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Staff Code of Conduct Policy
THIS POLICY REFERS TO ALL PUPILS INCLUDING THOSE IN EYFS
TO BE READ ALONGSIDE THE SAFEGUARDING AND CHILD PROTECTION POLICY (INCL EYFS)
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Key Principles







Welfare of the child is paramount and all actions concerning children and young people must
uphold the best interests of the young person as a primary consideration
Professional standards should be maintained in all interactions with pupils, colleagues,
parents and other parties.
Staff are in a position of trust, as dictated by the Sexual Offences Act 2003, Sections 16-24.
Within this position of trust staff must be clear that it is an offence for a person aged 18 or
over, such as a teacher, to have a sexual relationship with a child under the age of 18 where
that person is in a position of trust in respect of that child, even if, in the case of those over
16, the relationship is consensual.
Staff should discuss and take advice from their line manager or SMT over any incident which
may give rise to concern. They must keep the DSL informed.
Accurate records should be made according to School policies and procedures and filed
centrally.

Aims of this document:






This policy aims to provide clear guidance about behaviour and actions so as not to place
pupils or staff at risk of harm or of allegations of harm to a pupil.
To remind staff of professional boundaries and their unique position of trust
To remind staff of the location of key policy documentation
To draw attention to areas of risk and offer guidance on prudent conduct
To help protect staff from allegations

This guidance does not provide a complete checklist of what is, or is not, appropriate behaviour for
staff. It does highlight, however, behaviour that is illegal, inappropriate or inadvisable. There will be
occasions when staff have to make decisions in the best interests of children and young people where
no guidance exists.
Staff should:




Discuss the circumstances that informed their action or proposed action with a senior
colleague
Discuss any misunderstandings, accidents or threats with a senior leader
Always record accurately, discussions and actions taken with their justifications and file them
centrally.
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Other Relevant Internal Policies
Safeguarding and Child Protection
Safeguarding and Child Protection Policies can be found on the School website at
http://www.nottinghamhigh.co.uk/about-us/school-policies
Key Government Statutory and Non-Statutory Guidance can be found here:
https://www.gov.uk/schools-colleges-childrens-services/safeguarding-children
Keeping Children Safe in Education, Sept 2019
https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
Some key areas are summarised below, including:







Boundaries
Communication with pupils
Physical contact and restraint
Transporting pupils
Troubled pupils
Disclosures

The School is aware that, from April 2016, mandatory reporting of Female Genital Mutilation (FGM)
commenced and, as members of staff in education, we must report any cases or suspected cases of
FGM to the police.

Acceptable Use of ICT (Staff)
Staff sign this policy before they are given access to the School network.

Boundaries
Staff working in one-to-one situations with children and young people are more vulnerable to
allegations. Teachers and others should recognise this possibility and plan and conduct meetings
accordingly. Treat all pupils with respect and try, as far as possible, not to be alone with a child or
young person. Where this is not possible, for example, in an instrumental music lesson, or sports
coaching lesson, it is good practice to ensure that others are within earshot or have the door to the
room open. Where possible, a gap or barrier should be maintained between teacher and child at all
times. Any physical contact should be the minimum required for care, instruction or restraint.
When there is a need for an adult to be present when children are changing, such as in the Infant
Department, staff should ensure that they are not alone with the children and that another member
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of staff is present or that the door is left ajar or has a vision panel. If it is necessary to change a child
who has soiled themselves, staff must again ensure that another member of staff is present or that
doors are left ajar while modesty is preserved. Staff members must ensure that they have informed a
colleague before they supervise changing a child who has soiled.
Staff must ensure the language they use in any School context is appropriate and any conversations
with any parents, pupils or colleagues must be within professional appropriate boundaries.

