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This policy should be read alongside the Whistle Blowing Policy, Complaints Policy, Behaviour and Anti-Bullying
Policy, Drug Awareness Policy, Images of our children Policy, E-safety Policy, Safeguarding Policy, Using Social
Networking Safely advice document, Schools Acceptable Use policy. These can all be accessed on Tera:
staff/policies. Governors should follow the Governor Code of Conduct but follow this if volunteering in school.
PURPOSE, SCOPE AND PRINCIPLES
A Code of Conduct is designed to give clear guidance on the standards of behaviour all school staff and
volunteers are expected to observe, and the school should notify staff and volunteers of this code and the
expectations upon them. School staff and volunteers are in a unique position of influence and must adhere to
behaviour that sets a good example and acts as a role model to all the pupils within the school. This Code of
Conduct applies to;


All staff who are employed by the school, including the Headteacher.



Students/volunteers not employed by the school but working regularly in the school

SETTING AN EXAMPLE
All staff have a responsibility to maintain public confidence in their ability to safeguard the welfare and best
interests of pupils. They should adopt high standards of personal conduct in order to maintain the confidence
and respect of their peers, pupils and the public in general. An individual's behaviour, either in or out of the
workplace, should not compromise her/his position within the work setting or bring the school into disrepute.
All staff who work in schools provide a role model for behaviour and conduct which can be copied by pupils. All
staff must, therefore, demonstrate high standards of conduct in order to encourage our pupils to do the
same.
CONDUCT OUTSIDE WORK
Staff must not engage in conduct outside work which could seriously damage the reputation and standing of
the school or the employee’s own reputation or the reputation of other members of the school community. In
particular, criminal offences that involve violence or possession or use of illegal drugs or sexual misconduct
are likely to be regarded as unacceptable.
Staff may undertake work outside school, either paid or voluntary, provided that it does not conflict with the
interests of the school nor be to a level which may contravene the working time regulations or affect an
individual's work performance.
STAFF DRESS CODE
A person's dress and appearance are matters of personal choice and self-expression. However staff and
volunteers should recognise that they are role models to the children and their choice of dress should uphold
the school’s expectations for the children. Staff and volunteers must ensure they are dressed decently,
safely and appropriately for the tasks they undertake. Those who dress or appear in a manner that could be
considered as inappropriate could render themselves vulnerable to criticism or allegations of misconduct.
Whilst it is not possible to list every possible clothing option here, it is hoped that staff will dress in a way
that reflects a professional appearance. The wearing of casual items such as jeans*, sports clothing, football
team clothing or items of clothing that could be deemed by others as too revealing should be avoided. Due to
the impressionable nature of young children, the Governing Body would appreciate that tattoos and other body
art are covered up whilst in school. Staff should wear PE clothes and trainers when teaching PE lessons. To be
consistent with the expectations for the children, staff should change into these for the morning or
afternoon session whenever the lesson is taught and PE clothes should not normally be worn throughout the
day. Teaching assistants attending to support the learning of pupils in a PE lesson should at a minimum have a
change of appropriate shoes.
*Jeans may be worn when they are the most appropriate item of clothing, e.g. for trips out, for a cleaning role.

CONFIDENTIALITY, INTEGRITY AND SECURITY
We expect staff and volunteers to have an awareness and high regard for the confidential, sensitive and
important nature of their position and will be mindful of this at all times including formal and informal
discussions with parents, other members of staff, children and the wider school community. Particular

attention should be paid in public areas of the school such as corridors, the playground and the staff room. A
“needs to know” approach should be adopted to safeguard this principle and to ensure no child or group of
children is unfairly stereotyped or unnecessarily spotlighted. Where possible, no names should be explicitly
mentioned whether for positive, negative or information purposes in public areas, unless it is on a needs to
know basis for all present to hear. Confidential information about pupils must be held securely. Confidential
information about pupils must not be held off the school site other than on security protected school
equipment.
SEXUAL CONTACT WITH CHILDREN AND YOUNG PEOPLE AND ABUSE OF TRUST
Any sexual behaviour by a member of staff or volunteer with or towards a child or young person is illegal.
Children and young people are protected by the same laws as adults in relation to non-consensual sexual
behaviour. They are additionally protected by specific legal provisions regardless of whether there is consent
or not. All adults working in the school who have contact with pupils are in positions of trust. There are
occasions when adults embark on a course of behaviour known as 'grooming' where the sole purpose is to gain
the trust of a child or young person, and manipulate that relationship so that sexual abuse can take place.
Staff and volunteers should be aware that conferring special attention without good reason or favouring a
pupil has the potential to be construed as being part of a 'grooming' process, which is a criminal offence.
GIFTS
It is against the law for public servants to take bribes. Staff need to take care that they do not accept any
gift that might be construed by others as a bribe, or lead the giver to expect preferential treatment. There
are occasions when pupils or parents wish to pass small tokens of appreciation to staff e.g. at Christmas or as
a thank-you and this is acceptable. However, it is unacceptable to receive gifts on a regular basis or of any
significant value. Personal gifts must not be given to pupils. This could be misinterpreted as a gesture either
to bribe, or single out the young person. It might be perceived that a 'favour' of some kind is expected in
return. Any reward given to a pupil should be consistent with school policy, recorded, and not based on
favouritism.
SOCIAL CONTACT AND SOCIAL NETWORKING
Social networking sites and blogging are extremely popular. Staff must not post material which damages the
reputation of the school or which causes concern about their suitability to work with children and young
people. Those who post material which could be considered as inappropriate could render themselves
vulnerable to criticism or allegations of misconduct or disciplinary action. Staff and volunteers in school should
not establish or seek to establish social contact with pupils for the purpose of securing a friendship or to
pursue or strengthen a relationship. This includes social networking and blogging. Even if a pupil seeks to
establish social contact, or if this occurs coincidentally, the member of staff/volunteer should exercise
her/his professional judgment in making a response and be aware that such social contact in person, by phone
or on the internet could be misconstrued and may place the adult in a very vulnerable position. Staff and
volunteers must not give their personal details such as home/mobile phone number; home or e-mail address to
pupils unless the need to do so is agreed with senior management.
Please observe the following:
 Staff and volunteers should not use school equipment, or the school internet connection, to access or update
personal social websites.
 Staff should not have any child under 13 as “friends” on social media.
 It is recommended that staff do not have parents or ex-pupils as “friends.”
 Staff should use strong passwords and apply security settings so that all aspects of their profile are secure
and controlled.
 Staff should NOT post anything, on a social website or text, about the school community including about
incidents, pupils, staff or governors.
 Staff are expected to uphold professionalism and dignity on a public website, which would include the use of
language, including profile name, and content, including photos. They should think of this in respect of being a
role model. Staff should not use inappropriate comments in relation to gender, race, disability, age, religion or
sexual orientation.
 Images of pupils taken during school time or on educational visits must never be posted.
 Images of work colleagues or governors should not be posted without their permission.

