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1. Purpose

	
	

	
	This Code of Conduct aims to establish a set of principles which underpin the expected conduct of staff at St Peter’s Catholic Primary School with the intention of encouraging staff to achieve the highest standards of conduct at work and of minimising the risk of improper conduct occurring.  
 
The school requires that all staff have read and comply with the Code of Conduct. Where clarification is needed on any aspect of this document, this should be sought from the Headteacher. 
 
Breach or failure to observe the provisions of this document may lead to action being taken under the school disciplinary procedure which is located in the policies section of the school intranet. 
 
This document is available to all staff from the school office as well as being provided on induction to all new members of staff. 
 
The Code of Conduct is not exhaustive in defining acceptable and unacceptable standards of conduct and behaviour and in circumstances where guidance does not exist individuals are expected to use their professional judgement and act in the best interests of the school and its pupils. 


	[bookmark: _Toc436737121][bookmark: _Toc437354628][bookmark: _Toc448149889]2. Scope

	
	The Code of Conduct applies to:
· all members of staff, including teaching and support staff;
· volunteers, including governors;
· casual workers;
· temporary and supply staff, either from agencies or engaged directly;
· student placements, including those undertaking initial teacher training, and apprentices.

References to ‘staff’ throughout the Code of Conduct refer to all of the above groups.
	
Any links within this document to other documents are for ease of use and do not form part of this Code of Conduct.

[bookmark: _Hlk16606439]The Code of Conduct exists in addition to Hampshire County Council’s Local Government Code of Conduct.
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	Staff are expected to demonstrate the highest possible standards of personal and professional conduct and behaviour and consistently act with honesty and integrity. The school expects staff to treat each other, pupils, parents and the wider school community with dignity and respect at all times. 

Furthermore, staff must have regard for the ethos and values of the school as well as its policies and procedures and act in accordance with these at all times, including in their dealings with those who come into contact with the school e.g. visitors.

Staff must act in accordance with their duty of care to pupils and ensure that the safety and welfare of the children and young people at the school are accorded the highest priority. In this and other ways staff should always maintain standards of conduct and behaviour which sustain their professional standing and that of the school.


Teachers are reminded of, and are expected to uphold, their wider responsibilities as set out in the Teachers’ Standards, including an understanding of, and acting within, the statutory frameworks which set out their professional duties and responsibilities.

St Peter’s Catholic Primary School recognises its statutory and moral duty to safeguard and promote the welfare of pupils and understands that staff play a vital role in meeting these responsibilities. Staff must be aware of their individual safeguarding responsibilities, including to provide a safe environment in which children can learn, to be aware of the signs of abuse and neglect, to identify children who are suffering, or are likely to suffer, significant harm and to take appropriate action in such cases to prevent concerns from escalating.

All members of staff must be aware of the school’s systems for supporting child safeguarding, including the role of the school’s Designated Safeguarding Lead (DSL).

In this school the DSL(s) is:  Louise Buxton

Staff have a professional duty to report concerns about the welfare of a child. Any such concerns must be raised without delay to the school’s DSL in the first instance or to Grace Foster, Louise Blake or Kirsty Pestana if the DSL cannot be located. In the event that none of the above are available contact Hampshire County Council’s Safeguarding team (01962 876364). There should be no delay in reporting a concern if there is risk of immediate serious harm to a child.

The DSL for Little Fishes Pre-School is: Caroline Ricketts with deputy DSL being Sharon Church and Jo Hudson.

Staff are reminded of their duty to report safeguarding concerns about staff. Any concerns or allegations must be raised without delay to the school’s Head teacher, Louise Buxton. 

Staff should be familiar with the school’s child protection policy, which is available to all staff on the school intranet and school website. All staff will receive appropriate child protection training and will be provided with guidance on child safeguarding as part of their induction to the school.

In accordance with the statutory guidance published by the Department for Education ‘Keeping Children Safe in Education’, all staff in St Peter’s Catholic Primary School who work directly with children are required to read Part One, Part Five and  Annex B.  Those staff who do not work directly with children are required, as a minimum, to read Part One of ‘Keeping Children Safe in Education’.  Staff will be provided with the relevant parts of ‘Keeping Children Safe in Education’ as part of their induction to the school. 

The full document is available via the above link www.gov.uk or from in the policies section of the school intranet.
Further information is found in the guidance document ‘The avoidance of unnecessary contact and allegations’ (Annex 1) and in ‘Guidance for safer working practice for those working with children and young people in education settings’ (May 2019) provided by the Safer Recruitment Consortium.


Pupils
Individuals who work or volunteer in a school environment are in a position of trust. Staff should be mindful of the need to maintain professional boundaries appropriate to their position and must always consider whether their actions are warranted, proportionate, safe and applied equitably.

