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Roles & Responsibilities 

The responsibility for the implementation of this policy and provision rests with the Head Teacher.   

 

Suggested Audience 

All adults working or volunteering at Eden Primary: teaching and support staff, peripatetic staff, 
governors and volunteers. 

Related Policies 

This policy should be read alongside other school policies including: 

 Staff disciplinary procedures, 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 procedures 

 Safeguarding and Child Protection Policies 

 Gifts and hospitality  

 E-safety 

 Whistleblowing  

 School vision and values 

 

Introduction 

School staff have an influential position in the school, and will act as role models for the pupils, 
families and colleagues that they have contact with by consistently demonstrating high standards of 
behaviour. Through their actions at Eden Primary they express and put into practice the vision and 
values of the school.  As such, this policy forms part of a whole school approach to ensuring high 
standards and professionalism around teaching and learning and building a professional learning 
community. 

 
It is expected that all adults working in the school will follow the behaviours described in this policy 
while on site or with children and will also carefully consider the impact that their actions outside of 
school may have on their reputation and that of Eden Primary. 

Aims 

This policy aims to set and maintain standards of conduct that we expect all staff and volunteers to 
follow.  
 

By creating this policy, we aim to ensure our school is an environment where everyone is safe, happy 
and treated with respect. 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, peripatetic 
staff, governors and volunteers to also act with personal and professional integrity, respecting the 
safety and wellbeing of others.  



3 
 

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 and senior leaders will use their professional judgement 
and act in the best interests of the school and its pupils.  

The aim of the policy is: 

 To enable staff to know and understand what is acceptable regarding professional 
behaviour, relationships and attitudes. 

 To help staff work sensitively and collaboratively in a diverse and non-denominational 
Jewish learning community with children, parents/carers, volunteers and other staff. 

 To create a professional environment free from physical, verbal or non-verbal abuse. 

 To ensure that all children and staff have the opportunity to achieve their potential and feel 
valued and safe. 

 To ensure that every child and member of staff is helped to develop a confident sense of 
personal and cultural identity within our inclusive learning community and are sensitive to 
the views and cultures of others. 

Legislation and guidance 
 

Schools are required to set out a staff code of conduct under regulation 7 of The School Staffing 
(England) Regulations 2009.  

In line with the statutory safeguarding guidance ‘Keeping Children Safe in Education’, we should 
have a staff code of conduct, which covers  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. 
 

General Professional Conduct 

School staff will adhere to the following general principles and obligations to 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 and put their well-being first 

 Demonstrate respect for diversity and promote equality showing 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 leading them to break the law  

 Take responsibility for maintaining the quality of their teaching and other professional 
practice and attitudes. 

 Help all children to become confident and successful learners. 
 

 Understand the statutory frameworks they must act within 

http://www.legislation.gov.uk/uksi/2009/2680/contents/made
http://www.legislation.gov.uk/uksi/2009/2680/contents/made
https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
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 Establish productive, respectful and collaborative partnerships with colleagues, 
parents/carers and the wider community. 

 Demonstrate high standards of honesty and integrity and uphold public trust and confidence 
in the school recognising the importance of professional boundaries. This includes the 
handling and claiming of money and the use of school property and facilities. 
 

 Staff will not accept bribes. Gifts that are worth more than £30 from an individual parent 
must be declared and recorded on the gifts and hospitality register 
 

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

 

Concerns or Complaints 

 Eden Primary promotes a positive and open, problem solving culture in which every member 
of staff is responsible for their own conduct and for maximising the positive impact of the 
school. 

 When issues or concerns arise staff members are expected to raise them with the relevant 
member(s) of staff who can make a difference whether that be a colleague, a line manager 
or the person who manages/deals with the area of concern, to avoid escalation. 

 Staff members are expected to engage in solving problems and facilitating positive outcomes 
according to the vision and values of the school. 

 Negative and persistent complaining or gossip is considered to be unacceptable and 
damaging to achieving positive outcomes and to the reputation of Eden Primary. 

 Gossip in the public domain is unacceptable in any way. 

 Bringing the school into disrepute outside of school is unacceptable behaviour. 

 The Senior Leadership Team (SLT) is expected to provide opportunities for open discussion 
within supervision and professional development sessions to discuss areas where there may 
be challenges in order to support staff and facilitate improvements and positive attitudes. 

 The SLT and staff will provide opportunities for discussion with all stakeholders in the school 
community to facilitate problem solving, positive attitudes and improvements. 

Safeguarding 
 

All staff and adults in the school have a duty to safeguard pupils from harm, and to report any 
concerns they have. This includes physical, emotional and sexual abuse, or neglect.  

Staff and other adults will familiarise themselves with our safeguarding policy and procedures and 
the Prevent initiative, and ensure they are aware of the processes to follow if they have concerns 
about a child.  