USE OF MOBILE PHONES
Mobile phones should be stored in lockers or bags in the staffroom or in a class store cupboard, in which case
they should be switched off, and should at no time be used when pupils are present in the area. The exception
to this is when off site and a mobile phone is vital for communication with school. A school mobile is available
for use on these occasions, particularly for residential trips when the number will be shared with parents.
INTERNET USE AND ELECTRONIC COMMUNICATION (See also the e-safety policy)
Under no circumstances should adults in school access inappropriate images. Deliberately accessing
pornography on school equipment will be treated as gross misconduct and may be considered a criminal
offence. Accessing indecent images of children on the internet, and making, storing or disseminating such
material, is illegal and is likely lead to criminal prosecution and may result in barring from work with children
and young people. Personal property of a sexually explicit nature such as books, magazines, DVDs or such
material on any electronic media must not be brought onto or stored on the school premises.
Only school equipment should be used to take photos of pupils. Photos should be uploaded to the secure
staff shared drive and images erased from the portable device.
A school PC or laptop should only be used for school work and not for personal use. Staff should ensure that
they have absolute control of a school laptop allocated to their use. Staff are expected to restrict internet
access to work related sites within work hours and on school equipment.
A school email account should be used for all work related communication. It should not be used to circulate
personal email. Abuse of these areas may result in disciplinary action.
PHYSICAL CONTACT AND PERSONAL PRIVACY
There are occasions when it is entirely appropriate and proper for staff (not volunteers) to have physical
contact with pupils, but it is crucial that they only do so in ways appropriate to their professional role. When
physical contact is made with pupils, this should be in response to their needs at the time, of limited duration
and appropriate given their age, stage of development, gender, ethnicity and background. It is not possible to
be specific about the appropriateness of each physical contact, since an action that is appropriate with one
pupil in one set of circumstances may be inappropriate in another, or with a different pupil. Physical contact
should never be secretive or casual, or for the gratification of the adult, or represent a misuse of authority.
If a member of staff or volunteer believes that an action could be misinterpreted, the incident and
circumstances should be reported to senior management.
PROFESSIONAL RELATIONSHIPS
With pupils: All pupils have a right to be treated with respect and dignity. Staff and volunteers must not use
any form of degrading treatment to punish or undermine a pupil. The use of sarcasm, demeaning or insensitive
comments towards pupils is not acceptable in any situation. When speaking to pupils, we always consider how
we would expect to be spoken to ourselves. Shouting aggressively is not acceptable in any situation.
With other members of staff/volunteers: We act in a professional manner towards colleagues, irrespective of
our position within school, for example:
 Speaking politely to one another.
 Being approachable, friendly and welcoming to other adults in school – both staff members and visitors.
 Being flexible and understanding of unexpected changes within the school day;
 Communicating clearly and honestly.
 Addressing concerns openly and honestly with the person to whom the concern is addressed, whenever
possible, without publicly criticising anyone.
 We never act in a way that publicly undermines a colleague.
 We all take responsibility for our actions and are prepared to apologise when we have made mistakes and
undertake to learn from those errors.
 Not deliberately discriminating or ostracising certain members of staff.
 Avoiding the establishment of ‘cliques’ within the staff body.
 Supporting the professional development of all colleagues.
WHEN IN DOUBT, ASK!
If any member of staff or volunteer is in any doubt with regard to the guidelines of this Code, and how they
apply in any particular situation, then please consult with the Head or Associate Head. It is re-emphasised
that this Code is intended to be helpful and to enable fairness and equity between all staff.

-----------------------------------------------------------------------------------------------------------------I have read and understand the Staff and Volunteer Code of Conduct.
For Glapthorn C.E. Primary School staff, I understand that breaches of this policy can lead to disciplinary
action.
Print Name ________________________
Signed ___________________________ Date _________________