Staff should act in an open and transparent way that would not lead any reasonable person to question their actions or intent. Staff should think carefully about their conduct so that misinterpretations are minimised.

Staff must avoid unnecessary physical contact with children. Where physical contact is essential, e.g. for safety reasons, the pupil’s permission must be gained for that contact wherever possible. If physical contact is made to remove a pupil from a dangerous situation or an object from a pupil to prevent either harm to themselves or others, then this should be recorded and reported to the Head teacher or a DSL. In cases where accidental physical contact was made, it should be reported to the Head teacher or a DSL. In all cases, staff should act in accordance with the school’s restraint policy which can be found in the policies section of the school intranet.

Any sexual behaviour by a member of staff with or towards a pupil, child or young person whether inside or outside of work is unacceptable. Staff are reminded that under the Sexual Offences Act 2003, it is a criminal offence for a person aged 18 or over 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. Keeping Children Safe in Education defines a child as everyone under the age of 18.

Special Schools will often work with pupils and vulnerable adults over the age of 18.  The principles within the Code of Conduct applies to all under the care of the school

Parents
Staff are expected to interact with parents in a polite and respectful manner and recognise parents’ entitlement to express any concerns they may have about their child’s learning, safety or wellbeing. Staff should avoid discussing school matters with parents outside school if approached and should instead refer the parent to the normal school communication channels. 


Internal e-mail and internet systems must be used only in accordance with the school’s acceptable use of ICT policy which can be found in the On-line Safety policy available on the school website and from the school office.

Social networking sites offer the opportunity for communication with children, young people and their parents outside normal professional boundaries. School staff must take care to protect their privacy and protect themselves from risk of allegations in relation to inappropriate relationships and cyberbullying. Staff must not have any unauthorised contact or accept ‘friend’ requests through social media with any pupil (including former pupils and/or those who attend other schools) unless they are family members. Staff must exercise caution when having contact online through social media with parents so as not to compromise the school’s reputation or school information.

Please refer to the school’s acceptable use of ICT policy within the On-line Safety policy available on the school website and from the school office.  Also see the Social Media policy available on the school website and from the school office, for further guidance on acceptable and unacceptable use of IT, social media and mobile phones.

For further information on the acceptable use of school IT Resources, staff should refer to the school’s leaflet ‘Use of ICT Resources Do’s and Don’ts: advice for school staff’ (Annex 2) in the policies section of the school intranet.

Staff must ensure that they do not disclose confidential information to anyone who does not have the right to receive it. Where information is disclosed this should be in line with the principles of the General Data Protection Regulations (GDPR) 2016 and the Data Protection Act 2018. Equally staff should not prevent another person from gaining access to information to which that person is entitled by law. If there is doubt about whether or not to share information, advice must be sought from an appropriate senior member of staff Louise Buxton, Headteacher or Louise Blake/Nadine Donnelly Assistant Headteacher.

Information obtained during the course of an individual’s work should never be used for personal gain or benefit, nor should it be passed onto others who might use it in such a way.

An individual’s dress and appearance is a matter of personal choice; however, staff should ensure that they dress appropriately, decently and safely for a school environment and for the role they undertake, as well as setting a good example to both pupils and visitors. 

This means that adults should wear clothing that:

· Promotes a positive and professional image
· Is appropriate to their role
· Is not likely to be viewed as offensive, revealing, or sexually provocative
· Does not distract, cause embarrassment or give rise to misunderstanding
· Is absent of any political or otherwise contentious slogans
· Is not considered to be discriminatory

In order to portray a professional image it is not appropriate for staff to wear denim, jeans or trainers (except for PE).

Staff should have particular regard to the health and safety risks involved with certain lessons i.e. physical education/food technology and the need to dress appropriately and safely when undertaking these activities, such as wearing appropriate footwear, removing jewellery etc

The school recognises the diversity of cultures and religions of its staff and will take a sensitive approach when this affects dress and uniform requirements. However, priority will be given to health and safety, security and other similar considerations of other staff, pupils and the school.

The Governing Body of the school is committed to equality for all in the appointment, development, training and promotion of staff, and in all dealings with pupils and parents of the school. It also recognises that all members of staff have the right to work in a safe environment without fear of discrimination, harassment or abuse.

[bookmark: OLE_LINK4]All pupils, colleagues, parents, members of the public and wider school community have the right to be treated with fairness and equality and must not be discriminated against. The school expects staff to uphold these principles.

Please refer to the school’s equalities statement for further guidance.  This can be found on the school website.


Care must be taken by staff to avoid any conflict of interest between activities undertaken outside school and responsibilities within school. In no case should actions or activities undertaken outside of work (including but not limited to relationships and social media contact with children, young people and vulnerable adults) bring the school into disrepute. 

