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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 our school is an environment where everyone is safe, happy and treated with respect.

Parbold Douglas Church of England Academy is a school firmly rooted in its Christian ethos. We seek to equip
children with the vision, passion and skills needed to transform society. Our Christian values are embedded in
all that we do and we expect our staff to act as role models and always display our school values and behaviour.

Many of the principles in this code of conduct are based on the Teachers’ Standards. School staff have an
influential position in the school, and will act as role models for pupils by consistently demonstrating high
standards of behaviour. We expect that all teachers will act in accordance with the personal and professional
behaviours set out in the Teachers” Standards. We expect all support staff, governors and volunteers to also act
with personal and professional integrity, respecting the safety and wellbeing of others.

Failure to follow the code of conduct may result in disciplinary action being taken, as set out in our staff
disciplinary procedures. 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 the school and its

pupils.

Please note: ‘Guidance for Safer Working Practice’ governs all aspects of staff behaviour at Parbold
Douglas Church of England Academy. All staff have access to copies of this and are made familiar with
its contents through regular training.

2. Legislation and guidance

In line with the statutory safeguarding guidance ‘Keeping Children Safe in Education’, we have a staff code of
conduct (sometimes known as a staff behaviour policy), which covers and makes reference to policies for:
acceptable use of technologies, staff/pupil relationships and communications, including the use of social media.
This policy also complies with our funding agreement and articles of association.

3. General obligations
Staff set an example to pupils. They will:
® Maintain high standards in their attendance and punctuality
= Never use inappropriate or offensive language in school
= Treat pupils and others 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
= Express personal beliefs in a way that will not overly influence pupils, and will not exploit pupils’
vulnerability or might lead them to break the law
® Understand the statutory frameworks they must act within
=  Adbhere to the Teachers’ Standards

4. Safeguarding

Staff have a duty to safeguard pupils from harm, and to report any concerns they have, however minor. This
includes physical, emotional and sexual abuse, or neglect. Staff will familiarise themselves with our Safeguarding
and Child Protection Policy and associated procedures (including the Low-level Concerns Policy) and must act

in the appropriate way in line with policy and guidance. Staff will also ensure they are aware of and act upon
concerns regarding the Prevent initiative. They should also ensure they are aware of the processes to follow if
they have concerns about a child.


https://www.gov.uk/government/publications/teachers-standards
https://www.gov.uk/government/publications/teachers-standards
https://saferrecruitmentconsortium.org/
https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
http://www.pda.lancs.sch.uk/policies-1
http://www.pda.lancs.sch.uk/policies-1
http://www.pda.lancs.sch.uk/policies-1
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Our Safeguarding and Child Protection Policy and procedures are available in the Staff Handbook (on
OneDrive) alongside copies of key guidance staff are to work within:
»  Keeping Children Safe in Education
=  Guidance for Safer Working Practice
=  Working Together to Safeguard Children
= The Prevent Duty

If a staff member identifies a pupil who is subject to, or at risk of, abuse and neglect, they will follow the
necessary reporting and referral procedures outlined in the Safeguarding and Child Protection Policy. Staff will
be aware of the procedures to follow if a pupil tells them they are experiencing abuse, exploitation or neglect.

In all cases, if a staff member feels unsure as to whether an incident or pupil would be classed as a safeguarding
concern, they will speak directly to the DSI.. Staff will not assume a colleague will take action and share
information that might be critical in keeping children safe.

Staff will understand that even if there are no reports of child-on-child abuse in the school, this does not mean it
is not happening. Staff will report any concerns regarding any form of abuse to the DSL without undue delay.

Staff will understand the importance of challenging inappropriate behaviours between children that are abusive
in nature.

Any staff member that has concerns about another staff member’s (including volunteers and supply staff)
actions or intent, or believes these actions may lead to a pupil being put at risk of harm, will report this in line
with the Allegations of Abuse Against Staff Polciy, Low-level Concerns Policy or Whistleblowing Policy
immediately so appropriate action can be taken.

If the concern is regarding the headteacher, staff will report this to the chair of the governing board.

