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Robertswood School 
Code of Conduct for Staff 

 
 
INTRODUCTION 

 
The governing body is required to set out a Code of Conduct for all school employees. The following code has been 

negotiated with trade unions and is recommended for adoption by the governing body. 

 
In addition to this policy, all staff employed under Teachers’ Terms and Conditions of Employment have a statutory 

obligation to adhere to the ‘Teachers’ Standards 2012’ and in relation to this policy, Part 2 of the Teachers’ Standards 
- Personal and Professional Conduct.  

 
Employees should be aware that a failure to comply with the following Code of Conduct could result in disciplinary 

action including dismissal. 

 
The information contained in this document is based on; 

• Guidance for safer working practice for adults who work with children and young people (DfE, 2015)  

• Working Together, (2018) 

• Keeping children safe in education (DfE, 2019).  

 
PURPOSE, SCOPE AND PRINCIPLES 

 

A Code of Conduct is designed to give clear guidance on the standards of behaviour all school staff are expected to 
observe, and the school should notify staff of this code and the expectations therein.  School staff are role models 

and are in a unique position of influence and must adhere to behaviour that sets a good example to all the 
pupils/students within the school. As a member of a school community, each employee has an individual responsibility 

to maintain their reputation and the reputation of the school, whether inside or outside working hours. 
 

This Code of Conduct applies to: 

 

• all staff who are employed by the school, including the Headteacher; 
 

• all staff in units or bases that are attached to the school. 
 
The Code of Conduct does not apply to: 

 

• peripatetic staff who are centrally employed by the LA; 

 

• schools meals staff employed by Robertswood School or by an external contractor; 
 

• employees of external contractors and providers of services (e.g. contract cleaners). 

 
(Such staff are covered by the relevant Code of Conduct of their employing body) 

 
 

SETTING AN EXAMPLE 

 
All staff who work in schools set examples of behaviour and conduct which can be copied by pupils/students. Staff 

must therefore avoid using inappropriate or offensive language at all times. All staff must, therefore, demonstrate 
high standards of conduct in order to encourage our pupils/students to do the same. All staff must also avoid putting 

themselves at risk of allegations of abusive or unprofessional conduct. 

 
This Code helps all staff to understand what behaviour is and is not acceptable. 

 
Staff should consider the manner of dress and appearance appropriate to their professional role. Smart and 

professional appearance is expected at all times for staff. Staff should ensure they are dressed decently, safely and 

appropriately for the tasks they undertake.  
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RESPONSIBILITIES 

Staff are accountable for the way in which they: exercise authority; manage risk; use resources; and 
safeguard children.  

All staff have a responsibility to keep pupils safe and to protect them from abuse (sexual, physical and 
emotional), neglect and safeguarding concerns. Pupils have a right to be safe and to be treated with respect and 
dignity. It follows that trusted adults are expected to take reasonable steps to ensure their safety and well-
being. Failure to do so may be regarded as professional misconduct. All staff are deemed as individuals in 
‘position of trust’ and as such liable for investigation for failure to safeguard children.  

The safeguarding culture of a school is, in part, exercised through the development of respectful, 
caring and professional relationships between adults and pupils and behaviour by the adult that 
demonstrates integrity, maturity and good judgement. 
 

The public, local authorities, employers and parents/carers will have expectations about the nature 
of professional involvement in the lives of children. When individuals accept a role working in an 

education setting they should understand and acknowledge the responsibilities and trust involved in 

that role. 
 

PUPIL/STUDENT DEVELOPMENT 
 

Staff must comply with school policies and procedures that support the well-being and development of 

pupils/students. Staff must co-operate and collaborate with colleagues and with external agencies where necessary 
to support the development of pupils/students. Staff must follow reasonable instructions that support the 

development of pupils/students. 
 

High standards of behaviour will be expected and promoted at all times in lessons and throughout every aspect of 
the school’s life. All members of staff are expected to set high standards and use a positive approach to behaviour 

management. 