Staff must disclose any misconduct or alleged misconduct made against them, including any incidents arising from alternative or additional employment outside of this school. Disclosure must be made to the Headteacher without delay, after which consideration will be given to the relevance or otherwise of the misconduct to their role in the school.

Teachers are reminded that the Teachers’ Standards, and specifically Part Two: Personal and Professional Conduct, set out their responsibilities in relation to upholding public trust in the profession and maintain high standards of ethics and behaviour, within and outside school. 

Where staff are in doubt as to whether there is a conflict of interest advice must be sought from the Headteacher.


The term ‘low level concerns’ is outlined in ‘Keeping Children Safe in Education’ and refers to concerns about an adult working in or on behalf of the school who may have acted in a way that is inconsistent with this code of conduct, including inappropriate conduct outside of work.  This concern does not necessarily meet the allegations threshold for referral to the LADO, but nevertheless should be shared responsibly, recorded and dealt with appropriately.

The purpose of managing low level concerns is to create and embed a culture of openness, trust and transparency; also to protect staff from potential false allegations or misunderstandings.

Staff can protect themselves by following this code of conduct and ‘The avoidance of unnecessary contact and allegations’ guidance, including the Do’s and Don’ts (Annex 1).

Low level concerns about a staff member, including a volunteer or contractor, should be reported in the same way as allegations as outlined in the school’s Child Protection policy.  


Staff should consider carefully whether they need to declare to the school any relationship with an individual where this might cause a conflict with the school’s activities, for example, a relationship with a Governor, another staff member or a contractor who provides services to the school. Where such a declaration is necessary this should be made to the Headteacher.

Staff may undertake work outside school, either paid or voluntary, provided it does not conflict with the interests of the school nor be at a level which may contravene the Working Time Regulations or affect an individual’s performance at work.


[bookmark: OLE_LINK3]The Public Interest Disclosure Act 1998 (as amended) gives protection to people who disclose reasonable concerns about serious misconduct or malpractice at work. This is sometimes known as Whistleblowing. The Governing Body of the school will treat all matters of malpractice very seriously and allegations about such matters will be dealt with quickly and with appropriate confidentiality.

Staff should acknowledge their individual responsibilities in bringing matters of concern to the attention of senior leadership in the school. This is particularly important where the welfare of children may be at risk.

A clear procedure is provided for staff to raise issues with the purpose of assisting in reducing the risk of serious concerns being mishandled, whether by the individual or by the school. Please refer to the school’s Procedure for Protected Disclosures (“Whistleblowing”) for further information which can be found in the policies section of the school intranet.

Staff must adhere to the school’s Health and Safety policy and should ensure that they take every action to keep themselves and others in the school environment safe.

[bookmark: OLE_LINK5][bookmark: OLE_LINK8]Please refer to the school’s Health and Safety policy for further information which can be found in the policies section of the schools intranet.


There may be occasions where children or parents wish to pass small tokens of appreciation to staff, for example as an end of year ‘thank-you’, and this is acceptable. However, it is unacceptable to receive gifts on a regular basis or of any significant value or to suggest to pupils that gifts would be appropriate or desired. Money should never be accepted as a gift.

It is not acceptable for staff to give gifts to pupils and any rewards given to children must be given in agreement with the declared reward practice of the school as set out in the behaviour policy.

[bookmark: OLE_LINK6][bookmark: OLE_LINK7]Staff should not solicit or accept any gift, hospitality or other reward from external parties which influences the way in which they carry out their duties or leads the giver to expect preferential treatment.

The use of school resources, property and equipment is for school-related activities only, except where otherwise agreed.

All members of staff must use any public or school funds entrusted or handled by them in a responsible and lawful manner.

	[bookmark: _Toc23763733]Governance

The Policy was approved in  February 2025

To be reviewed: February 2026























										Annex 1
Hampshire County Council Guidelines for the avoidance of unnecessary contact and allegations

Allegations are made by children against staff working in schools from time to time. Some of these allegations are true, some are essentially true but exaggerated, some are mistaken and some are malicious. In an environment in which the conduct of adults towards children comes under more and more scrutiny in the interests of protecting children, all employees in schools need to be aware that their actions or conduct may lead to formal investigations taking place under child protection procedures and this could in turn have implications for their employment records and future careers even where those concerns have not been substantiated.

