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1. Aims, scope and principles
This policy aims to set and maintain standards of conduct that we expect all staff to follow. 

By creating this policy, we aim to ensure an environment in which everyone is safe, happy, and treated with respect. 

Many of the principles in this code of conduct are based on the Teachers’ Standards, and we expect staff to act in accordance with them. Staff have an influential position and will serve as role models for young people by consistently demonstrating high standards of behaviour.

Please note that this code of conduct is not exhaustive. If situations arise that are not covered by this code, staff will use their professional judgement and act in the best interests of Atypical Education and its young people. 

2. Legislation and guidance
In line with the statutory safeguarding guidance Keeping Children Safe in Education, we should have a staff code of conduct that covers acceptable use of technologies (including mobile devices), staff/pupil relationships and communications, including social media.

3. General obligations
Staff set an example for young people. They will:

· Maintain high standards in their attendance and punctuality

· Treat everyone with dignity and respect 

· Show tolerance and respect for the rights of others 

· 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 

· Do not express personal beliefs in a way that exploits young people’s vulnerability or might lead them to break the law 

· Understand the statutory frameworks they must act

· Observe the Teachers’ Standards 
4. Safeguarding
Staff must safeguard young people from harm and report any safeguarding concerns, low-level concerns or allegations about adults working with children without delay, following the organisation's Child Protection and Safeguarding Policy. This includes concerns relating to physical, emotional or sexual abuse, neglect, exploitation, online harm, or inappropriate conduct by another adult working with children.

4.1 Low-level concerns about members of staff
A low-level concern is any concern, no matter how small, about the behaviour of an adult working in or on behalf of Atypical Education towards a young person that does not meet the harm threshold but is inconsistent with this Staff Code of Conduct or gives rise to a sense of unease or a "nagging doubt".

Low-level concerns may arise from behaviour both inside and outside the workplace and should be shared at an early stage to help maintain a culture of openness, transparency and safeguarding.

Examples may include, but are not limited to:

· Being overly familiar with a young person. 

· Inappropriate or unnecessary physical contact. 

· Inappropriate comments, jokes or language. 

· Contact with a young person outside approved communication channels. 

· Failing to maintain appropriate professional boundaries. 

· Any behaviour that is inconsistent with this Code of Conduct, even if no harm is intended. 

4.2 Reporting Low-Level Concerns

All staff, volunteers, agency staff and contractors have a responsibility to report low-level concerns promptly.

Concerns should normally be reported to the Owner or DSL responsible for safeguarding. Where the concern relates to the Owner, it should be reported directly to the LADO, following the Whistleblowing Policy.

Staff are encouraged to report concerns without fear of reprisal. Reporting a genuine concern in good faith will never be viewed negatively, even where the concern is subsequently found to be unfounded.

Recording and Management

All reported low-level concerns will be:

· Recorded promptly and accurately. 

· Reviewed by the appropriate senior leader. 

· Managed fairly, proportionately and confidentially. 

· Considered alongside any previous concerns or information held about the individual. 

· Retained securely in accordance with safeguarding and data protection requirements. 

The purpose of recording low-level concerns is to ensure concerns are not considered in isolation and that any developing patterns of behaviour can be identified early.

Responding to Concerns

Following review, the organisation may:

· Provide advice, guidance or informal support. 

· Clarify expectations regarding professional conduct. 

· Provide additional training or supervision. 

· Initiate a formal management or disciplinary process where appropriate. 

· Refer concerns to external agencies where safeguarding thresholds are met. 

Where information suggests that the behaviour may meet the allegations management threshold, the matter will be managed in accordance with the organisation's Allegations Against Staff procedures and statutory safeguarding guidance.

Self-Reporting

Staff are encouraged to report any incident where their own behaviour may have been misinterpreted or where they believe they may have unintentionally breached professional boundaries. Early self-reporting enables concerns to be considered openly and fairly and helps protect both staff and young people.

4.3 Allegations Against Staff, Volunteers and Contractors

Atypical Education is committed to ensuring that all concerns or allegations about adults working with young people are managed promptly, fairly, consistently and in accordance with statutory safeguarding guidance.

