff should also be aware that such circumstances carry a high risk of words or actions being misinterpreted and for allegations to be made against staff.  Any indications of an infatuation towards staff must be reported to the Headteacher.
Communication with Children and Young People

Employees should not seek to communicate, make contact with or respond to contact with pupils outside of the purposes of their work and should not give personal contact details (e.g. email address, home or mobile telephone numbers, details of web-based identities) to children. 

Only equipment and services provided by the school should be used for communication and employees are expected to adhere to the School IT Acceptable Use Policy. 

Staff can communicate with parents via portals on the school website. For other electronic communication staff must always use the school email account, info@nutfield.surrey.sch.uk and under no circumstances use their private email account. 

Employees are expected to report to their line manager any contact or correspondence with children they receive via personal contact mechanisms. 

Members of staff should always report any indications (verbal, written or physical) that suggest a pupil may be infatuated with a member of staff to the Headteacher.  

Intimate/Personal care

Staff should comply with the Nutfield Church (C of E) Primary School Intimate Care Policy to ensure that the health, safety, independence and welfare of children is promoted and their dignity and privacy are respected. Arrangements for intimate and personal care must be open and transparent and accompanied by recording systems. All members of staff who may be called upon to provide such care should ensure they are familiar with, and act in accordance with, this policy. 

Children should be encouraged to act as independently as possible and to undertake as much of their own personal care as is possible and practicable. When assistance is required, this should normally be undertaken by one member of staff, however, they should try to ensure that another appropriate adult is in the vicinity who is aware of the task to be undertaken and that, wherever possible, they are visible and/or audible. 

Intimate or personal care procedures should not involve more than one member of staff unless the child’s individual healthcare plan specifies the reason for this. A signed record should be kept of all intimate and personal care tasks undertaken and, where these have been carried out in another room, should include times left and returned.

Any vulnerability, including those that may arise from a physical or learning difficulty should be considered when formulating the child’s individual healthcare plan. The views of parents, carers and the child, regardless of their age and understanding, should be actively sought in formulating the plan and in the necessary regular reviews of these arrangements.

Children are entitled to respect and privacy at all times and especially when in a state of undress, including, for example, when changing, toileting and showering.

However, there needs to be an appropriate level of supervision in order to safeguard children, satisfy health and safety considerations and ensure that bullying or teasing does not occur. This supervision should be appropriate to the needs and age of the children concerned and sensitive to the potential for embarrassment.
Behaviour Management and Physical Intervention 

All members of staff must avoid any form of degrading or humiliating treatment to punish a child or use force as a means of punishment. Staff are expected to act as role models and should avoid shouting at children other than in an emergency situation.

Adults may reasonably intervene to prevent a child from committing a criminal offence, injuring themselves or others, causing damage to property or engaging in behaviour prejudicial to good order and to maintain good order and discipline. 

The use of physical intervention should, however, be avoided wherever possible and, where necessary, should only use minimum force and for the shortest time needed. 

All members of staff are expected to understand and to follow the School’s Behaviour Policy as appropriate to their role. 
First Aid/Medication

When administering first aid, wherever possible, staff should ensure that another adult is present, or aware of the action being taken.

After discussion with parents, children who are competent should be encouraged to take responsibility for managing their own medicines and procedures.

If a member of staff is concerned or uncertain about the amount or type of medication being given to a child, provided by a parent/carer or prescribed, this should be discussed with the Headteacher
Staff taking medication which may affect their ability to care for children should seek medical advice regarding their suitability to do so and providers should ensure that they only work directly with children if that advice confirms that the medication is unlikely to impair their ability to look after children.
Staff medication on the premises must be securely stored and out of reach of children at all times.
Physical contact with children
There are occasions when it is entirely appropriate and proper for staff to have physical contact with children, it is crucial that they only do so in ways appropriate to their professional role and in relation to the pupil’s individual needs and any agreed care plan.

When physical contact is made with children it must be in response to their needs at that time, of limited duration and appropriate to their age, stage of development, gender, ethnicity and background.
Staff should seek the child's permission before initiating contact wherever possible. Staff must observe and take note of the child's reaction or feelings and use a level of contact which is acceptable to the child for the minimum time necessary. Staff must use their professional judgement at all times.

Staff must never touch a child in a way which may be considered inappropriate.