Working with young people brings demands and challenges.  There are also great rewards, not least of which are the good personal relationships, which help the growth and development of those young people.  In a very small number of cases, things can go wrong.  Allegations against staff are rare, but the damage to all concerned is so great that all staff must be aware of the issues and think carefully about their conduct so that misinterpretations can be minimised.  It is not possible to prescribe courses of action for every circumstance but employees should observe these guidelines in the conduct of their work with young people.
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· Whistleblowing

· Conclusion

· Do’s & Don’ts
[bookmark: power][bookmark: trust]
Trust

Power and Positions of Trust
Where a person aged 18 or over is in a position of trust with a child under 18, it is an offence for that person to engage in sexual activity with or in the presence of that child, or to cause or incite that that child to engage in or watch sexual activity (Sexual Offences Act 2003)  

As a result of their knowledge, position and/or the authority invested in their role, many adults working with children and young people in education settings are in positions of trust in relation to the young people in their care, where they have direct unsupervised access to children.   A relationship between a member of staff and a pupil cannot be a relationship between equals.  There is potential for exploitation and harm of vulnerable young people and staff have a responsibility to ensure that an unequal balance of power is not used for personal advantage or gratification.

Staff must avoid behaviour which might be misinterpreted by others, and Headteachers should record any incident with this potential and take measures to ensure such behaviour is not repeated.

Infatuations
Staff need to be aware that it is not uncommon for pupils to be strongly attracted to a member of staff and/or develop a heterosexual or homosexual infatuation.  All situations should be responded to sensitively to maintain the dignity of all concerned.  Staff should also be aware that such circumstances always carry a high risk of words or actions being misinterpreted and for allegations to be made against staff.

A member of staff, who becomes aware that a pupil may be infatuated with themselves or a colleague, must discuss this at the earliest opportunity with a senior colleague so that appropriate action can be taken.  In this way, steps can be taken to avoid hurt and distress for all concerned.  Staff must also ensure that boundaries are maintained.

Social Contact
Staff must not establish or seek to establish social contact with pupils for the purpose of securing a friendship or to pursue or strengthen a relationship.  Even if a young person seeks to establish social contact, or if this occurs coincidentally, the member of staff must exercise her/his professional judgement in making a response and be aware that such social contact could be misconstrued. 

Staff must not give their personal details such as home/mobile phone number or home or e-mail address to pupils unless the need to do so is agreed and formally recorded with senior management.

Internal e-mail systems must be used only in accordance with school policy. Use of texting as a means of communication with pupils is strongly discouraged as this may indicate an unprofessional relationship with a pupil.

[bookmark: care]
Care

Care, Control and Physical Intervention
The circumstances in which staff can intervene with a pupil are covered by the 1996 Education Act.  Staff may legitimately intervene to prevent a pupil from committing a criminal offence, injuring themselves or others, causing damage to property, engaging in behaviour prejudicial to good order and to maintain good order and discipline.  Staff should have regard to the health and safety of themselves and others.

This is a complex area and staff must have regard to current DfE and Local Authority guidance.  

Under no circumstances should physical force be used as a form of punishment.  The use of unwarranted physical force is likely to constitute a criminal offence and lead to potential dismissal.

In all cases where physical intervention is deemed necessary, the incident and subsequent actions must be documented and reported promptly.

Physical Contact and Personal Care
There are occasions when it is entirely appropriate and proper for staff to have physical contact with pupils, but it is crucial that they only do so in ways appropriate to their professional role and responsibilities.

Personal Care
All children have a right to safety, privacy, respect and dignity when contact of a personal nature is required (for example assisting with toileting or removing wet/soiled clothing).  Children should be encouraged to act as independently as possible and to undertake as much of their own personal care as is practicable. Staff should not assist with any personal care task which a child is able to undertake themselves.

When assistance is required, staff must make another member of staff aware of the task to be undertaken. 

Some job responsibilities necessitate intimate physical contact with children on a regular basis (for example the provision of medical care, physiotherapy, or toileting). A care plan should be drawn up and agreed with parents/carers for all children who require intimate care on a regular basis, with the views of the child actively sought wherever possible. The nature, circumstances and context of such physical contact should comply with the agreed plan, which should be regularly reviewed.

When personal care is being carried out, all children have the right to dignity and privacy i.e. they should be appropriately covered, the door closed or screens/curtains put in place. The number of adults engaged in the care should only reflect the minimum needed to perform the task safely and respectfully.

The responses of any child to personal care should be carefully and sensitively observed, and where necessary any concerns passed to the Headteacher and the child’s parents/carer.

The responses of any child to personal care should be carefully and sensitively observed, and where necessary any concerns passed to the Headteacher and the child’s parents/carer.

Additional vulnerabilities that may arise from a physical disability or learning difficulty should be considered with regard to individual teaching and care plans for each child.  Issues relating to gender, culture and religion should also be taken into account in all actions and in making care plans.  As with all arrangements for intimate care needs, agreements between the child, their parents/carers and the organisation must be negotiated, agreed and recorded.  In addition, the views and/or emotional responses of children with special educational needs, regardless of age and ability must be actively sought in regular reviews of these arrangements.

A 'no touch' approach is impractical for most staff and may in some circumstances be inappropriate.  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.  Appropriate physical contact in schools may occur most often with younger pupils.