 
If an incident occurs where a child or others are at risk, or a child is causing serious damage or disruption, trained 

staff will act using appropriate techniques, up to and including the use of physical intervention. (See Behaviour 
Policy)  

 

Staff are expected to work with all pupils, irrespective of their demeanor or ability and should never attempt to refuse 
to do so. Staff should be careful not to be alone with pupils. They should leave a door open, or ask for someone to 

sit in if concerned about an interview.  
 

STANDARDS OF BEHAVIOUR 

All staff have a responsibility to maintain public confidence in their ability to safeguard the welfare and 
best interests of children. They should adopt high standards of personal conduct in order to maintain 
confidence and respect of the general public and those with whom they work. 

There may be times where an individual’s actions in their personal life come under scrutiny from the 
community, the media or public authorities, including with regard to their own children, or children or adults 
in the community. Staff should be aware that their behaviour, either in or out of the workplace, could 
compromise their position within the work setting in relation to the protection of children, loss of trust and 
confidence, or bringing the employer into disrepute. Such behaviour may also result in -, prohibition from 
teaching by the NCTL, a bar from engaging in regulated activity, or action by another relevant 
regulatory body. 
 
The Childcare (Disqualification) Regulations 2009 set out grounds for disqualification under the Childcare Act 

2006 where the person or a person living in the same household or employed in the same household meets 

certain criteria set out in the Regulations. For example, an individual will be disqualified where they have 
committed a relevant offence against a child; been subject to a specified order relating to the care of a child; 

committed certain serious sexual or physical offences against an adult; been included on the DBS children’s 
barred list; been made subject to a disqualification order by the court; previously been refused 

registration as a childcare provider or provider or manager of a children’s home or had such registration 
cancelled. A disqualified person is prohibited from providing relevant early or later years childcare as 

defined in the Childcare Act 2006 or being directly concerned in the management of such childcare. Schools 

and private setting are also prohibited from employing a disqualified person in respect of relevant early or later years 
childcare. 
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POWER AND POSITIONS OF TRUST AND AUTHORITY 

As a result of their knowledge, position and/or the authority invested in their role, all those working with 
children in a school or education setting are in a position of trust in relation to all pupils on the roll. 

The relationship between a person working with a child/ren is one in which the adult has a position of 
power or influence. It is vital for adults to understand this power; that the relationship cannot be one 
between equals and the responsibility they must exercise as a consequence. 

The potential for exploitation and harm of vulnerable pupils means that adults have a responsibility to 
ensure that an unequal balance of power is not used for personal advantage or gratification. 
 

Staff should always maintain appropriate professional boundaries, avoid behaviour which could be 
misinterpreted by others and report and record any such incident  
 
 

SAFEGUARDING PUPILS/STUDENTS 

 
Staff have a duty to safeguard pupils/students from: 

 

• physical abuse 

• sexual abuse 

• emotional abuse 

• neglect  
 

The duty to safeguard pupils/students includes the duty to report concerns about a pupil/student to the school’s 

Designated Safeguarding Lead (DSL) for Child Protection. The school’s Designated Safeguarding Lead (DSL) is 
Emmeline Davison.  

 
Staff are provided with personal copies of the school’s Child Protection Policy and Whistleblowing Procedure and staff 

must be familiar with these documents. Staff must not seriously demean or undermine pupils, their parents or carers, 
or colleagues. Staff must take reasonable care of pupils/students under their supervision with the aim of ensuring 

their safety and welfare. 

 
All staff should be aware of their obligations in relation to preventing radicalisation. 

 
 

DRESS 

 
Staff should dress in ways which are appropriate to their role. A level of formality and smartness is appropriate. They 

should also be aware of Health and Safety with regard to their own choice of footwear, clothing and jewellery. Denim 
should not be worn with the exception of mufti days and school trips or staff carrying out lunchtime supervision or 

caretaking roles. Jogging bottoms should only be worn for activities such as PE and Educational Visits. Trainers 
should only be worn in Early Years, for PE & Educational Visits and following advice of medical experts. 