An allegation must be treated seriously where it is alleged that a member of staff, volunteer, agency worker or contractor has:

· Behaved in a way that has harmed a child or may have harmed a child. 

· Possibly committed a criminal offence against or related to a child. 

· Behaved towards a child or children in a way that indicates they may pose a risk of harm to children. 

· Behaved or may have behaved in a way, either in work or outside of work, that indicates they may not be suitable to work with children. 

Reporting Allegations

Any member of staff who receives an allegation or has concerns that an allegation threshold may have been met must report the matter immediately to the Commissioner, Owner, or Designated Safeguarding Lead (DSL), in accordance with the organisation's safeguarding procedures.

If the allegation concerns the Owner or Designated Safeguarding Lead, report it directly to the LADO without delay.

Staff must not:

· Attempt to investigate the allegation themselves. 

· Question the child, witnesses or the member of staff beyond establishing the basic facts necessary to make a referral. 

· Promise confidentiality to any individual involved. 

Managing Allegations

The Owner (or appropriate senior leader) will consider the information received and, where appropriate, consult with the Local Authority Designated Officer (LADO) before any internal investigation takes place.

Where required, the organisation will also work with:

· Children's Social Care. 

· The Police. 

· The Local Authority. 

· Other relevant statutory agencies. 

All allegations will be managed confidentially, fairly and without unnecessary delay, ensuring that the welfare of the child remains the paramount consideration while also ensuring that the member of staff is treated fairly throughout the process.

Further Guidance

Detailed procedures for responding to allegations against staff, volunteers and contractors, including referral to the Local Authority Designated Officer (LADO), are set out in the Child Protection and Safeguarding Policy. All staff are expected to familiarise themselves with these procedures and follow them without delay whenever concerns arise.

4.4 Whistleblowing

Atypical Education is committed to maintaining a culture of openness, honesty and accountability where all staff, volunteers, contractors and agency workers feel able to raise genuine concerns about safeguarding, professional conduct, unlawful practice or wrongdoing without fear of disadvantage or retaliation.

Where possible, concerns should be raised through the organisation's normal safeguarding or management procedures. However, where an individual believes that a concern has not been appropriately addressed, or feels unable to report it through the usual channels, they should use the organisation's Whistleblowing Policy.

Concerns that may be raised through the whistleblowing process include, but are not limited to:

· Concerns about the safety or welfare of a young person. 

· Failure to follow safeguarding procedures. 

· Inappropriate conduct by a member of staff, volunteer or manager. 

· Attempts to conceal poor practice, misconduct or safeguarding concerns. 

· Unlawful, unethical or unsafe practice. 

· Serious breaches of this Code of Conduct or other organisational policies. 

Concerns should normally be raised with a line manager, Owner or the Designated Safeguarding Lead (DSL). Where the concern involves these individuals, or where the individual believes the concern cannot be addressed internally, it should be reported to the Chair of Trustees or through the procedures outlined in the Whistleblowing Policy.

Staff and volunteers who raise concerns honestly and in good faith will be treated fairly and will not suffer any detriment, discrimination or victimisation as a result of making a genuine disclosure, even where the concern is ultimately not substantiated.

Where appropriate, concerns may also be reported to external agencies in accordance with statutory guidance and the organisation's Whistleblowing and Child Protection and Safeguarding Policies.

Further guidance on raising concerns, confidentiality and available reporting routes is provided within the Whistleblowing Policy and Child Protection and Safeguarding Policy, which all staff are expected to read and understand.

5. Staff-pupil relationships
Staff will observe proper boundaries with young people that are appropriate to their professional position. They will act fairly and transparently so that no one can assume they are not doing so reasonably. 

If staff members and young people spend time on a one-to-one basis, staff will ensure that:

· A complete risk assessment has been written for the young person
· The Lone working policy is followed
Atypical Education provides contact details, allowing young people and parents to reach them via telephone, text, email, or WhatsApp.
If a staff member is concerned about an interaction, or at any point that an interaction between themselves and a young person may be misinterpreted, they will first discuss concerns with the parent and the school.