It is not possible to be specific about the appropriateness of each physical contact, since an action that is appropriate with one child in one set of circumstances may be inappropriate in another, or with a different child.  Staff should therefore, use their professional judgement at all times and act in accordance with the school’s behaviour management and restraint policy. 

Physical contact should never be secretive, or for the gratification of the adult, or represent a misuse of authority.  If a member of staff believes that an action could be misinterpreted, the incident and circumstances should be recorded as soon as possible in the school's incident book and, if appropriate, a copy placed on the child’s file.

Physical contact, which occurs regularly with an individual child or young person, is likely to raise questions unless the justification for this is part of a formally agreed plan (for example in relation to pupils with SEN or physical disabilities).  Any such contact should be the subject of an agreed and open school policy and subject to review. Where feasible, staff should seek the child's permission before initiating contact.  Staff should listen, observe and take note of the child's reaction or feelings and – so far as is possible - use a level of contact which is acceptable to the child for the minimum time necessary.

Specific attention should be paid to gender, culture and religious issues for children and their views should be sought about their preferences in relation to staff who are required to assist with personal care. 

Extra caution may be required where it is known that a child has suffered previous abuse or neglect.  In the child's view, physical contact might be associated with such experiences and lead to the child feeling anxious or upset. This may also lead to staff being vulnerable to allegations of abuse.  It is recognised that many such children are extremely needy and seek out inappropriate physical contact.  In such circumstances staff should deter the child sensitively by helping them to understand the importance of personal boundaries.

The general culture of 'limited touch' should be adapted, where appropriate, to the individual requirements of each child.  Children with special needs may require more physical contact to assist their everyday learning.  The arrangements should be understood and agreed by all concerned, justified in terms of the child's needs, consistently applied and open to scrutiny.

[bookmark: curriculum]


Curriculum
Many areas of the curriculum can include or raise subject matter which is sexually explicit, or of an otherwise sensitive nature.  Care should be taken to ensure that resource materials cannot be misinterpreted and clearly relate to the learning outcomes identified by the lesson plan.  This plan should highlight particular areas of risk and sensitivity, taking particular account of religious, culture and gender issues.

The curriculum can sometimes include or lead to unplanned discussion about subject matter of a sexually explicit or otherwise sensitive nature.  Responding to pupils' questions can require careful judgement and staff may wish to take guidance in these circumstances from a senior member of staff.

Care should also be taken to abide by the governing body's required policy on sex and relationships education and the wishes of parents.  Parents have the right to withdraw their children from all or part of any sex education provided (but not from the biological aspects of human growth and reproduction necessary under the science curriculum).

Individual children may indicate their discomfort with specific materials and should be allowed to refrain from reading aloud and acting out parts of a play that they find sensitive, even if it is deemed appropriate for the class.

Educational Visits and After School Clubs etc
Staff must take particular care when supervising pupils in the less formal atmosphere of a residential setting or after-school activity.

During school activities that take place off the school site or out of school hours, 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.  Clear boundaries must be maintained and staff should be clear about acceptable behaviour by pupils regarding smoking/drinking.

Where out of school activities include overnight stays, careful consideration needs to be given to sleeping arrangements. Pupils, staff and parents should be informed of these prior to the start of the trip.  

Health and Safety arrangements require members of staff to keep colleagues/employers aware of their whereabouts, especially when involved in an out of school activity. 

Staff must be aware of and follow LA regulations, policies and guidance to include evidence of parental permission, approval of volunteers (including DBS disclosures and Barred List Checks where the volunteer is not supervised), choice of residential site and an explicit code of conduct for staff and pupils. 

[bookmark: whistleblowing]
Whistleblowing
Whistleblowing is the mechanism by which staff can voice their concerns, made in good faith, without fear of repercussion.  Each school should have a clear and accessible whistleblowing policy that meets the terms of the Public Interest Disclosure Act 1998. A model procedure is provided in the Manual of Personnel Practice.

All staff should understand their individual responsibilities to bring matters of concern about children, colleagues or volunteers to the attention of senior management and/or relevant external agencies in writing.  This is particularly important where the welfare of children may be at risk. Staff will be judged to be failing in their duty to safeguard children if they do not report such matters, and such failure could result in formal disciplinary action.

It is important that if concerns are expressed about alleged child abuse or inappropriate behaviour towards a child, this must be reported to the Headteacher or appropriate line manager.  Such concerns should be pursued to reach a conclusion, with or without a formal complaint being made, even when the child or parent is not asking for further action to be taken about this matter.  Concerns about Headteachers should be dealt with by the nominated member of the Governing Body, usually the Chair of Governors.

Use of internet
It is not acceptable for staff or volunteers to download inappropriate material using any computer to which pupils may have access, or to make use of such material in a school. 