 

Those who dress or appear in a manner which could be considered as inappropriate (which might include tattoos or 
piercings) could render themselves vulnerable to criticism or allegation. Appropriate personal presentation is expected 

of staff. 
 

 

SMOKING/ALCOHOL/DRUGS 
Alcohol may not be consumed during working hours. Staff are not permitted to smoke anywhere on the school 

premises or grounds or within view of the school. Staff should be role models to children and young people, so any 
smoking should be done outside the premises and completely out of sight of children 

 
Staff must be aware of the school’s Drug Education Policy. 

 

 
HONESTY AND INTEGRITY 

 
Staff must maintain high standards of honesty and integrity in their work.  This includes the handling and claiming 

of money and the use of school property and facilities. 

 



         Robertswood School – 0072 Code of Conduct Sep 2020                                                                     Page 4 of 12 

 

All staff must comply with the Bribery Act 2010. A person may be guilty of an offence of bribery under this act if they 
offer, promise or give financial advantage or other advantage to someone; or if they request, agree or accept, or 

receive a bribe from another person. If you believe that a person has failed to comply with the Bribery Act, you 
should refer to the Whistleblowing procedure for schools.  

 

Gifts from suppliers or associates of the school must be declared to the Headteacher, with the exception of “one off” 
token gifts from students or parents. Personal gifts from individual members of staff to students are inappropriate 

and could be misinterpreted.  
 

 
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. 

It is acknowledged that staff may have genuine friendships and social contact with parents of pupils, 
independent of the professional relationship. Staff should, however, also be aware 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. 

 
It is also important to recognise that social contact may provide opportunities for other types of grooming 

such as for the purpose of sexual exploitation or radicalisation. 
 

Staff should recognise that some types of social contact with pupils or their families could be perceived as 

harmful or exerting inappropriate influence on children, and may bring the setting into disrepute (e.g. attending 
a political protest, circulating propaganda). 

 
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. 
 

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. 

 
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. 

 
 

SOCIAL NETWORKING WEBSITES 
 

Staff must not engage in inappropriate use of social network sites which may bring themselves, the school, school 

community or employer into disrepute. Social networking, e.g. Facebook, My Space, Bebo and texting is a way of 
life for many adults. Staff should be aware of the potential risk to their profession al reputation and that comments 

made on a social network site which relate to the school, pupils, staff or governors could lead to a disciplinary action.  
 

Please observe the following: 
 

• Staff 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”. It is strongly recommend 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 and not readily accessible to the parental community or members of the public.  
 

• Staff should NOT post anything on a social website or text, about the school community including about incidents, 

pupils, staff or governors. 
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• 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.    

 
• Staff are encouraged not to ‘like’, ‘comment’ or ‘post’ items onto the Facebook page.  
   

 
 

GIFTS, REWARDS, FAVOURITISM AND EXCLUSION 

Staff need to take care that they do not accept any gift that might be construed as a bribe by others, 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 usually acceptable. However, it is unacceptable to receive gifts 
on a regular basis or of any significant value. 

Similarly, it is inadvisable to give such personal gifts to pupils or their families. This could be interpreted as a gesture 
either to bribe or groom. It might also be perceived that a 'favour' of some kind is expected in return. 

Any reward given to a pupil should be in accordance with agreed practice, consistent with the school or 
setting’s behaviour policy, recorded and not based on favouritism. Adults should exercise care when selecting 
children for specific activities, jobs or privileges in order to avoid perceptions of favouritism or injustice. 
For example, for long running jobs, use a timetabled rota should be used to assit in the equitable distribution of 
roles. Similar care should be exercised when pupils are excluded from an activity. Methods of selection and 
exclusion should be always subject to clear and fair critieria.  
 