Staff will partake in the appropriate safeguarding and child protection training, which will include online safety;
additionally, staff will receive regular safeguarding and child protection updates at least annually.

Staff will recognise that, when teaching pupils about safeguarding and online safety, a one-size-fits-all approach
may not be appropriate for every pupil, and a more personalised or contextualised approach may be needed for
pupils who are vulnerable, victims of abuse and/or have SEND.

Staff will reassure victims that they are being taken seriously and that they will be supported and kept safe by the
school. Staff will never give the impression that pupils are creating a problem by reporting abuse, sexual violence
or sexual harassment, nor should a pupil ever be made to feel ashamed for reporting an incident.

Staff will be aware that confidentiality must never be promised to a pupil — staff will understand the procedure
for if a pupil discloses a potential safeguarding issue, in accordance with the school’s Safeguarding and Child
Protection Policy.

Staff will be aware of the school’s legal duty to refer anyone who has harmed, or poses a risk of harm to, a child
or vulnerable adult to the DBS — this includes where:

e The harm test is satisfied in respect of that individual.
e The individual has received a caution or conviction for a relevant offence, or if there is reason to
believe that the individual has committed a listed relevant offence.


https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
https://saferrecruitmentconsortium.org/
https://saferrecruitmentconsortium.org/
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/prevent-duty-guidance
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e The individual has been removed from working in regulated activity or would have been removed if
they had not left their post.

5. Professional behaviour and conduct (inc. specific guidelines relating to residentials and visits)
Staff members are expected to treat other colleagues, pupils, parents, and external contacts with dignity and
respect.

The use of foul and abusive language will not be tolerated. Discrimination, bullying, harassment or intimidation,
including physical, sexual and verbal abuse, will not be tolerated.

Staff members will not misuse or misrepresent their position, qualifications or experience, or bring the school into
disrepute.

Staff members will inform the headteacher if they are subject to a criminal conviction, caution, ban, police enquiry,
investigation or pending prosecution.

Staff will be aware that professional behaviour and conduct is expected to be extended to extra-curricular trips
and visits. Staff attending a trip or visit will act in accordance with this Code of conduct.

When attending visits that involve overnight stays (such as residential trips) or children changing (such as

swimming lessons or competitions), adults should take extra care to avoid placing themselves in situations that

could be misinterpreted. If an adult needs to communicate with children in a bedroom or changing room/area,

the following guidelines apply:

® The adult should (wherever possible) be accompanied by a colleague

® The adult must clearly knock (and speak) to alert the children that they intend to open the door

® Before opening the door, the adult must wait for a response from the children (including a verbal
confirmation that it is an appropriate time to enter the room — i.e. no children are changing or undressed)

= Wherever possible, the adult should look away when giving a message or instruction to pupils in a bedroom
or changing area

® The adult should avoid stepping over the threshold of the door into the room (or changing area)

® The adult must only cross the threshold and enter the room where there is a genuine need for this to happen
(e.g. a child is injured or poorly) and, in this scenario, there should always be a second adult present

Staff will act appropriately in terms of the views they express (in particular political views) and the use of school
resources at all times and will not use school resources for party political purposes.

6. Attendance
The school expects that staff members will:
e Attend work in accordance with their contract of employment and associated terms and conditions in
relation to hours, days of work and holidays.
e Make routine medical and dental appointments outside of their working hours or during holidays
where possible.
e Refer to the school’s Special Leave Policy if they need time off for any reason other than personal
illness.
e Tollow the school’s absence reporting procedure when they are absent from work due to illness or
injury (details within the Staff Handbook).
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7. Relationships with pupils (inc. protocol for one-to-one conversations)
The school expects that staff will:

e Maintain professional boundaries and relationships with pupils at all times, and will consider whether
their actions are warranted, proportionate, safe and necessary.

e Actin an open and transparent way that would not lead to others questioning their actions.

e Ensure that they do not establish social contact with pupils for the purpose of securing a friendship, or
to pursue or strengthen a relationship.

e Ensure that they do not develop personal or sexual relationships with pupils: this includes sexual
remarks and discussing their own sexual relationships with, or in the presence of, pupils.

