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Pear Tree School - Staff Code of Conduct
The code of conduct is designed to keep both pupils and staff at Pear Tree School safe; it should be adhered to in accordance with the 2009 DCSF ‘Guidance for Safer Working Practice for Adults who work with Children and Young People in Education Settings’. All staff are expected to adhere and conduct themselves in line with the Department of Education’s statutory guidance on “Keeping children safe in Education” (September 2021). 
Reference to the Headteacher throughout this document should read ‘Chair of Governor’ in the case of the conduct of the Headteacher.

The staff code of conduct has been updated to reflect the changes to safer working practice and how staff will be interacting with families, children and young people during the COVID19 pandemic and closure of schools.

Underpinning Principles 

• The welfare of the child is paramount.

• It is the responsibility of all staff to safeguard and promote the welfare of children and young people; we all have a duty of care.
• It is the responsibility of all staff to have read and familiarised themselves with the amended school Safeguarding policy that has been emailed to each member of staff. It is the responsibility of each member of staff to speak to a DSL to request a copy of this if they have not been able to access it on their email. 

• Staff are responsible for their own actions and behaviour and should avoid any conduct which would lead any reasonable person to question their motivation and intentions. 

• Staff should work and be seen to work, in an open and transparent way. 

• The same professional standards should always be applied regardless of culture, disability, gender, language, racial origin, religious belief and/or sexual identity. 

• Staff should continually monitor and review their practice and ensure they follow this code of conduct and the above guidance. 
During these changing times, staff should consult with a DSL or senior leader if they are unsure of how they undertake their role in supporting and safeguarding children and families effectively. 

Professional Conduct
All staff are expected to:

· Accept and adhere to school policies and procedures.
· Undertake their duties and responsibilities effectively, efficiently and diligently.

· Show respect for all members of the school community by being polite and courteous in all forms of communication eg verbal, face to face and electronic communications.

· Maintain the confidentiality of sensitive information (particularly relating to pupils) obtained in the course of their employment. Any information obtained in the course of employment should not be used for personal gain or benefit, nor should it be passed to others who might use it in the same way. Any queries about what constitutes ‘sensitive’ information and who it can be shared with should be directed to the appropriate member of the school’s leadership team or Designated Safeguarding Lead.
· Declare any interests (financial or otherwise) that may be considered as being in conflict with the school’s interests.

· Use appropriate lines of communication and/or relevant procedure to express views relating to their employment or the activities of the school.

· Have no contact with media regarding school matters without the express permission of the Headteacher.

· Notify the Headteacher of any suspected breaches of the law or of the school’s policies, procedures and regulations and co-operate with any investigation of such breaches, particularly in relation to the safeguarding of children, health and safety and financial irregularity. Where there is considered not possible, reference should be made to the school’s whistleblowing policy.

· Disclose on appointment or at any time any civil/criminal charges or convictions (being charged or in possession of a conviction many not necessarily debar from appointment or lead to disciplinary action; however failure to disclose where required will be considered as a serious act of misconduct.
· Use school equipment provided for the purposes of carrying out their role in a responsible and lawful manner. 
· Not provide a professional reference on behalf of the school unless the contents of such reference have been agreed by the Headteacher.

Personal Conduct
All staff are expected to:
· Ensure that personal relationships within work do not affect their professional role and do not bring school into disrepute.
· Notify the Headteacher either at appointment or during employment of any personal relationship in or outside of school which may result in honesty, objectivity or integrity being brought into question.

· Notify the Headteacher of any change in personal (including medical) circumstances which could impact on ability to carry out the role.

· Not engage in outside employment (eg private tutoring of the school’s own pupils) which could be considered as undermining or conflicting with the business of the school.

· Wear any uniform, clothes or protective clothing as required for their roles in school and in line risk assessment.
· Declare any interest/involvement with any outside organisations which may benefit financially or contractually from decisions taken by the school, eg the procurement of goods or services.
· Conduct themselves both on and off duty (including use of social media) in a manner compatible with their employment status with the school.
Staff Behaviour
Staff should not: 
· behave in a manner which would lead any reasonable person to question their suitability to work with children or act as a role model.

· make, or encourage others to make, unprofessional personal comments which scapegoat, demean or humiliate, or which might be interpreted as such 
Staff should: 
· be aware that behaviour in their personal lives may impact upon their work with children and young people 
· understand that the behaviour and actions of their partner (or other family members) may raise questions about their suitability to work with children and young people.
Dress and Appearance