INFATUATIONS OR CRUSHES 
 

All staff need to recognise that it is not uncommon for pupils to be strongly attracted to a member of staff 
and/or develop a ‘crush’ or infatuation. They should make every effort to ensure that their own behaviour 

cannot be brought into question, does not appear to encourage this and be aware that such infatuations may 
carry a risk of their words or actions being misinterpreted. 

 

Any member of staff who receives a report, overhears something or otherwise notices any sign, however small 
or seemingly insignificant, that a young person has become or may be becoming infatuated with either 

themselves or a colleague, should immediately report this to the Head teacher or most senior manager.. In 
this way appropriate early intervention can be taken which can prevent escalation and avoid hurt, embarrassment 

or distress for those concerned. 

 
The Head teacher (or senior manager) should give careful thought to those circumstances where the staff 

member, pupil and their parents/carers should be spoken to and should ensure a plan to manage the 
situation is put in place. This plan should respond sensitively to the child and staff member and maintain the 

dignity of all. This plan should involve all parties, be robust and regularly monitored and reviewed 
 

PHYSICAL CONTACT 

There are occasions when it is entirely appropriate and proper for staff to have physical contact with 
children, however, 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. 

Not all children feel comfortable about certain types of physical contact; this should be recognised and, 
wherever possible, adults should seek the pupil’s permission before initiating contact and be sensitive to any 
signs that they may be uncomfortable or embarrassed. Staff should acknowledge that some pupils 
are more comfortable with touch than others and/or may be more comfortable with touch from some 
adults than others. 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 and/or form of communication which is acceptable to the pupil. 



         Robertswood School – 0072 Code of Conduct Sep 2020                                                                     Page 6 of 12 

 

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 child. 

Any physical contact should be in response to the child’s needs at the time, of limited duration and 
appropriate to their age, stage of development, ender, ethnicity and background. Adults should 
therefore, use their professional judgement at all times. 

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 by them or a colleague could be misinterpreted, or if 
an action is observed which is possibly abusive the incident and circumstances should be immediately 
reported to the manager and recorded. Where appropriate, the manager should consult with the 
Local Authority Designated Officer (the DO). 

Extra caution may be required where it is known that a child has suffered previous abuse or neglect. Staff 
need to be aware that the child may associate physical contact with such experiences. They also 
should recognise that these pupils may seek out inappropriate physical contact. In such circumstances 
staff should deter the child sensitively and help them to understand the importance of personal boundaries. 

A general culture of ‘safe touch' should be adopted, where appropriate, to the individual requirements of 
each child. Pupils with disabilities may require more physical contact to assist their everyday learning. The 
rrangements should be understood and agreed by all concerned, justified in terms of the pupil’s needs, 
consistently applied and open to scrutiny. 

OTHER ACTIVITIES THAT REQUIRE PHYSICAL CONTACT 

In certain curriculum areas, such as PE, drama or music, staff may need to initiate some physical contact 
with children, for example, to demonstrate technique in the use of a piece of equipment, adjust posture, or 
support a child so they can perform an activity safely or prevent injury. 

Physical contact should take place only when it is necessary in relation to a particular activity. It should take 
place in a safe and open environment i.e. one easily observed by others and last for the minimum time 
necessary. The extent of the contact should be made clear and undertaken with the permission of the pupil. 
Contact should be relevant to their age / understanding and adults should remain sensitive to any discomfort 
expressed verbally or non-verbally by the pupil. 

Guidance and protocols around safe and appropriate physical contact may be provided, for example, by sports 
governing bodies and should be understood and applied consistently. Any incidents of physical contact 
that cause concern or fall outside of these protocols and guidance should be reported to the senior 
manager and parent or carer. 

It is good practice if all parties clearly understand at the outset, what physical contact is necessary and 
appropriate in undertaking specific activities. Keeping parents/carers and pupils informed of the extent and 
nature of any physical contact may also prevent allegations of misconduct or abuse arising. 

INTIMATE / PERSONAL CARE 

Schools and settings should have clear nappy or pad changing and intimate / personal care policies which 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 should be open and transparent and accompanied by 
recording systems. 