5.1 Commitment to the Safety and Wellbeing of Young People

The safety, welfare and best interests of every young person are paramount. All staff, volunteers and anyone working on behalf of Atypical Education have a duty to protect young people from harm and to promote their wellbeing at all times.

Under no circumstances should a member of staff or volunteer inflict, encourage or permit physical, emotional or psychological harm to a young person.

This includes, but is not limited to:

· Physical assault or the inappropriate use of force or restraint. 

· Humiliation, ridicule or degrading treatment. 

· Intimidation, bullying, threatening or aggressive behaviour. 

· Verbal abuse, shouting, belittling or deliberately undermining a young person's confidence or self-esteem. 

· Punishments or sanctions that are disproportionate, degrading or likely to cause emotional distress. 

· Any behaviour that exploits, grooms or manipulates a young person. 

· Any action or omission that places a young person at risk of harm. 

Staff must always treat young people with dignity, respect and compassion and should use positive behaviour support strategies and de-escalation techniques wherever possible. Any physical intervention must only be used where it is lawful, reasonable, proportionate, necessary and in accordance with Atypical Education's Behaviour, Positive Handling and Safeguarding policies.

Any member of staff who witnesses, suspects or becomes aware of behaviour that may have harmed, or placed a young person at risk of harm, must report their concerns immediately in line with the Child Protection and Safeguarding Policy. Failure to report concerns may itself be treated as a breach of this Code of Conduct.

6. Communication and social media
Atypical Education recognises that effective communication with parents and carers is essential to supporting young people. All communication must remain professional, respectful, transparent and focused on the needs of the young person.
6.1 Communication with Parents/Carers

Staff must:

· Communicate with parents and carers using approved organisational communication methods, including the organisation's telephone, email account, WhatsApp or other approved platforms. 

· Maintain a professional, courteous and respectful tone in all communications, whether verbal, written or electronic. 

· Ensure communication is appropriate, factual and related to the education, welfare or safeguarding of the young person. 

· Always maintain appropriate professional boundaries and avoid becoming overly familiar with parents or carers. 

· Avoid discussing confidential information relating to other young people, families or members of staff. 

· Do not communicate with parents or carers through personal social media accounts, personal email addresses or personal messaging applications unless expressly authorised by management in exceptional circumstances. 

· Ensure that significant communications, agreements or concerns are appropriately recorded in accordance with organisational procedures. 

· Respond to communications within reasonable timescales during normal working hours wherever possible and avoid creating expectations of availability outside working hours. 
6.2 Escalating Concerns

Staff must immediately seek advice from their line manager or the Designated Safeguarding Lead (DSL) where:

· A parent or carer behaves in a threatening, abusive or inappropriate manner. 

· Communication raises concerns about the safety or welfare of a young person. 

· A parent requests information that staff are not authorised to disclose. 

· Staff are unsure how to respond to a sensitive or complex issue. 

· Professional boundaries may be at risk of becoming blurred. 

Where communication relates to a safeguarding concern, staff must follow the organisation's Child Protection and Safeguarding Policy without delay.
6.3 Social Media

Staff must use social media responsibly and recognise that their online conduct can have an impact on their professional reputation, the reputation of Atypical Education, and the safety and wellbeing of young people.

To maintain appropriate professional boundaries, staff must:

· Ensure personal social media accounts are secured using appropriate privacy settings and regularly review these settings. 

· Not accept, send or encourage friend requests, follow requests or similar connections with current young people through personal social media accounts. 

· Not accept or initiate social media connections with parents or carers where this could compromise professional boundaries or create a conflict of interest. 

· Never use personal social media platforms or private messaging services (including Facebook Messenger, Instagram Direct, Snapchat, TikTok, WhatsApp or similar services) to communicate with young people. 

· Use only approved organisational communication channels when communicating with young people or parents/carers. 

· Never post, share or comment on information, photographs, videos or other content that identifies a young person or their family without appropriate consent and organisational approval. 

· Never discuss confidential information relating to young people, families, colleagues, partner organisations or Atypical Education on social media. 