They must not ask for hugs/cuddles at any time. 

Staff must not engage in rough play, tickling or fun fights with pupils. 

Staff should always allow and encourage pupils, where able, to undertake self-care tasks independently.
Extra caution should be exercised where a child is known to have suffered previous abuse or neglect. Such experiences may sometimes make a child exceptionally needy and demanding of physical contact. Staff should respond sensitively by deterring the child through helping them to understand the importance of personal boundaries.

Staff supervising PE and games or providing musical tuition should demonstrate the use of a particular piece of equipment/instrument on another member of staff if possible. However, they may be required to initiate physical contact to support a child to perform a task safely or to assist them. Contact under these circumstances must be done with the pupil’s agreement, for the minimum time necessary and in an open environment.  

Physical contact must never be secretive, for the gratification of the adult or abuse a position of trust. If a member of staff believes that an action could be misinterpreted, the incident and circumstances should be reported to their line manager, recorded and, if appropriate, a copy placed on the child’s file.

Staff must refer to the school’s Intimate Care Policy. 
There may be occasions when a pupil is in distress and in need of reassurance.  This may include age appropriate physical contact.  Staff should remain self-aware at all times in order to avoid misinterpretation of their actions, and ensure the way they offer comfort to a distressed pupil is age appropriate. Such incidents should always be recorded and shared with their line manager. If staff have a particular concern about the need to provide this type of care and reassurance they should seek further advice from their line manager.
Staff should always be prepared to explain actions and accept that all physical contact can be open to scrutiny.
Staff should always be aware of cultural or religious views about touching and be sensitive to issues of gender.
Verbal contact with children
Showers and changing
Children are entitled to respect and privacy whilst they are changing or showering after physical activity or swimming. Supervision by staff should be appropriate to the needs and age of the children. 
Staff should be vigilant about their own behaviour and announce their intention of entering a changing room. Personal and school devices with a camera or video function must not be taken into areas where children are showering or changing. Staff must not change or shower in the same place as children. 

Lone Working and One to One situations involving pupils
Staff working individually with children should be aware of the potential vulnerability of the child and staff in such situations.  Staff should manage these situations with regard to the safety of the child and to themselves.
Members of staff should not arrange to meet with pupils from the school away from the work premises unless the necessity for this is clear and approval is obtained from the Headteacher, the pupil and their parents/carers. 

Individual work with children must not be undertaken in isolated areas or rooms with no external viewing panel.  Where it is necessary to close doors for reasons of confidentiality a colleague must be made aware of this and asked to remain vigilant.
Transporting pupils
No staff member may transport pupils, unless in an emergency and with the permission of the Headteacher. 
Educational visits

The duties in the Health and Safety at Work etc. Act 1974 and the supporting regulations apply to activities taking place on or off the school premises (including school visits) in the UK. The school has an Outdoor Education and Off-Site Educational Visits Policy which includes policy and procedures for off-site visits, including residential visits and any school-led adventure activities.

The Management of Health and Safety at Work Regulations (1999) impose a duty on employers to produce suitable and sufficient risk assessments. This would include assessment of any risks to employees, children or others during an educational visit, and the measures that should be taken to minimise these risks.

Staff should take particular care when supervising children in the less formal atmosphere of an educational visit where a more relaxed discipline or informal dress and language code may be acceptable. However, staff remain in a position of trust and need to ensure that their behaviour cannot be interpreted as seeking to establish an inappropriate relationship or friendship.

Where out of school activities include overnight stays, careful consideration needs to be given to sleeping arrangements. Children, adults and parents should be informed of these prior to the start of the trip. In all circumstances, those organising trips and outings should pay careful attention to ensuring there is a safe staff/child ratio and suitable gender mix of staff.
Online Safety
Staff must comply with the Nutfield Church (C of E) Primary School Online Safety and Acceptable Use Policy at all times. The only acceptable method of contacting parents is via the use of school email accounts or telephone equipment.
Staff must not engage in inappropriate use of social media which may bring themselves, the school or the school community into disrepute.  Staff should adopt the highest security settings on any personal profiles they have.