Any member of staff or volunteer who receives inappropriate material on the internet on a school computer, should report the matter urgently to their manager and ensure that the material is removed.  

Staff need to be aware of the school’s policy on the use of internet, mobile phones, etc to communicate with children.

Sharing Concerns and Recording Incidents 
All staff must be aware of the school's child protection procedures, including procedures for dealing with allegations against staff, which are informed by the DfE Statutory Guidance. Staff who are the subject of allegations are advised to contact their trade union and/or professional association.

In the event of an incident occurring, which may result in an action being misinterpreted and/or an allegation being made against a member of staff, the relevant information must be clearly and promptly recorded and reported to senior staff.  Early discussion with a parent or carer could avoid any misunderstanding (subject to advice in this procedure and from the Local Authority Designated Officer (LADO) about contacting parents).

Members of staff should feel able to discuss with their line manager any difficulties or problems that may affect their relationship with pupils so that appropriate support can be provided or action can be taken.

All complaints, concerns or allegations against a member of staff that have child protection implications, or might relate to a risk posed by a person in a position of trust must be fully recorded. Records must include how these complaints, concerns or allegations were investigated and the outcome of any investigation with the rationale for this decision. 


[bookmark: OLE_LINK2][bookmark: Conclusion]Conclusion
It would be impossible and inappropriate to lay hard and fast rules to cover all the circumstances in which staff relate to young people and where opportunities for their conduct to be misconstrued might occur.

In all circumstances, professional judgement will need to be exercised.  For the vast majority of staff the above guidelines will serve only to confirm what has always been their practice.  If staff have any doubts about the advice contained in this document they should consult their Headteacher or line manager as appropriate.

More detailed guidance can be found on EPS’ Safer Culture guidance. 

[bookmark: dosanddonts]
Do’s & Don’ts of working with children

Staff and volunteers must be aware of how to conduct themselves to minimise the risk of becoming the subject of any child protection processes. This list summarises what to do and not to do.  It is not exhaustive and schools may wish to add to the list.

Do:
· Read and follow the school’s child protection procedures
· Report to the Headteacher/DSL any concerns about child welfare/safety
· Report to the Headteacher any concerns about the conduct of other school staff/ volunteers/contractors
· Record in writing all relevant incidents 
· Work in an open and transparent way
· Discuss and report any incidents of concern or that might lead to concerns being raised about your conduct towards a child
· Report to the Headteacher any incidents that suggest a pupil may be infatuated with you or taking an above normal interest in you
· Dress appropriately for your role
· Only use e-mail contact with pupils via the school’s system
· Avoid unnecessary physical contact with children
· Ensure you understand the rules concerning physical restraint
· Where physical contact is essential for educational or safety reasons, gain pupil’s permission for that contact wherever possible
· Allow children to change clothes with levels of respect and privacy appropriate to their age, gender, culture and circumstances
· [bookmark: OLE_LINK1]Avoid working in one-to-one situations with children where possible, except where this is explicitly part of your role.
· In certain one-to-one situations, ensure that you are within sight of another adult, e.g. by having a door open/being behind a glass partition/working in one corner of a room whilst another adult is operating elsewhere in the room. 
· During the provision of personal/intimate care, which is part of the post holder’s normal responsibilities, maintaining the child’s dignity and privacy should be of paramount importance, which may warrant the care to take place on a one-to-one basis, ensuring privacy is appropriate to the child’s age and situation.
· Ensure an appropriate member of staff is aware of when and where you are holding a one-to-one.
· If you are unhappy about the venue arrangements, take this up with your Headteacher before entering into these.
· Avoid volunteering to house children overnight
· Ensure that areas of the curriculum that may involve sexually explicit information are taught in accordance with school policies
· Be careful about recording images of children and do this only when it is an approved educational activity
· Contact your professional association or trade Union if you are the subject of concerns or allegations of a child protection nature
· Fully co-operate with any investigation into child protection issues in the school.  Listen to pupils when they express concern (rumours) about staff which might appear to be just, and check facts v fiction

Don’t:
· Take any action that would lead a reasonable person to question your motivation and/or intentions  
· Misuse in any way your position of power and influence over children
· Use any confidential information about a child to intimidate, humiliate or embarrass a child
· Engage in activities out of school that might compromise your position within school
· Establish or seek to establish social contact with pupils outside of school
· Accept regular gifts from children
· Give personal gifts to children
· Communicate with pupils in inappropriate ways, including personal e-mails and mobile telephones.
· Pass your home address, phone number, e-mail address or other personal details to pupils/children.
· Make physical contact secretive
· Assist with any personal care task which a child can undertake themselves
· Arrange to meet with pupils in closed rooms without senior staff being made aware of this in advance.
· Use physical punishment of any kind
· Confer special attention on one child unless this is part of an agreed school plan or policy
· Transport pupils in your own vehicle without prior management approval
· Take, publish or share images of pupils or other children without their parents’ permission.
· Access abuse images (sometimes referred to as child pornography) or other inappropriate material
· Abuse your position of trust with pupils
· Allow boundaries to be unsafe in more informal settings such as trips out, out of school activities etc.