At all times, the Guidance for Safer Working Practice document should govern staff relationships with pupils.
All staff are provided with a copy of this and are expected to be familiar with it.

If an adult is talking to a pupil on a one-to-one basis, the adult will ensure that this takes place in a visible space
that others can access. Usually, doors will be kept open so that conversations can be heard by others and to
increase visibility.

On some occasions, it may be appropriate for a door to be closed when an adult is talking with a child on a one-
to-one basis about sensitive issues (e.g. as part of the school’s pastoral and wellbeing provision), or if the child is
visibly upset and wants some privacy from their peers. Where this is the case, the following guidelines apply:

® The adult must be clearly visible to others (i.e. sat in clear view of a window).

® The adult should inform a colleague that they are closing the door and explain why this is happening (so that
another adult in the vicinity is aware).

Staff should avoid contact with pupils outside of school hours wherever possible. Personal contact details
should not be exchanged between staff and pupils. This includes social media profiles. Further guidance on
social media and associated policies can be found in the staff handbook.

While we are aware many pupils and their parents may wish to give gifts to staff (in line with the Gifts,
Hospitality and Anti-bribery Policy), gifts from staff to pupils are not acceptable. If a staff member is concerned
at any point that an interaction between themselves and a pupil may be misinterpreted, this should be reported
to their line manager or the headteacher.

8. Physical contact with pupils
The school understands that there are circumstances in which it is appropriate or essential for staff to have
physical contact with pupils, but staff will only do so in a professional manner in line with safeguarding policies.

The situations and contexts within which it may be appropriate for adults at Parbold Douglas to initiate physical
contact with children are detailed below. This guidance provides clarity around the types of physical contact that
would be appropriate in each of these situations and gives examples of the types of physical contact that would
not be appropriate.

In all of these situations, a guiding principle is visibility. Any physical contact between an adult and a child
should be made in a space that is visible to others.


https://saferrecruitmentconsortium.org/
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Another guiding principle is consent. Through the school’s PSHE curriculum and its safeguarding culture,
pupils are taught that they have ownership of their own body. It is not necessary for an adult to seek verbal
consent before initiating contact that is minimal and brief (e.g. placing an arm around a child’s shoulder for a
few seconds). However, verbal consent should always be sought if offering a child a ‘hug’ (a clear description of
this is outlined in the guidelines below). Staff should be aware that children may struggle to say ‘no’ to an adult
in a position of authority and should consider this in the wording of their questioning; a ‘hug’ should only be
offered in a way that provides a genuine choice to the child. In all situations, staff must be aware of the body
language of the child they are initiating contact with and should stop any contact immediately if the child

appears uncomfortable.

Staff must ensure that contact is brief (and not prolonged). It is possible to provide a child with a lot of comfort
through proximity and by listening. Words are powerful and significant warmth and sincerity can be
communicated using words alone. Whilst some physical contact may be appropriate, it should never be

prolonged unnecessarily.

The age and development of the child should also be considered by the adult. For example, holding a child’s
hand may be appropriate for a 4-year-old, but could cause an 11-year-old to feel uncomfortable.

Where an adult has initiated physical contact with a pupil, it is good practice to record this as part of any written

logs of incidents and actions taken.

For some children with Special Educational Needs and Disabilities (SEND), the guidance below may not be
appropriate. These children will have details of their provision outlined within their individual plans and risk
assessments. In all other circumstances, this guidance should be followed.

Extra caution must be taken where it is known that a pupil has previously suffered from abuse or neglect.

Note: This guidance refers to situations where adults initiate contact with children. It provides clarity for all staff
so that the school can provide a safe, nurturing environment for all children.

Situation Is physical Might physical What would appropriate Examples of contact
contact contact be physical contact look like? | that would not be
essential? appropriate? [The principles above appropriate:

apply in all situations.| [These lists are not
exhaustive.|

A child is in No Yes Placing an arm around a A front-facing hug

distress child’s shoulder; patting a (chest-to-chest);

(physically or child on the shoulder; embracing a child in a

emotionally). rubbing a child on the way that pulls them

shoulder or upper back; into the adult’s chest
holding a child’s hand,; or against the adult’s

assisting a child to stand up;
hugging a child (from the
side with one hand around
the far shoulder and the

other hand against the near
shoulder).

body; placing an arm
around a child’s
shoulder whilst sat
together side-by-side
(i.e. whilst sat on a sofa
or bench); rubbing or
patting a child’s lower
back; sitting a child on
an adult’s lap/knee;
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patting or touching a
child’s legs.