Staff should exercise caution in use of social media or any other web based presence they have.  This includes written content, videos or photographs and views expressed either directly or by ‘liking’ certain pages or posts or following certain individuals or groups.  
Staff must be vigilant when using dating websites/apps where staff could encounter pupils or ex pupils.
Staff must not make contact with pupils or ex pupils, or initiate/accept friend requests on any social media platform with pupils or ex pupils.  Staff must not communicate with pupils/students or ex pupils via social media or text.  
Staff should not make contact with a child’s family member, accept or initiate friend requests or follow a child’s family member’s account on any social media platform.  
School acknowledges that staff who are also parents may wish to make contact with other parents, who are friends, over social media.  Staff must exercise caution and professional judgement in these circumstances and should not have any contact with pupils’ family members via social media if that contact is likely to constitute a conflict of interest or call into question their professionalism.

Mobile phones and personally-owned devices such as tablets may not be used during lessons or formal school time. The Bluetooth functionality of a mobile phone or tablet should be switched off at all times. Mobile phones, personal recording devices, cameras and videoing equipment are not permitted in certain areas within the school site such as changing rooms and toilets.

The camera and filming functions of personal mobile devices must not be used in school, on school trips or on official school business. 

Mobile phones and personally-owned mobile devices brought in to school are the responsibility of the device owner. School accepts no responsibility for the loss, theft or damage of personally-owned mobile phones or mobile devices.

Photography, video and digital images of children

In accordance with The Data Protection Act 2018 the image of a child is personal data. Therefore, it is a requirement under the Act for consent to be obtained from the parent/carer of a pupil for any images made.  It is also important to take into account the wishes of the pupil, remembering that some pupils do not wish to have their photograph taken or be filmed. 

Staff should obtain age-appropriate consent and consent from a child’s parent for the use of images for publicity purposes.  Images must not be displayed on websites, in publications or in a public place without consent. 
Under no circumstances should members of staff use their personal equipment to take images of pupils at, or on behalf of, the school or display or distribute images of pupils except as authorised by the school and with appropriate consent. 

Staff should ensure that a member of the Senior Leadership Team is aware of the proposed use of photographic/video equipment and that this is recorded in lesson plans. All photographs/digital images and video footage should be available for scrutiny and staff should be able to justify all images/video footage made.

Staff must ensure that photographs/digital images or video footage of children should only be taken using school equipment for purposes authorised by the school and should be stored securely on school equipment. 

Staff should also be clear about the purpose of the activity and what will happen to the photographs/images/video footage when the lesson or activity is concluded.
Staff should remain aware of the potential for images of children to be misused to create indecent images of children and/or for grooming purposes.  Therefore, careful consideration should be given to how activities which are being filmed or photographed are organised and undertaken. 
Staff should take particular care when filming or photographing young or vulnerable children who may be unable to question how or why the activities are taking place. 
Staff should be mindful that pupils who have been abused through the use of video or photography may feel threatened by its use in a teaching environment. 
Confidentiality and sharing information
Staff may have access to confidential information about children, their parents or carers and siblings.  Staff must only reveal such information to colleagues on a need to know basis; this information should also be shared with the DSL and/or DDSL.
Staff should never use confidential or personal information about a child or a child’s family for their own, or others’ advantage. 

All staff are likely at some point to witness actions which need to be confidential.  For example, where a pupil is bullied by another pupil, this needs to be reported and dealt with in accordance with the appropriate school procedure. It must not be discussed outside the school, including with the child’s parent, nor with colleagues in the school except by a senior member of staff with the appropriate authority to deal with the matter.

There are some circumstances in which a member of staff may be expected to share information about a pupil, for example when abuse is alleged or suspected.  Staff have a statutory obligation to immediately share with the school’s Designated Safeguarding Lead or Deputy Designated Safeguarding Leads any information which gives rise to concern about the welfare or safety of a child.  Staff should pass on information immediately in accordance with the school’s safeguarding/child protection policies and procedures.  Staff must never promise confidentiality to a child or parent that they will not act on or pass on any information that they are told, but should give reassurance that the information will be treated sensitively.  

All staff are made aware that the Data Protection Act 2018 and GDPR are not barriers to sharing information where failure to do so could possibly result in a child being placed at risk of harm. 
Staff must also be aware of their duty to report any breach of GDPR to the Data Protection Officer.