Our safeguarding policy and procedures are available on the school website, staff drive and from the 
school office. New staff will be given copies on arrival.  

An updated safeguarding policy, whistle blowing policy and version of KCSIE is sent to all staff and 
volunteers in September and all adults are asked to sign that these have been read and understood. 

This duty to safeguard children includes the duty to report concerns about any child to the 
designated safeguarding lead.  This role is undertaken by the Head Teacher at this time. DDSLs are 
the DHT and SBM. 
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Staff/Pupil Relationships 
 

Staff will observe proper boundaries with pupils that are appropriate to their professional and 
trusted position. They will act in a fair and transparent way that would not lead anyone to 
reasonably assume they are not doing so.  

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

 This takes place in a public place that others can access  

 Others can see in to the room  

 A colleague or line manager knows this is taking place  

Staff should avoid contact with pupils outside of school hours.  

Personal contact details should not be exchanged between staff and pupils. This includes social 
media profiles.  

While we are aware many pupils and their parents may wish to give gifts to staff, for example, at the 
end of the school year, gifts from staff to an individual pupil is not acceptable.  Staff may give small 
gifts to all members of their class at relevant moments such as Chanukah, the end of the year. 

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 Head Teacher. 

All members of staff have a responsibility to develop the emotional wellbeing of children as well as 
nurturing their academic potential.  In particular: 

 Staff will treat all children with respect at all times.  The use of derogatory, demeaning or 
abusive statements by staff, or subjecting a child to ridicule or put downs, is not acceptable 
within any school activity. 

 Staff will talk to children respectfully and calmly at all times. 

 Staff will show high standards to children in terms of their language and behaviour, so the 
use of appropriate language is important at all times.  Swearing, the use of profane terms or 
the use of vulgarities is strictly forbidden. 

 Staff will not shout at children without a serious reason, for example where a child may 
come to harm. 

 Staff will work with all children irrespective of their demeanour or ability.  It is important 
that staff always emphasize the positive and give children the benefit of the doubt and every 
opportunity for a fresh start. In all instances staff will use their professional judgement 
based on previous evidence and experience when that becomes necessary. Actions of any 
staff member must be deemed to be reasonable in all the circumstances and in line with the 
vision and values of the school and all other school policies. 

 Although dealing with young people can at times be challenging, it is important that staff 
remember they are the adult and the professional and therefore all interactions with 
children and parents/carers should be seen within this context and emotions should be 
controlled.  

 When facilitating discussions with children about complex, controversial and sensitive issues 
staff should ensure that these are carried out according to their role as an educator and 
facilitator and are within the vision and values of the school according to our approach to 
teaching and learning. 

 Apart from family relationships, personal relationships with children are not permitted and 
could result in gross misconduct. 
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Communication, Internet and social media  
 

School staff’s social media profiles should not be available to pupils. If they have a personal profile 
on social media sites, they should consider not using their full name, as pupils may be able to find 
them. Staff should consider using a first and middle name instead, or set public profiles to private.  

Staff should not attempt to contact pupils or their parents via social media, or any other means 
outside school, in order to develop any sort of relationship. They will not make any efforts to find 
pupils’ or parents’ social media profiles. 

Staff will ensure that they do not post any images online that identify children who are pupils at the 
school without their consent.  

Staff should be aware of the school’s e-safety policy   

Personal mobile numbers of staff are not to be shared with children or parents. If contact has to be 
made, it must be made using a school phone. If on a trip or visit, a school mobile number may be 
given and issued for this purpose or permission should be given to use personal phones in an 
emergency. 

If staff joining the school have previously existing social network relationships with parents, they 
should cease to use these and where possible delete or unfriend them. 

Social networking sites such as Twitter, MSN, Facebook etc. are prohibited on site other than for 
professional purposes.  Staff must not add current children or parents to their personal social 
networking sites. Social networking sites must not be used as a form of communication with 
parents/carers regarding their child or any aspects of school work. 

Accessing inappropriate material via any school internet connection is prohibited.  

The internet at school should be used for school educational purposes and tasks associated with an 
individual's role or work and may not be used for personal reasons. Outside teaching hours when 
children are not present staff may use the internet for reasons such as looking at the news, the 
weather, national events, etc. 

 

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, laptops, or other devices for personal use during teaching 
hours 

Staff should not use any school equipment for personal use unless prior approval has been given.  

Staff will also not use personal mobile phones or cameras to take pictures of pupils.    

When working off site staff should use work laptops and devices wherever possible and always work 
on the school network, accessed remotely. School devices should not be used for purposes other 
than school work. If using a personal device in exceptional circumstances staff should not save 
anything and should be aware of potential data breaches and safeguarding risks. 