Annex 2

Hampshire County Council

Do’s and Don’ts: Advice for Staff ICT Resources			 	 

Whilst the wide range of ICT systems and resources available to staff, both in school and outside of school, have irrefutable advantages, there are also potential risks that staff must be aware of. Ultimately if staff use ICT resources inappropriately, this may become a matter for a police or social care investigation and/or a disciplinary issue which could lead to their dismissal. Staff should also be aware that this extends to inappropriate use of ICT outside of school.

This Dos and Don’ts list has been written as a guidance document. Whilst it is not fully comprehensive of every circumstance that may arise, it indicates the types of behaviours and actions that staff should not display or undertake as well as those that they should in order to protect themselves from risk. 
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· ensure that you do not breach any restrictions that there may be on your use of school resources, systems or resources
· ensure that where a password is required for access to a system, that it is not inappropriately disclosed
· respect copyright and intellectual property rights
· ensure that you have approval for any personal use of the school’s ICT resources and facilities
· be aware that the school’s systems will be monitored and recorded to ensure policy compliance
· ensure you comply with the requirements of the Data Protection Act when using personal data
· seek approval before taking personal data off of the school site
· ensure personal data is stored safely and securely whether kept on site, taken off site or accessed remotely
· report any suspected misuse or concerns that you have regarding the school’s systems, resources and equipment to the Headteacher or designated manager and/or Designated Safeguarding Lead as appropriate
· 
· be aware that a breach of your school’s Acceptable Use Policy will be a disciplinary matter and in some cases, may lead to dismissal
· ensure that any equipment provided for use at home is not accessed by anyone not approved to use it
· ensure that you have received adequate training in ICT
· ensure that your use of ICT bears due regard to your personal health and safety and that of others


Don’t
· access or use any systems, resources or equipment without being sure that you have permission to do so
· access or use any systems or resources or equipment for any purpose that you don’t have permission to use the system, resources or equipment for
· compromise any confidentiality requirements in relation to material and resources accessed through ICT systems
· 
· use systems, resources or equipment for personal use without having approval to do so
· use other people’s log on and password details to access school systems and resources
· download, upload or install any hardware or software without approval
· use unsecure removable storage devices to store personal data
· use school systems for personal financial gain, gambling, political activity or advertising
· communicate with parents and pupils outside normal working hours unless absolutely necessary




Use of email, the internet, VLEs and school and HCC intranets


Do
· alert your Headteacher or designated manager if you receive inappropriate content via email
· be aware that the school’s email system will be monitored and recorded to ensure policy compliance
· ensure that your email communications are compatible with your professional role
· give full consideration as to whether it is appropriate to communicate with pupils or parents via email, or whether another communication mechanism (which may be more secure and where messages are less open to misinterpretation) is more appropriate
· be aware that the school may intercept emails where it believes that there is inappropriate use
· seek support to block spam
· alert your Headteacher or designated manager if you accidentally access a website with inappropriate content
· be aware that a website log is recorded by the school and will be monitored to ensure policy compliance
· answer email messages from pupils and parents within your directed time
· mark personal emails by typing ‘Personal/Private’ within the subject header line


Don’t
· send via email or download from email, any inappropriate content
· send messages that could be misinterpreted or misunderstood
· use personal email addresses to communicate with pupils or parents 
· send messages in the heat of the moment
· send messages that may be construed as defamatory, discriminatory, derogatory, offensive or rude
· use email systems to communicate with parents or pupils unless approved to do so
· download attachments from emails without being sure of the security and content of the attachment
· forward email messages without the sender’s consent unless the matter relates to a safeguarding concern or other serious matter which must be brought to a senior manager’s attention
· access or download inappropriate content (material which is illegal, obscene, libellous, offensive or threatening) from the internet or upload such content to the school or HCC intranet
· upload any material onto the school website that doesn’t meet style requirements and without approval






Use of email, the internet, VLEs and school and HCC intranets


Do
· alert your Headteacher or designated manager if you receive inappropriate content via email
· be aware that the school’s email system will be monitored and recorded to ensure policy compliance
· ensure that your email communications are compatible with your professional role
· give full consideration as to whether it is appropriate to communicate with pupils or parents via email, or whether another communication mechanism (which may be more secure and where messages are less open to misinterpretation) is more appropriate
· be aware that the school may intercept emails where it believes that there is inappropriate use
· seek support to block spam
· alert your Headteacher or designated manager if you accidentally access a website with inappropriate content
· be aware that a website log is recorded by the school and will be monitored to ensure policy compliance
· answer email messages from pupils and parents within your directed time
· mark personal emails by typing ‘Personal/Private’ within the subject header line