· Ensure that any public comments or content shared online do not bring Atypical Education or the teaching profession into disrepute. 

· Exercise caution when expressing personal opinions online and ensure these cannot reasonably be interpreted as representing the views of Atypical Education unless authorised to do so. 

17.4 Online Professional Boundaries

If a young person or parent/carer attempts to contact a member of staff through a personal social media account or other unauthorised online platform, staff must:

· Not engage in ongoing communication through the personal account. 

· Politely redirect the individual to an approved organisational communication channel where appropriate. 

· Inform their line manager or the Designated Safeguarding Lead (DSL) if the contact raises concerns about professional boundaries or safeguarding. 

· Record any significant or concerning online contact in accordance with organisational procedures. 

Staff must immediately report any online interaction, content or behaviour that causes concern about the safety or wellbeing of a young person or represents a potential breach of professional boundaries. Any safeguarding concerns identified through social media or other online platforms must be managed in accordance with the Child Protection and Safeguarding Policy.

17.4 Record Keeping

Where communication with parents or carers involves:

· safeguarding concerns; 

· complaints; 

· incidents; 

· behavioural issues; 

· significant decisions; or 

· matters affecting a young person's welfare, 

staff must ensure an accurate record is made in accordance with organisational procedures and stored securely.

17.5 Use of Messaging Services and Telephone Contact

Atypical Education recognises that messaging services and telephone communication may be necessary to support young people and their families. Staff must ensure that all communication is professional, transparent and in the best interests of the young person.

Staff must:

· Use only approved organisational communication methods, such as organisation-issued telephones, email accounts, WhatsApp Business or other authorised communication platforms. 

· Not use personal mobile phone numbers, personal email addresses or personal messaging accounts (including personal WhatsApp, Facebook Messenger, Instagram, Snapchat or similar platforms) to communicate with young people or their parents/carers unless expressly authorised by senior management in exceptional circumstances. 

· Ensure all communication is directly related to the education, wellbeing, safeguarding or support of the young person. 

· Communicate only during reasonable working hours wherever possible, unless there is an agreed arrangement or an emergency requiring immediate contact. 

· Keep messages factual, professional and appropriate, avoiding unnecessary or overly personal conversations. 

· Ensure that important communications, including changes to arrangements, incidents, safeguarding matters or significant discussions, are appropriately recorded in accordance with organisational procedures. 

· Wherever practicable, ensure communication can be accessed, monitored or audited through approved organisational systems. 

Inappropriate or Concerning Communication

Staff must immediately inform their line manager or the Designated Safeguarding Lead (DSL) if:

· A young person or parent/carer attempts to communicate through a personal account or personal telephone number. 

· Communication becomes excessive, inappropriate, overly familiar, abusive or threatening. 

· A message raises concerns about the safety or wellbeing of a young person. 

· Staff are unsure whether a communication is appropriate or how they should respond. 

Staff should avoid responding to inappropriate messages through personal accounts. Where possible, communication should be redirected to approved organisational channels, and a written record of the incident should be made.

Any communication that raises safeguarding concerns must be reported immediately in line with the Child Protection and Safeguarding Policy.

7. Acceptable use of technology

18. Acceptable Use of Technology

Technology plays an essential role in supporting teaching, learning and communication. Staff are expected to use all technology safely, responsibly and professionally, ensuring that its use protects young people, colleagues and the reputation of Atypical Education.

18.1 General Expectations

Staff must:

· Use technology in a professional manner and only for legitimate work purposes where appropriate. 

· Comply with Atypical Education's Data Protection, Online Safety, Safeguarding and GDPR policies. 

· Be aware that all activity carried out on organisation-owned devices, systems and networks may be monitored in accordance with relevant legislation. 

· Never use technology to access, create, store or share material that is illegal, discriminatory, offensive, sexually explicit, extremist, or otherwise inappropriate. 

18.2 Mobile Phones and Personal Devices

To maintain professional boundaries and safeguard young people, staff must:

· Keep personal mobile phones on silent during sessions unless required for an agreed work purpose or emergency. 