Pupils 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 pupil’s care 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 individual pupil’s care plan. The views of parents, carers and the pupil, regardless of their age 
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and understanding, should be actively sought in formulating the plan and in the necessary regular reviews 
of these arrangements. 

Pupils 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 pupils, 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 young people concerned and sensitive to the potential for embarrassment. 

THE USE OF CONTROL AND PHYSICAL INTERVENTION 

All staff must take all reasonable steps to ensure that corporal punishment is not given by any person who cares 
for or is in regular contact with a child, or by any person living or working in the premises where care 
is provided. A person will not be taken to have used corporal punishment if the action was taken for reasons 
that include averting an immediate danger of personal injury to, or an immediate danger of death 
of, any person including the child . 

The law and guidance for schools states that adults may reasonably intervene to prevent a child 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. 

Care staff in residential special schools which are also registered as children’s homes are not permitted to 
use physical intervention to maintain good order or discipline and should refer to the Children’s Homes 
Regulations (England) 2015 for information. 

Great care must be exercised in order that adults do not physically intervene in a manner which could be 
considered unlawful. 

Under no circumstances should physical force be used as a form of punishment. The use of 
unwarranted or disproportionate physical force is likely to constitute a criminal offence. Where the school or 
setting judges that a child’s behaviour presents a serious risk to themselves or others, they must always put 
in place a robust risk assessment which is reviewed regularly and, where relevant, a physical 
intervention plan. 

In all cases where physical intervention has taken place, it would be good practice to record the incident and 
subsequent actions and report these to a manager and the child’s parents. (In a children’s home it is a 
legal requirement to record such incidents.) 

Similarly, where it can be anticipated that physical intervention is likely to be required, a plan should be put 
in place which the pupil and parents/carers are aware of and have agreed to. Parental consent does not 
permit settings to use unlawful physical intervention or deprive a pupil of their liberty. 

SEXUAL CONDUCT 

Any sexual behaviour by a member of staff with or towards a pupil is unacceptable. It is an offence for a 
member of staff in a position of trust to engage in sexual activity with a pupil under 18 years of age and 
sexual activity with a child could be a matter for criminal and/or disciplinary procedures. 

Pupils are protected by the same laws as adults in relation to non-consensual sexual behaviour. They are 
additionally protected by specific legal provisions depending on their age and understanding. This 
includes the prohibition of sexual activity with children by adults in a position of trust. 

Sexual activity involves physical contact including penetrative and non-penetrative acts, however it also 
includes non-contact activities, such as causing pupils to engage in or watch sexual activity or the production of 
pornographic material 
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There are occasions when adults embark on a course of behaviour known as 'grooming' where the purpose is 
to gain the trust of a child, and manipulate the relationship so sexual abuse can take place. All staff 
should undertake appropriate training so they are fully aware of those behaviours that may constitute 
'grooming' and of their responsibility to always report to a senior manager any concerns about the 
behaviour of a colleague which could indicate that a pupil is being groomed. 

HOME VISITS 

All work with pupils and parents should usually be undertaken in the school or setting or other 
recognised workplace. There are however occasions, in response to an urgent, planned or specific situation or 
job role, where it is necessary to make one-off or regular home visits. 

It is essential that appropriate policies and related risk assessments are in place to safeguard both staff and 
pupils, who can be more vulnerable in these situations. 

A risk assessment should be undertaken prior to any planned home visit taking place. The assessment 
should include an evaluation of any known factors regarding the pupil, parents/carers and any others 
living in the household. Consideration should be given to any circumstances which might render the staff 
member becoming more vulnerable to an allegation being made e.g. hostility, child protection concerns, 
complaints or grievances. Specific thought should be given to visits outside of ‘office hours’ or in remote or 
secluded locations. 

Following the assessment, appropriate risk management measures should be put in place, before the visit is 
undertaken. In the unlikely event that little or no information is available, visits should not be made alone. 