The school has have the right to monitor emails and internet use on the school IT system. 
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Online Teaching – Addendum Covid 19 2020 
 
The staff Code of Conduct applies to remote working as well as working with children in school. 
 
In addition the following arrangements are in place: 
 
Staff should work remotely on the school’s system as far as possible. 
 
Where staff are not working remotely they should use school laptops and devices as far as possible 
which the school will endeavour to make available. 
 
Children should have no access to the personal information or activities of staff when teaching 
online. 
 
Staff are only to use the agreed list of technologies to set work and interact with pupils. These are 
Parentmail, Purple Mash, Google Classroom and Google Meets, Seasaw and the school’s Zoom 
account.  
 
Any videos used should be carefully screened to ensure they are appropriate. 
 
Adverts or other information not related to the teaching should not appear on screens. 
 
Staff should not email children at their own email accounts and must not engage in one to one email 
correspondence with a child even through a parent’s email address. Comments on work can be 
made in the ‘private comments’ section alongside each piece of work submitted in Google 
Classroom. 
 
Our approach will be to use pre-recorded video for teaching with some live teaching with whole 
classes or groups.  
 
When engaging in online teaching teachers must adhere to the following guidance: 
 

 No one to one teaching 

 If using ZOOM staff should use a complex password 

 If Zoom sessions are accessed by anyone who should not be there the host should 
immediately shut down the session and then email families to explain what has happened. 

 Staff must wear suitable clothing 

 Computers should be used in appropriate areas for work, for example, not in bedrooms if at 
all possible. The background should be blurred or plain. 

 Any live teaching should be recorded. 

 Staff should not be viewed with their family members or any personal items; the appropriate 
teacher/student relationships should be maintained. 

 All language used should be professional and appropriate 

 Teachers should have high expectations of behaviour and guidance can be sent to parents 
regarding expectations  

 A balance of pre-recorded sessions and online teaching are required to maintain contact 
with the children and to allow them to work independently. 

We will ensure any use of online learning tools and systems is in line with privacy and data 
protection/GDPR requirements. 
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Working in Partnership with Parents 

 

Staff will develop respectful partnerships with parents in order to work together on achieving the 
best possible outcomes for all children. 

Staff will prepare carefully for any conversation or meeting with parents about the child's 
development whether it is academic, behavioural, social or emotional. 

Staff will maintain professional relationships with all parents in the school with suitable boundaries 
regarding the development of friendships and the sharing of personal information. 

Staff will be sensitive to the challenges of parenting and will gather information, including from 
parents, before forming judgements about observed behaviour. 

Staff will support parents and work together with them productively on approaches and ways of 
working that we may be using with the children in school. 

Staff will respond in a timely manner to the questions and concerns of parents. 

Dress 
 

A professional code of dress is expected from all staff at the school.  All children are expected to 
dress appropriately and respectfully for school at all times and the same is expected of staff.  Work 
wear for staff should be that which would be acceptable within their particular professional 
environment. 

Jeans are not acceptable as work wear, however they may be acceptable on trips or field courses 
and during out of school hours for drama, music production, rehearsals etc. when a professional 
smart code of dress would be inappropriate. 

Outfits will not be overly revealing. Shoulders and arm tops will be covered and staff will ensure that 
inappropriate body parts are not revealed: midriffs, backs, bottoms, etc. Modesty in dress is 
important in a Jewish educational setting. 

Clothes will not display any offensive or political slogans.  

Staff should wear appropriate clothing when teaching Physical Education. 

Footwear should be safe and appropriate for the required role. 

Any body piercing and jewellery should be appropriate and safe for both children and staff. 

Equipment 
 

Permission of the Head Teacher should be obtained if school equipment is to be taken home. It must 
be signed in and out with the School Business Manager or their representative. 

Timekeeping and Attendance 
 

Staff should be familiar with the guidance in the school's arrangements regarding attendance and 
illness and should ensure that they are punctual, adhering to their hours of work, as relevant. 
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Punctuality is an important element in running a successful school.  Children and staff are expected 
to attend all lessons on time and to remain on site throughout the morning and afternoon 
timetabled sessions unless given permission by the HT to do otherwise.  Staff should be ready to 
receive children at the scheduled start time for sessions, as well as making sure that children are not 
dismissed before the appropriate end of session time.  Staff should keep closely to timetables during 
the day so as not to impact other members of staff or children. 

All duties, supervisory or otherwise, must be completed on time. 

Conduct Outside Work 
 

Staff and volunteers must not engage in conduct outside work which could damage the reputation 
and standing of the school or the reputation of other members of the school community. 

Staff and volunteers should not engage in conversation outside school where confidential 
information or professional issues are shared inappropriately or in gossip. 