If the above were initiated
by the child, the adult
should avoid reciprocating
in a way that enconrages
this behaviour, and the
contact should be kept to a
minimun.

A child requires | Dependent Yes Adults may: clean wounds; | Where children can
First Aid. on use their hands to feel for safely administer their
circumstances bumps to the head only; own First Aid without
when assessing injuries; adult support, they
apply dressings or plasters | should do so (e.g.
ot ice packs; touch a child’s | holding ice packs,
forehead to feel their applying plasters, etc.).
temperature; etc.
See the First Aid Policy
Adults should wear Jor further information.
protective gloves to avoid
infection when
administering First Aid.
See the First Aid Poliey for
further information.
A child requires | Yes Yes See the Intimate Care Policy for | See the Intimate Care
intimate care. further information. Policy for further
information.
An adult is No Yes In everyday situations: A front-facing hug
greeting a child Handshakes, ‘high fives’ or | (chest-to-chest);
(or saying “fist bumps’. embracing a child in a
goodbye). way the pulls them
In more exceptional into the adult’s chest
An adult is circumstances: or against the adult’s

congratulating a

child.

An adult is
showing
gratitude to a
child.

It is the child’s
birthday.

Placing an arm around a
child’s shoulder; patting a
child on the shoulder;
hugging a child (from the
side with one hand around
the far shoulder and the
other hand against the near
shoulder).

body; sitting a child on
an adult’s lap/knee;
lifting a child up in the
air.

If the above were initiated
by the child, the adult
should avoid reciprocating
in a way that enconrages
this behaviour, and the
contact shonld be kept to a
MINIMUN.
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To encourage a

child.

reasonable force
to restrain a
child (in line
with legislation
and school

policy).

An adult is No Yes Any actions to prevent an | Excessive use of force.
maintaining or injury, or to reduce risk
ensuring safety. (e.g. catching a child as they

fall; holding a younger

child’s hand as they cross

the road; etc.)
An adult is No Yes Placing a hand on top of a | Touching a child in
demonstrating child’s hand to guide and sensitive area.
correct ensure safety (when using
technique when high risk equipment such as
teaching a a hot glue gun); Holding a
specific skill child’s hand (when
(e.g. within PE supporting them to
or D&T). perform a particular

balance or physical

manoeuvre); Guiding a

child’s hand when teaching

a specific skill (e.g. teaching

a child to play a musical

instrument).
An adult is Yes Yes See the Behavionr Policy for See the Bebavionr Policy
using further information. Jor further information.

9. Communication and social media
School staff’s personal social media profiles should not be available or visible to pupils. If they have a personal
profile on social media sites, we recommend that they should not use their full name, as pupils may be able to

find them. We strongly recommend staff consider using a first and middle name instead, and set public profiles

to private.

Staff are required to employ the highest security settings on any personal social media profiles they may have.

Staff will not engage in inappropriate use of social networking sites including contacting pupils or their family
members, accepting or inviting friend requests from pupils or their family members, or following pupils or their

family members on social media.

The school understands that some staff members are also parents of pupils at the school and, therefore, may
wish to contact other parents. When doing so, staff will exercise their professional judgement and will not
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contact family members on social media if this would lead to a conflict of interest. If in doubt, staff members
should seck advice from the headteacher.

Staff will remain mindful of their use of social media and their web-based presence including written content,
videos or photographs, and views expressed directly or indirectly which may bring themselves, the school or the
school community into disrepute.

Staff will not to directly associate their personal social media profiles with the school’s social media profiles.

Staff should be aware of the school’s online safety policy. Further guidance on social media and associated
policies can be found in the Staff Handbook.