Staff’s appearance and dress should;
· be appropriate to their role 
· not likely to be viewed as offensive, revealing, or sexually provocative 
· not distract, cause embarrassment or give rise to misunderstanding 
· be absent of any political or otherwise contentious slogans 
· not be considered to be discriminatory and is culturally sensitive
· staff must conduct themselves in a professional manner at all times when wearing clothing or an identification badge that identifies them as an employee of the school.
Personal Living Space
Staff should: 
· be vigilant in maintaining their privacy and mindful of the need to avoid placing themselves in vulnerable situations 
· challenge any request for their accommodation to be used as an additional resource for the organisation 
· be mindful of the need to maintain professional boundaries 
· refrain from asking children and young people to undertake personal jobs or errands. 
· When filming lessons for remote learning and teaching resources for Facebook, staff should be mindful of the environment they are filming in, ensuring there is nothing in the content or background that could:
· a) cause any offense or call the member of staff’s professionalism into question
· b) would give any indication as to where the member of staff lives. 
Gifts, Rewards and Favouritism

Staff should: 
· be aware of their school’s policy on the giving and receiving of gifts 
· ensure that gifts received or given in situations which may be misconstrued are declared 
· generally, only give gifts to an individual young person as part of an agreed reward system 
· where giving gifts other than as above, ensure that these are of insignificant value 
· ensure that all selection processes which concern children and young people are fair and that wherever practicable these are undertaken and agreed by more than one member of staff
Infatuations

Staff should:
· report and record any incidents or indications (verbal, written or physical) that suggest a child or young person may have developed an infatuation with an adult in the workplace 
· always acknowledge and maintain professional boundaries 
Communication with Pupils

Staff should:
· not give their personal contact details to children or young people, including their mobile telephone number and details of any blogs or personal websites 
· only use equipment e.g. mobile phones, provided by school to communicate with children, making sure that parents have given permission for this form of communication to be used 
· only make contact with children for professional reasons and in accordance with the school’s policy 
· recognise that text messaging is rarely an appropriate response to a child in a crisis situation or at risk of harm. It should only be used as a last resort when other forms of communication are not possible 
· not use internet or web-based communication channels to send personal messages to a child/young person 
· ensure that if a social networking site is used, details are not shared with children and young people and privacy settings are set at maximum
· During a school closure or isolation period teachers and TA3s are to have contact with families at home. This should be done via a school telephone ideally and if this is not possible as the member of staff is working from home then the caller ID should be withheld. Phone calls are to be made to a parent’s phone but staff are able to speak to the child/young person if this is requested by the parent/child/young person.
Social Contact

Staff should: 
· have no secret social contact with children and young people or their parents 
· consider the appropriateness of the social contact according to their role and nature of their work 
· always approve any planned social contact with children or parents with senior colleagues, 
· advise senior management of any social contact they have with a child or a parent with who whom they work, which may give rise to concern 
· report and record any situation, which may place a child at risk or which may compromise school or their own professional standing 
· be aware that the sending of personal communications such as birthday or faith cards should always be recorded and/or discussed with line manager. 
· understand that some communications may be called into question and need to be justified
· During a school closure or isolation period, teachers and TA3s are to have contact with families at home in line with our updated safeguarding policy. This should be done via a school telephone ideally and if this is not possible due to the member of staff working from home then the caller ID should be withheld. Phone calls are to be made to a parent/carers phone but staff are able to speak to the child/young person if this is requested by the parent/child/young person.
· Sample lessons are being shared with families via the school social media. These should be sent to the school admin team for uploading to social media. If a member of staff wants to share a video lesson with an individual child/group of children then this needs to be authorised first with a member of the senior leadership team. 
· Staff should avoid commenting on the school Facebook page using their own personal Facebook account. Ideally staff should set up a professional Facebook account if they would like to comment on social media.
Sexual Contact

Staff should not: 
· have sexual relationships with children and young people 
· have any form of communication with a child or young person which could be interpreted as sexually suggestive or provocative i.e. verbal comments, letters, notes, electronic mail, phone calls, texts, physical contact 
· make sexual remarks to, or about, a child/young person 
· discuss their own sexual relationships with or in the presence of children or young people 
Staff should:
· ensure that their relationships with children and young people clearly take place within the boundaries of a respectful professional relationship 
· take care that their language or conduct does not give rise to comment or speculation. Attitudes, demeanour and language all require care and thought, particularly when members of staff are dealing with adolescent boys and girls.
Physical Contact

	Staff should

· treat children with dignity and respect and avoid contact with intimate parts of the body 
· always explain to a child the reason why contact is necessary and what form that contact will take 
· seek consent of parents where a child or young person is unable to do so because of a disability. 
· consider alternatives, where it is anticipated that a child might misinterpret any such contact, 
· be familiar with and follow recommended guidance and protocols 
· conduct activities where they can be seen by others 
· be aware of gender, cultural or religious issues that may need to be considered prior to initiating physical contact 
· never touch a child in a way which may be considered indecent 
· always be prepared to report and explain actions and accept that all physical contact be open to scrutiny 
· not indulge in ‘horseplay’ 
· always encourage children, where possible, to undertake self-care tasks independently 
· work within Health and Safety regulations
Behaviour Management

Staff should:

· not use force as a form of punishment 
· try to defuse situations before they escalate 
· inform parents of any behaviour management techniques used 
· adhere to the organisation’s behaviour management policy 
· be mindful of factors which may impact upon a child or young person’s behaviour e.g. bullying, abuse and where necessary take appropriate action 
· adhere to the organisation’s physical intervention policy and care and control 
· always seek to defuse situations 
· always use minimum force for the shortest period necessary 
· record and report as soon as possible after the event any incident where physical intervention has been used. 
· Be aware of part 5 of KCSIE and follow school policy and procedures in relation to child on child abuse
Intimate/Personal Care

Staff should

· adhere to the school’s  intimate care policy 
· make other staff aware of the task being undertaken 
· explain to the child what is happening 
· consult with senior managers and parents/carers where any variation from agreed procedure/care plan is necessary 
· record the justification for any variations to the agreed procedure/care plan and share this information with parents 
· ensure that any changes to the agreed care plan are discussed, agreed and recorded
· avoid any physical contact when children are in a state of undress 
· avoid any visually intrusive behaviour 
· where there are changing rooms announce their intention of entering 
First Aid and Administration of Medication 

Staff should:

· adhere to the school’s policy for administering first aid or medication 
· comply with the necessary reporting requirements 
· make other adults aware of the task being undertaken 
· explain to the child what is happening. 
· always act and be seen to act in the child’s best interests 
· report and record any administration of first aid or medication 
· have regard to any health plan which is in place 
· always ensure that an appropriate health/risk assessment is undertaken prior to undertaking certain activities
One to One Situations

Staff should:

· ensure that when lone working is an integral part of their role, full and appropriate risk assessments have been conducted and agreed. 
· avoid meetings with a child or young person in remote, secluded areas, 
· always inform other colleagues and/or parents/carers about the contact(s) beforehand, assessing the need to have them present or close by 
· avoid use of 'engaged' or equivalent signs wherever possible. Such signs may create an opportunity for secrecy or the interpretation of secrecy 
· always report any situation where a child becomes distressed or angry to a senior colleague 
· carefully consider the needs and circumstances of the child/children when in one to one situations 
Home Visits

Staff should: 
· agree the purpose for any home visit with senior management, unless this is an acknowledged and integral part of their role e.g. social workers 
· adhere to agreed risk management strategies 
· always make detailed records including times of arrival and departure and work undertaken 
· ensure any behaviour or situation which gives rise to concern is discussed with their manager and, where appropriate action is taken 
Transporting Pupils

Staff should: 
· ensure they are fit to drive and free from any drugs, alcohol or medicine which is likely to impair judgement and/ or ability to drive 
· be aware that the safety and welfare of the child is their responsibility until they are safely passed over to a parent/carer 
· record details of the journey in accordance with agreed procedures 
· ensure that their behaviour is appropriate at all times 
· ensure that there are proper arrangements in place to ensure vehicle, passenger and driver safety. This includes having proper and appropriate insurance for the type of vehicle being driven 
· ensure that any impromptu or emergency arrangements of lifts are recorded and can be justified if questioned 
Educational Visits and Out of School Activities

Staff should:

· always have another adult present in out of workplace activities, unless otherwise agreed with a senior manager 
· undertake risk assessments in line with their organisation’s policy where applicable 
· have parental consent to the activity 
· ensure that their behaviour remains professional at all times(see section 7) 
· never share beds with a child/children or young people. 
· not share bedrooms unless it involves a dormitory situation and the arrangements have been previously discussed with senior manager, parents and children and young people. 
Photography

Staff should:

· be clear about the purpose of the activity and about what will happen to the images when the activity is concluded 
· be able to justify images of children in their possession 
· avoid making images in one to one situations or which show a single child with no surrounding context 
· ensure the child/young person understands why the images are being taken and has agreed to the activity and that they are appropriately dressed. 
· only use equipment provided or authorised by school 
· report any concerns about any inappropriate or intrusive photographs found 
always ensure they have parental permission to take and/or display photographs 

Staff should not:

· display or distribute images of children unless they have consent to do so from parents/carers 
· use images which may cause distress 
· use mobile telephones to take images of children 
· take images ‘in secret’, or taking images in situations that may be construed as being secretive. 
Use of images

Staff should:

· follow school’s guidance on online safety
· ensure that children are not exposed to unsuitable material on the internet 
· ensure that any films or material shown to children and young people are age appropriate 
Whistle blowing

Staff should:

· report any behaviour by colleagues that raises concern regardless of source immediately with the headteacher (or deputy headteacher in their absence)
Sharing Concerns

Staff should:
· be familiar with their organisation’s system for recording concerns 
· take responsibility for recording any incident, and passing on that information where they have concerns about any matter pertaining to the welfare of an individual in the workplace 
Adults have a duty to report any child protection or welfare concerns to the designated senior leads in school and/or report any concerns to the local social care office. Anyone who has concerns or is in doubt should refer to the document ‘What to do if you’re worried a child is being abused’. Adults have a duty to report any concerns about a member of staff to the headteacher.
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