Staff should refer to the HM Government Publication: Information sharing – Advice for practitioners providing safeguarding services to children, young people, parents and carers dated July 2018 for further guidance on information sharing. If staff are in any doubt about whether to share they should seek guidance from a member of the senior leadership team.
Any media or legal enquiries should be passed to the senior leadership team and only approved staff and Governors should communicate to the media about the school.

No communications relating to or appearing to be from the school, should be published by staff (either online or in print) without the permission of the Headteacher. This includes social media, local publications, national press and emails to related parties. Where communications are requested (e.g. press agents or local reporters, local village committees or other interested groups) the Headteacher should be informed. The Headteacher, in all cases takes responsibility for 

all communications. 
Premises

Staff should ensure that all policies are adhered to in relation to buildings and premises. They should follow the specific instructions of the premises manager at all times. 

Staff should check for safety and safeguarding issues and bring any issues to the attention of the premises manager and/or Headteacher. 

Staff should not come to the school outside of hours to gain entry to the building without the permission of the premises manager and/or Headteacher. 

Staff must not keep their cars on the staff carpark overnight or over the weekend/holiday period.

Staff may move furniture if they have checked this with the premises manager and/or Headteacher. 

Staff must not stand on tables or chairs, while attempting to organise displays or for any other reason. They must use step ladders and request the support of the premises manager.

Staff may not use blu tack on walls or staple in wooden frames or doors. 

Staff must not share the door code with any other person. If a breach of the door code is suspected they must inform the Headteacher and premises manager. 


Non office Staff must not allow in any person at the door unless they know that an appointment has been made. 

No visitors are to be given entry in to the School without the Headteacher’s knowledge. This includes parents, carers, external agents, H&S/Premises workers, friends and family of staff or members of the community. All visits must be (where possible) recorded in the school outlook calendar. 

Declaration of Personal Interests and Outside Commitments 

Employees are responsible for ensuring that their private interests, beliefs and personal associations do not conflict with their professional duties. 

All employees should declare any non-financial or financial interest which might conflict with the ethos or work of the School or any relationship which, by the employee’s association with that person, might adversely affect the School’s reputation, attract negative publicity or potentially bring into question the employee’s suitability to work with children and young people. 

Declarations should be made via the School Bursar (or for the Headteacher via the Chair of Governors) who should ensure that a written record is made in accordance with the school’s procedure. All new members of staff will be required to complete a Declaration of Interests.

Declarations must extend to acknowledging the involvement of a relative or partner of an employee in an organisation with which the school does business (or seeks to do business), particularly if they are directors, partners or hold senior managerial positions in those organisations. 

Where employees are in any doubt about whether any personal relationships, interests, or outside commitments should be declared in particular circumstances, they should either declare the information in any case, or else seek further advice from the Bursar or the Headteacher. 

Criminal Charges or Convictions 

All employees must inform the Headteacher immediately of any criminal conviction, caution, reprimand or final warning or if they are the subject of a police investigation during the course of their employment. 

Staff should be aware that behaviour by themselves, those with whom they have a relationship or association, or others in their personal lives, may impact on their work with children. 

Sharing concerns and recording incidents

All staff should be aware of their establishment’s safeguarding procedures, including the procedures for dealing with allegations against staff and volunteers. In the event of an allegation being made, by any person, or incident being witnessed, the relevant information should be immediately recorded and reported to the Headteacher or if the allegation is against the Headteacher it should be reported to the Chair of Governors.
Whistleblowing
Whistleblowing is the mechanism by which staff can voice their concerns, without fear of repercussion.  

If a member of staff becomes aware of activities that he/she believes to be illegal, improper, unethical or otherwise inconsistent with this code of conduct, they have a duty to report any behaviour by a colleague which raises concern.  Staff should refer to the school’s whistleblowing policy for further guidance. 
School Policies

The school has in place a range of policies, some of which have been referred to in this code of conduct. Employees are expected to familiarise themselves with any policy the school has provided or drawn to their attention and to ensure that they take account of any future policy changes communicated to them.

If in doubt about the application or interpretation of any policy an employee should seek advice from his/her line manager in the first instance. 

COVID-19

Staff are expected to keep up to date with changes in government guidance in response to the COVID-19 pandemic and to respond and act accordingly. They are expected to read and ‘own’ any risk assessment set out by school leaders, the whole team is actively encouraged to add to and discuss any concerns they have or/and improvements to this risk assessment. 
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