EDUCATIONAL VISITS 

Staff responsible for organising educational visits should be familiar with the Department for Education’s 
advice on Health and Safety available at https://www.gov.uk/government/publications/health- and-
safety-advice-for-school 
 
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 Great Britain. All school employers must have 
a Health and Safety policy. This should include 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. For regular activities, such as taking pupils to a local swimming pool, the risks 

should be considered under the school’s general arrangements and a check to make sure that the 
precautions remain suitable is all that is required. For annual or infrequent activities, a review of an existing 

assessment may be all that is needed. For new higher-risk activities or trips, a specific assessment of the 
significant risks should be carried out.  

 

Staff should take particular care when supervising pupils 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 or setting activities include overnight stays, careful consideration needs to be 

given to sleeping arrangements. Pupils, 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. 
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FIRST AID AND MEDICATION 

All settings should have an adequate number of qualified first-aiders. Parents should be informed when 
first aid has been administered. 

Any member of school staff may be asked to become a qualified first-aider or to provide support to pupils with 
medical conditions, including the administering of medicines, but they cannot be required to do sounless this forms 
part of their contract of employment. 

Staff should receive sufficient and suitable training and achieve the necessary level of competency before they take 
on responsibility to support children with medical conditions. 

Advice on managing medicines is included in the statutory guidance on supporting pupils at school with 
medical conditions. In circumstances where a pupil needs medication regularly, this would usually be 
recorded in their individual healthcare plan. This provides details of the level and type of support a child 
needs to manage effectively their medical condition in school and should include information about the 
medicine to be administered, the correct dosage and any storage requirements. 

After discussion with parents, children who are competent should be encouraged to take responsibility for 
managing their own medicines and procedures. This could include for example, the application of any 
ointment or sun cream, or use of inhalers or Epipens. 

If a member of staff is concerned or uncertain about the amount or type of medication being given to a 
pupil this should be discussed with the Designated Safeguarding Lead. 

Adults 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. 
Employers are also responsible for managing the performance of their employees and for ensuring they are 
suitable to work with children. 

Risk assessment is likely to recommend that staff medication on the premises must be securely stored and 
out of reach of children at all times 

 

CURRICULUM 

Many areas of the curriculum can include or raise subject matter which is sexually explicit or of a political or 
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 can be supported by developing ground rules 
with pupils to ensure sensitive topics can be discussed in a safe learning environment. This plan should 
highlight particular areas of risk and sensitivity and care should especially be taken in those areas of 
the curriculum where usual boundaries or rules are less rigorously applied e.g. drama 

The curriculum can sometimes include or lead to unplanned discussion about subject matter of a 
sexually explicit, political or otherwise sensitive nature. Responding to children’s questions requires careful 
judgement and staff should take guidance in these circumstances from the Designated Safeguarding 
Lead. 

Care should be taken to comply with the setting’s policy on spiritual, moral, social, cultural (SMSC) 
which should promote fundamental British values and be rigorously reviewed to ensure it is lawful and 
consistently applied. Staff should also comply at all times with the policy for sex and relationships 
education (SRE). It should be noted that parents have the right to withdraw their children from all or part of any 
sex education provided but not from the National Curriculum for Science. 
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WHISTLEBLOWING 

Whistleblowing is the mechanism by which staff can voice their concerns, made in good faith, without fear of 
repercussion. Education settings should have a clear and accessible whistleblowing policy that meets the 
terms of the Public Interest Disclosure Act 1998. Staff who use whistle blowing procedures should have their 
employment rights protected. 

Staff should recognise their individual responsibilities to bring matters of concern to the attention of senior 
management and/or relevant external agencies and that to not do so may result in charges of serious 
neglect on their part where the welfare of children may be at risk. 

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 volunteer.  

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 Head teacher, senior manager or 
Designated Safeguarding Lead as appropriate. 