Don’t
· send via email or download from email, any inappropriate content
· send messages that could be misinterpreted or misunderstood
· use personal email addresses to communicate with pupils or parents 
· send messages in the heat of the moment
· send messages that may be construed as defamatory, discriminatory, derogatory, offensive or rude
· use email systems to communicate with parents or pupils unless approved to do so
· download attachments from emails without being sure of the security and content of the attachment
· forward email messages without the sender’s consent unless the matter relates to a safeguarding concern or other serious matter which must be brought to a senior manager’s attention
· access or download inappropriate content (material which is illegal, obscene, libellous, offensive or threatening) from the internet or upload such content to the school or HCC intranet
· upload any material onto the school website that doesn’t meet style requirements and without approval
	




Use of telephones, mobile telephones and instant messaging


Do
· ensure that your communications are compatible with your professional role
· ensure that you comply with your school’s policy on use of personal mobile telephones
· ensure that you reimburse your school for personal telephone calls as required
· use school mobile telephones when on educational visits






Don’t
· send messages that could be misinterpreted or misunderstood
· excessively use the school’s telephone system for personal calls
· use personal or school mobile telephones when driving use the camera function on personal or school mobile telephones to take images of colleagues, pupils or of the school. 




Use of cameras and recording equipment


Do
· ensure that material recorded is for educational purposes only
· ensure that where recording equipment is to be used, approval has been given to do so
· ensure that material recorded is stored appropriately and destroyed in accordance with the school’s policy
· ensure that parental consent has been given before you take pictures of school pupils



Don’t
· bring personal recording equipment into school without the prior approval of the Headteacher
· inappropriately access, view, share or use material recorded other than for the purposes for which it has been recorded
· put material onto the VLE, school intranet or intranet without prior agreement from a member of senior staff
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Staff and Hot Drinks
· Once children are in, no hot drinks in the classrooms.
· After duty, if hot drinks are taken into the learning environment then they must be in metal cups with a screw top lid.
· Other than when you have been on duty and need a refreshment, there should be no other time drinks are being drunk in front of children as this does not look very professional.
· Please initial your cup and lid with permanent marker.

Lone working 
· Sometimes staff may choose to work at school out of school hours (and ensuring your work-life balance). If you should be doing this please make sure you are physically secure on-site eg you don’t leave external doors open. You must also inform someone at ‘home’ that you are in school and give them a rough estimate for your arrival home. If you live alone let a friend know and phone them on your leaving. In school do not do anything that might cause you harm eg working at height. Keep your mobile nearby.
Visual Equipment Check
· Please visually check all equipment both electrical and other e.g. P.E. / sports or EYFS outside learning areas each morning. Let the site manager know immediately if you have any problems and also refer to HSE guidance.

Managing scissors, staple guns and sharp knives
· OK this may seem over the top but we advise, from experience, that staple guns and adult scissors are kept out of sight. Meanwhile no knives are to be kept in the junior tech room unless in a lockable drawer.

Playground Supervision – break, lunch, BC/ASC
· A gentle reminder that supervision outside needs to remain vigilant, proactive and that those on duty circulate their area. This is especially important if your position is at the trim trail or adventure playground. The same remains for ‘patio breaks’. Remember your orange hi-vis jackets so you can be easily spotted.

Asbestos
· Although we have ‘no detected’ asbestos in school, the site manager will lead each class teacher through the asbestos register (kept at the front desk) to show that their classroom is ‘non-detected’ or ‘not accessed’. You may need to be cautious. Even placing a pin into a wall with asbestos can be dangerous. The class teacher will then advise their team.

Working at Height
· You must only use a step stool, which the site manager demonstrates at annual training. Step ladders can only be used by trained staff.
COSHH
· Please beware that any chemical use don site should be approved by site manager. For chemical eg. certain art materials eg. fixative sprays, disinfectant and other cleaning products have their COSHH sheets and data sheets are in a file in the staff room so if you have a spillage you know how to treat the area. There will be nothing of particular danger within school.
Annual Hants Training (e-learning)
· All staff need to complete;
· Fire Induction
· Moving and Handling
· DSE Users
Driving at work policy
· The policy document needs to be completed by all staff who will need to be driving for work to ensure everyone has business insurance and MOT. This included meetings, driving children, attending training and twilights at other schools.

Staff clothing and footwear
· Please ensure staff dress is professional, reflecting your role in school. Footwear must also be appropriate to your role.


	Code of Conduct 
	25
	Updated February 2025
To be Reviewed February 2026



image1.jpeg




image2.jpeg