· Avoid using personal devices when supervising or supporting young people unless authorised. 

· Never allow young people to use personal mobile phones or personal devices belonging to staff. 

· Not store personal contact details of young people or parents on personal devices unless authorised by the Designated Safeguarding Lead (DSL) or management and appropriate safeguards are in place. 

18.3 Work Devices

Where work devices are provided, staff must:

· Use organisation-issued devices wherever possible when communicating with young people or accessing confidential information. 

· Take reasonable care of equipment and report loss, theft or damage immediately. 

· Ensure devices are locked when unattended. 

· Keep software updated and follow organisational IT security requirements. 

18.4 Passwords and Information Security

Staff are responsible for protecting confidential information by:

· Using strong, unique passwords and keeping them confidential. 

· Never sharing passwords or login credentials with others. 

· Enabling multi-factor authentication where available. 

· Locking devices whenever left unattended. 

· Reporting suspected data breaches or cyber security incidents immediately. 

· Storing confidential information only on approved, secure systems. 

18.5 Online Platforms and Communication

When communicating electronically, staff must:

· Use approved organisational communication platforms wherever possible. 

· Maintain professional language and boundaries in all electronic communications. 

· Ensure communications with young people are transparent, appropriate and capable of being monitored where possible. 

· Avoid private messaging through personal social media accounts or non-approved applications. 

· Ensure another appropriate adult or parent is included where communication outside normal working arrangements is necessary. 

18.6 Images, Videos and Audio Recordings

Staff must:

· Only take photographs, videos or audio recordings of young people using authorised devices and for approved educational or safeguarding purposes. 

· Ensure appropriate parental consent has been obtained where required. 

· Never use personal mobile phones or personal devices to photograph or record young people. 

· Upload images promptly to approved organisational systems and delete them from devices where appropriate. 

· Never share images of young people via personal messaging services or social media. 

18.7 Technology When Working with Young People

When using technology during teaching or support sessions, staff must:

· Ensure online content is age-appropriate and suitable. 

· Supervise young people's use of technology appropriately. 

· Promote safe and responsible online behaviour. 

· Be vigilant for signs of online abuse, exploitation, bullying or inappropriate online activity and report concerns in line with safeguarding procedures. 

· Ensure remote or online sessions take place using approved platforms and follow organisational safeguarding guidance. 

18.8 Artificial Intelligence (AI)

Where artificial intelligence tools are used, staff must:

· Use only approved AI tools for work-related purposes. 

· Never input confidential, sensitive or personally identifiable information about young people, families or colleagues into public AI systems unless authorised. 

· Check the accuracy of AI-generated content before using or sharing it. 

· Ensure professional judgement is always applied and that AI does not replace safeguarding responsibilities or professional decision-making. 

18.9 Misuse of Technology

Misuse of technology, including breaches of data protection, unauthorised recording or sharing of information, inappropriate online behaviour, or actions that place young people or the organisation at risk, may be treated as a disciplinary matter and could result in formal action.

8. Confidentiality

During their role, members of staff are often privy to sensitive and confidential information about schools, staff, pupils and their parents.

This information should never be:

· Disclosed to anyone unless required by law or with consent from the relevant party or parties

· Used to humiliate, embarrass or blackmail others

· Used for a purpose other than what was collected and intended for

This does not overrule the staff’s duty to report child protection concerns to the appropriate channel where staff believe a child has been harmed or is at risk of harm, as detailed further in our child protection and safeguarding policy.

9. Honesty and integrity

Staff should maintain high standards of honesty and integrity in their role. This includes dealing with pupils, handling money, claiming expenses and using school property and facilities. Staff will not accept bribes. 

Staff will ensure that all information given to the school is correct. This should include:

· Background 
· Qualifications

· Professional experience

10. Dress code

Staff will dress professionally and appropriately. Outfits will not be overly revealing, and clothes will not display offensive or political slogans. 
11. Conduct outside of work

Staff will not act in a way that would bring Atypical Education or the teaching profession into disrepute. This covers conduct including, but not limited to, relevant criminal offences, such as violence or sexual misconduct.  
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