10. Acceptable use of technology

Staff will not use technology in school to view material that is illegal, inappropriate or likely to be deemed
offensive. This includes, but is not limited to, sending obscene emails, gambling and viewing pornography or
other inappropriate content.

Staff will not use personal mobile phones and laptops, or school equipment for personal use, in school hours or
in front of pupils. They will also not use personal mobile phones or cameras to take pictures of pupils.

Parbold Douglas Church of England Academy have the right to monitor usage, emails and internet use on the
school IT system and school-owned devices.

Staff will adhere to the procedures outlined in the school’s Online Safety Policy and Acceptable Use of
Technology Policy at all times.

11. Premises, equipment and communication
School equipment and systems are available only for school-related activities and will not be used for the
fulfilment of another job or for personal use, unless specifically authorised by the headteacher.

Illegal, inappropriate or unacceptable use of school equipment or communication systems may result in
disciplinary action and, in serious cases, could lead to an employee’s dismissal.

Employees receiving inappropriate communication or material, or who are unsure about whether something
they propose to do might breach this policy, should seek advice from the headteacher.

The school reserves the right to monitor emails, phone calls, internet activity or document production on
school-owned equipment, principally in order to avoid offensive or nuisance material and to protect systems
from viruses, but also to ensure proper and effective use of systems.

Communication systems may be accessed when the school suspects that the employee has been misusing
systems or facilities, or for the investigation of suspected fraud or other irregularity. Access will be secured by
the systems manager, only with the permission of the governing board.

Passwords should not be shared and access to computer systems must be kept confidential except on the
express request of the headteacher or systems manager. Breaches of this confidentiality may be subject to
disciplinary action.


http://www.pda.lancs.sch.uk/policies
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School equipment that is used outside the premises, e.g. laptops, will be returned to the school when the
employee leaves employment or if requested to do so by the headteacher.

12. Confidentiality
In the course of their role, members of staff are often privy to sensitive and confidential information about the
school, staft, pupils and their parents.

This information will never be:
® Disclosed to anyone without the relevant authority
= Used to humiliate, embarrass or blackmail others
® Used for a purpose other than what it was collected and intended for

Important: This does not overrule staff’s duty to report child protection concerns to the appropriate channel
where staff believe a child is at risk of harm.

13. Honesty, integrity and declaration of interests
Staff should maintain high standards of honesty and integrity in their role. This includes when dealing with
pupils, handling money, claiming expenses and using school property and facilities.

Staff will not accept bribes. Gifts that are worth more than £50 must be declared and recorded on the Gifts and
Hospitality register (see the Gifts, Hospitality and Anti-bribery Policy for more information). Staff will ensure
that all information given to the school about their qualifications and professional experience is correct.

Staff will ensure that all information given to the school about their qualifications and professional experience is
correct.

Staff members are required to declare their interests, both personal and financial, where the group or
organisation they are affiliated with could be considered to be in conflict with the ethos of the school.

Membership to a trade union or staff representative group does not need to be declared.

Staff members will also carefully consider whether they need to declare their relationship with any individual
where this might cause a conflict with school activities.

Failure to make a relevant declaration of interests is a serious breach of trust and, therefore, if employees are in
doubt about a declaration, they are advised to contact the school or trade union.

All declarations will be submitted in writing to the headteacher.

14. Appearance, dress and personal hygiene
The school expects that staff members will:
e Ensure that their appearance is clean and neat when at work or representing the school.
e Dress in a manner that is appropriate to their role — the school will make reasonable adjustments to
uniform expectations to suit disabilities, medical conditions, and religious and cultural beliefs.
e Dress in a manner which sets a good example to pupils.
e Ensure outfits are not be overly revealing.
e Avoid clothes which display any offensive or political slogans.
e Sclect sensible footwear that is suitable to the role.
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e Maintain appropriate standards of personal hygiene at all times in the workplace.

Sports clothing:

On PE days (or when leading an after-school sports club), staff should be appropriately dressed and trainers
should be worn. Staff are welcome to wear their PE and sports kit for the full day to avoid the necessity of
changing during the day. Care should be taken when wearing jewellery on these days.