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

In order to safeguard and protect pupils and colleagues, where staff have any concerns about 
someone who works with children they should immediately report this to the Head teacher, proprietor or 
senior manager in line with the setting’s procedures. 

 
USE OF CARS 

 

Staff and governors should never give lifts to pupils without clearing it with a senior member of staff. Two members 
of staff should accompany any children in cars. 

 
 

TECHNOLOGY 

 
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. Any 
abuse of this privilege may result in disciplinary action. 

 
A school/ LA email account should be used for all work related communication. It must not be used to circulate 

personal email. Abuse of this may result in disciplinary action. 

 
Only the ICT technician should install software onto school equipment.  

 
 

USE OF MOBILE PHONES 
 

Mobile phones are not to be used in school where children are present. Phones should not be stored in view of 

children.  In exceptional circumstances, phones could for communication purposes e.g. phoning to school from the 
field, in the case of an emergency situation, communication with school on a school trip. Under no circumstances 

should staff use phones to photograph children or capture images of children including on school trips. With 
permission of the head teacher, phones can be used to play music and be available to take emergency phone calls. 
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USE OF MOBILE PHONES – AS PARENTS WHO ARE STAFF 
 

As a parent who is also a member of staff, photos and videos can be taken in school on a phone but under no 
circumstances should any images capturing other children be posted onto social media.    

 

THE USE OF IMAGERY FROM SCHOOL CAMERAS 
 

Any images captured on school cameras should not be posted on Facebook or the website unless permission is 
granted (see permission slips in the office). Imagery not capturing children can be posted without permission. School 

cameras containing images should not be removed from school. However, imagery not capturing and containing 
individuals can be taken off site including as attachments in an e-mail.  

 

 
CONFIDENTIALITY 

The storing and processing of personal information is governed by the Data Protection Act 1998. Employers should 
provide clear advice to staff about their responsibilities under this legislation so that, when considering 
sharing confidential information, those principles should apply. 

Staff may have access to confidential information about pupils and their families which must be kept 
confidential at all times and only shared when legally permissible to do so and in the interest of the child. 
Records should only be shared with those who have a legitimate professional need to see them. 

Staff should never use confidential or personal information about a pupil or her/his family for their 
own, or others advantage (including that of partners, friends, relatives or other organisations). Information 
must never be used to intimidate, humiliate, or embarrass the child. Confidential information should 
never be used casually in conversation or shared with any person other than on a need-to-know basis. In 
circumstances where the pupil’s identity does not need to be disclosed the information should be used 
anonymously. 

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. In such cases, individuals have a responsibility 
to pass information on without delay, but only to those with designated safeguarding responsibilities 

If a child – or their parent / carer – makes a disclosure regarding abuse or neglect, the member of staff 
should follow the setting’s procedures but should give reassurance that the information will be treated 
sensitively. The adult should not promise confidentiality to the child / adult present.  

If a member of staff is in any doubt about whether to share information or keep it confidential he or she 
should seek guidance from the Designated Safeguarding Lead. Any media or legal enquiries 
should be passed to senior management. 

 

 
FINANCIAL REGULATIONS 

 
The school has adopted the LEA’s Schools’ Financial Regulations. All staff with financial responsibility should comply 

with the powers delegated by the Governing Body 
 

 

DATA PROTECTION 
 

Staff should not disclose any information about pupils, staff colleagues or governors to members of the public. Only 
approved staff and governors should communicate to the media about school.   

 

All personal data must be kept secure, including school information on SIMs. The storage of data on a memory stick, 
for example, is insecure. The safest long term storage of data would be the school’s Staff Only Shared Area on the 

server 
 

When taking photographs of children, staff and governors should check that parental permission is obtained. 

Photographs of children should only be processed in school.  
 

 
DISCIPLINARY ACTION 
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All staff need to recognise that failure to meet these standards of behaviour and conduct may result in disciplinary 

action, including dismissal. 

 
   

To be reviewed in September 2021 

 
 
 
 
 
 