Criminal offences that involve violence or misuse of drugs or sexual misconduct are likely to be 
regarded as unacceptable and potentially constitute gross misconduct. 

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.   

Concerning or inappropriate behaviours outside school by staff members or volunteers or even close 
family members or friends may be considered a transferable risk making a person unsuitable to work 
with children. 

 

Confidentiality 

In the course of their role, members of staff and volunteers are often privy to sensitive and 
confidential information about the school, staff, 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 

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. 

Where staff have access to confidential information about children or their parents or carers, staff 
must not reveal such information except to those colleagues who have a professional role in relation 
to the child or their families. 

All staff are likely at some point to witness actions which need to remain confidential.  For example 
where a child is bullied by another child (or member of staff) or is having a difficult time in school, 
this needs to be reported and dealt with in accordance with the appropriate procedures.  Such 
matters must not be discussed whilst the matter is still active outside the lines of reporting, including 
with the child's parent or carer, nor with colleagues from school. 

Staff and volunteers have an obligation to share with the school's DSL or DDSLs any information 
which gives rise to any concerns about the safety and welfare of a child (See Safeguarding Policy and 
Child Protection Policy). Staff must be careful never to promise a child that they will not act on 
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information.  All concerns must be recorded on the dedicated system and a written statement given 
to the DSL. 

All press and media contact is to be undertaken via the Head Teacher only. 

Smoking, Alcohol and Drugs 
 

Alcohol may not be consumed during school hours. 

No facilities will be provided for smokers, either inside or outside the premises. 

Staff are not permitted to smoke on the school premises or grounds, or in front of the school on 
Creighton Avenue, or to be in possession of illegal substances. 

Staff must follow the school's Safeguarding Policy and Relationship and Sex Education Policy when 
discussing issues such as the use of illegal substances with children. 

It is expected that staff will attend work in a fit state to carry out their duties.  Staff found under the 
influence of drugs or alcohol will be deemed to be unfit and disciplinary action may follow. 

Use of Cars 
 

For their own protection staff should never give lifts to children without obtaining the agreement of 
a member of the Senior Leadership Team (SLT). Staff must, in addition, check that their insurance 
covers them taking a child in their car.  Car insurance must be verified with the School Business 
Manager. 

All staff who attend courses or meetings on behalf of the school, or as part of their professional 
development, must ensure that they have the appropriate insurance in place. As part of the 
induction process, where staff intend to use their cars for work in connection with school business, 
the School Business Manager will ask for confirmation that business use is included on staff policy 
statements. 

Relationships with Other Staff 
 

All staff are entitled to feel safe, secure and valued at work and be free from intimidation, 
aggression, harassment or bullying behaviour.  Staff should show professional courtesy and respect 
at all times to other colleagues working in school. 

Should a member of staff feel that the above guideline has not been followed, they should raise the 
matter with their line manager, or in the case where this involves the line manager, with the Head 
Teacher or, where this involves the Head Teacher, with a member of the SLT or with e Chair of 
Governors. 

Parent/Carer Contacts 
 

The school has an expectation that staff will act swiftly and professionally at all times. This is 
particularly important where parents/carers have contacted the school with a concern or complaint 
relating to the education of their child. 
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 The aim at the school is to make a return call or send an email within 36 hours of the original 
contact being made, even if in the first instance this is just a holding call.  At the very least, 
the call must be made within two school days. 

 Where an error has been made, an apology should be given and the mistake corrected as 
soon as possible. 

 Investigations should be carried out promptly and effectively with parents/carers informed 
of the outcome as soon as is practical. 

 Where an ongoing investigation may take some time, due to a child or member of staff 
being absent, parents/carers should be informed and given a date by which the investigation 
will be completed. 

 Phone calls home regarding absence:  phone calls will be automatically generated by the 
admin staff if a child is absent from the school for no known reason.   

 If there are concerns about a child, a person nominated by the Head Teacher will make 
contact. 

Signing In and Out 
 

All staff and volunteers must sign in and out each time they are on the school premises using the 
staff sign in board or visitors book as relevant. 

Disciplinary Action 
 

All staff need to recognise that failure to meet appropriate standards of behaviour and conduct may 
result in disciplinary action, including dismissal. 

Monitoring and Review 
 

This policy will be reviewed every year, but can be revised as needed. It will be ratified by the full 
governing board. 

The Head Teacher is responsible for monitoring the implementation of this policy and making an 
annual report to Governors regarding any changes to the policy or serious staff infringements. 

Approval by the Governing Body and Review Date 
 

This Policy has been formally approved and adopted by the Governing Body at a formally convened 
meeting: 

 

Policy approved :   __________________________________________ 

     (Chair of Governing Body) 

 

Date : 

 

Date of Policy Review : 
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