This dress code applies to all employees of the school. It is in force during the school day and at any parental
meetings.

15. Conduct outside of work

Staff will not act in a way that would bring the school, or the teaching profession into disrepute. This covers
relevant criminal offences, such as violence or sexual misconduct, as well as negative comments about the
school on social media.

Staff may undertake work outside school, either paid or voluntary, provided that it does not conflict with the
interests of the school. The nature of the work cannot be seen to bring the school into disrepute, nor be at a
level which may contravene the working time regulations or affect an individual's work performance.

Staff will not engage in outside work which could seriously damage the reputation and standing of the school,
the employee’s own reputation, or the reputation of other members of the school community. In particular,
criminal offences that involve violence, possession or use of illegal drugs, or sexual misconduct are
unacceptable.

Staff will not engage in inappropriate use of social network sites which may bring themselves, the school, school
community or employer into disrepute.

16. Smoking, alcohol and other substances

Staff will not smoke on, or within a one-mile radius of the school premises, or whenever in the sight of pupils,
parents or visitors.

Staff will not smoke whilst working with or supervising pupils off-site, such as when on educational visits and
trips.

The taking of illegal drugs or alcohol during working hours is unacceptable and will not be tolerated. Staff
members must never attend work under the influence of alcohol or illegal drugs.

If alcohol or drug usage impacts on a staff member’s performance, the school has the right to discuss the matter
with the employee and take appropriate action in accordance with the school’s disciplinary procedures, including
referral to the police.

17. Health and safety
Staff members will:

e Be familiar with, and adhere to, the school’s Health and Safety Policy and ensure that they take every
action to keep themselves and everyone in the school environment safe and well.

e Comply with health and safety regulations and use any safety equipment and protective clothing which
is supplied to them.
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e Comply with hygiene requirements.

e Comply with accident reporting requirements.

e Inform the headteacher of any paid work which is undertaken elsewhere, for compliance with The
Working Time Regulations 1998 (as amended).

18. Transporting pupils
When it is necessary to transport pupils off-site, staff will ensure that the transport arrangements of the vehicle
meet all legal requirements, they have an appropriate licence and the vehicle is roadworthy, has a valid MOT
certificate and is insured.

Staff will gain consent from parents before transporting pupils and will be aware that the welfare of all pupils in
the vehicle is their responsibility.

Staff will never transport one pupil alone in a car.

Usually, two or more staff will be present in the vehicle to avoid any discrepancy regarding safeguarding concerns.

19. Photography and videos
Photographs and videos will only be taken using school equipment — using personal mobile phones for this
purpose is prohibited, in accordance with the school’s Photography Policy.

Consent for taking photographs will be obtained from parents.

Parents who have not given consent for their child’s photograph to be taken, or for their child to be filmed, will
have their wishes respected, in line with the Photography Policy.

All photographs and videos will be available for scrutiny, and staff will be prepared to justify the images or
footage taken.

Careful consideration will always be given to the activities which are being filmed or photographed, to ensure
that images or videos are not indecent and cannot be misused.

20. Monitoring arrangements
This policy will be reviewed every two years, but can be revised as needed. It will be ratified by the full
governing board.

21. Links with other policies
This policy should be read in conjunction with a number of other school, including (but not limited to):
= Staff Discipline Policy, which will be used if staff breach this code of conduct. It also sets out examples of
what we will deem as misconduct and gross misconduct.
= Staff Grievance Policy
= Safeguarding and Child Protection Policy
= Gifts, Hospitality and Anti-bribery Policy
®  Online Safety Policy
= Photography Policy

It should also be read in conjunction with:


https://www.pda.lancs.sch.uk/policies-1/
https://www.pda.lancs.sch.uk/policies-1/
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e Keeping Children Safe in Education

e Guidance for Safer Working Practice
e Working Together to Safeguard Children

Note: ‘Guidance for Safer Working Practice’ governs all aspects of staff behaviour at Parbold Douglas Church
of England Academy.

22. Policy evaluation and review
The policy is reviewed every year.

Date of last review: September 2023
Date of next review: September 2024


https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
https://saferrecruitmentconsortium.org/
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2