Communications with Pupils including use of social media
The School is developing systems such as or Show My Homework to facilitate communications about
matters such as homework. Other Communication systems such as a Parent Portal is now introduced.
Staff should think most carefully about any possible implications before they give any personal contact
details to any pupil. Staff should not give their personal mobile phone numbers to pupils, nor should
they communicate with them by text message, personal email (use of the School email account is
permitted), social networking sites or any other forms of direct messaging. Staff should not allow
pupils to access personal social networking pages, either, for example, by being “friends” or
“following” pupils. Staff should be aware that if they communicate using social media with ex-pupils,
current pupils may have access to any personal comments or communications made.
Teaching Union guidance is available with regard to Social Media, for example:
NASUWT
https://www.nasuwt.org.uk/advice/health-safety/social-media-the-abuse-of-technology.html
If Staff need to speak to a pupil by telephone, they are advised to use one of the School’s telephones.
The Group Leader on all trips and visits involving an overnight stay should take a school mobile phone
with him/her, and may ask the pupils for their mobile numbers before allowing them out in small,
unsupervised groups. The School mobile should be used for any contact with pupils that may be
necessary. The Group leader should delete any record of pupils’ mobile phone numbers at the end of
the trip or visit. Other Staff may borrow a school phone from the Common Room Administrators at
other times, if the need arises.
Following updates to KCSIE (September 2019) staff should follow the guidance below
You can




Take photos on any school device of our pupils
Store the photos on the school network
Use the photos for school promotions
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Take photos on your own device but you must then delete them from your device and the
cloud once you have used them

You cannot





Keep photos unnecessarily on your personal tablets or mobile phones
Download photos to your own personal computers or devices at home
Store any photos of our pupils that you have obtained from elsewhere on your personal
computers, eg Twitter
Name pupils by surname on any social media, first names are OK

By following the above procedures, staff minimise their risk of being exposed to inappropriate images
as contact is kept within professional boundaries.

Physical Restraint
Any physical restraint is only permissible when a child is in imminent danger of
(a) committing any offence,
(b) causing personal injury to, or damage to the property of, any person (including the pupil), or
(c) engaging in any behaviour prejudicial to the maintenance of good order and discipline at the School
or among any of its pupils, whether that behaviour occurs during a teaching session or otherwise.
Physical restraint is only to be used a last resort, when all efforts to diffuse the situation have failed.
Another member of staff should, if possible, be present to act as a witness. All incidents of the use of
physical restraint should be recorded in writing and reported immediately to the DSL or Headmaster,
who will decide what to do next.
In addition, staff must not use Corporal Punishment at all at Nottingham High School.

All Staff (including those working in the EYFS, or with EYFS pupils)
All Staff (Including those in an EYFS setting) must not be under the influence of alcohol or any other
substance which may affect their ability to care for children. If staff are taking medication which may
affect their ability to care for children, those staff should seek medical advice. The Head of the Infant
and Junior School will ensure that those practitioners only work directly with children if medical advice
confirms that the medication is unlikely to impair that staff member’s ability to look after children
properly. Staff medication on the Lovell House premises must be securely stored, and out of reach of
children, at all times.

Transporting Pupils
Wherever possible and practicable it is advisable that transport is undertaken other than in private
vehicles. Individual Staff should avoid taking one pupil on his/her own in a car. The driver must have
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the appropriate insurance. Staff should ensure their behaviour is safe and the transport arrangements
and vehicle meet all legal requirements. They should ensure the vehicle is roadworthy and the
maximum capacity is not exceeded.

Troubled Pupils
In general, pupils should be encouraged to discuss issues that are troubling them with a parent or
guardian. It may be appropriate to suggest that a pupil talks to their Tutor, the School Counsellor or
Nurse. Do not back away if it is clear that the pupil wishes to speak to you – it may have taken a lot of
courage for him to take the initiative, but do follow the guidelines below (‘If a pupil reports abuse’).
NSPCC – 0800 800 5000

www.nspcc.org.uk

ChildLine – 0800 1111

www.childline.org.uk

Disclosures
The Designated Senior Lead (DSL) for the Senior School is Miss Lisa Gritti [Deputy Head (Individuals)]
and for the Infant and Junior School is Mrs Clare Bruce [Head]. In their absence the Assistant Head
(Individuals), Mrs Michaela Smith is also qualified.
If a pupil decides to speak to you about the fact that either they, or a pupil known to them, is being
abused or has concerns about abuse, you should:













React professionally, and remember that you are not carrying out an investigation, (which is
a task for specialists),
Take what they says seriously and calmly, without becoming emotionally involved,
Allow them to tell their own story without interruption or prompting,
Only ask questions to clarify what has been said. Keep any questioning brief and gentle. Do
not ask leading questions – these may prejudice a subsequent police investigation.
Make it clear that you cannot offer unconditional confidentiality, see next point. If necessary,
refer to the policy for pupils on child abuse and related matters.
Explain that any adult member of staff is obliged to inform the DSL, if child protection or
safeguarding issues are involved, in order that specialist help can be arranged.
Encourage them to speak to directly to the DSL,
Explain that only those who have a professional “need to know” will be told, and, if
appropriate, measures will be set up to protect them from retaliation and further abuse,
Reassure them that they were right to tell, and that they are not to blame for having been
bullied or abused,
Never be judgemental, for example, avoid saying “It’ll be all right”.
Make a written record of what has been said. Use the pupil’s own words as far as possible.
Inform the DSL or the Headmaster as soon as possible - at least by the end of the
morning/afternoon session of that day. However, Staff must also acknowledge that they too
can refer the disclosure to the correct outside agency using the details at the end of this
document. It is the preference of the School that all disclosures are handled by the DSL if
possible.
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Inform the Headmaster/Deputy Head [Individuals] immediately in cases where abuse from a
member of staff is alleged, or if the incident happened inside the school, or on a school trip.
Where there are evident signs of physical injury, that may (or may not) be the result of abuse
or bullying, medical help should be summoned, or the pupil should be taken to the Medical
Room.

The DSL will use the Nottingham City Child Protection Referral procedures in deciding how to proceed
and will contact the appropriate welfare agency within 24 hours of the initial disclosure where
appropriate.
Staff will adhere to confidentiality under the Data Protection Act at all times except when information
has to be passed onto a third party who is required to be notified under the School’s safeguarding and
child protection procedures.

Allegations
If an allegation of child abuse is made against a member of staff/volunteer/DSL or adult in the School,
the Headmaster must be informed and he will immediately liaise and discuss any concerns with the
Designated Officers [DO} or in the most serious cases, the police, so as not to jeopardise statutory
investigations. If the Headmaster is not available Nottingham City LSP advise that the DSL must be
advised and he will then keep the Headmaster informed. If the allegation is made against the
Headmaster, then the Chair of Governors will carry out the investigation and consult the Designated
Officers. On no occasion will an investigation be carried out without the Chair first having a discussion
with the Designated Officers. This discussion will be in general terms in the first instance. The purpose
of this procedure is because something that seems trivial at first may later be revealed to be much
more serious and the wider view of the Designated Officers is useful in determining this.
If an allegation of abuse is made by one or more pupils against another pupil, the DSL will deal with
the allegation and seek advice from Children’s Social Care Duty Team when ‘there is reasonable cause
to suspect that a child is suffering, or likely to suffer, significant harm’. Clearly in such a case if a
disclosure is made under these circumstances, whether we are dealing with the victim or perpetrator,
both will be treated as being ‘at risk’. It should be made clear however that any member of staff can
make a referral to the LSP if they have concerns without the need to go through the DSL. If this does
happen the member of staff should keep accurate records, discuss them with the DSL and file them
centrally.
In very serious cases of allegation, the Police should be informed from the outset, following discussion
with the DSL or Headmaster. You should only inform the Police directly if you are unable to contact
the DSL or Headmaster.
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Employment Handbook
https://nottinghamhigh.sharepoint.com/Staff/SupFnc/HR/Shared%20Documents/Employment%20P
olicies%20and%20Procedures%20(Employee%20Handbook)

Nottingham High School’s Handbook provides further guidance to staff regarding the following
areas, relevant in the context of this document:
Whistleblowing
The School has a culture of safety and of raising concerns; we value our staff greatly and would always
reflect on our procedures. Within the document there is information on how to report and how
concerns will be handled. Should there be a disagreement in the decision or the member of staff is
not happy then information is also provided on how to dispute the concern, including external
procedures. Further, detailed information, can be found on the link above.

Anti-Corruption and Bribery Policy
The giving and receiving of gifts is not prohibited within the boundaries of the Anti-Corruption and
Bribery Policy set out in the Employment Handbook. In some contexts, gifts could be construed as an
improper inducement, for instance, to accord preferential treatment in the future or due to pupil
infatuation. Guidance on this is also set out in the Anti-Corruption policy.
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