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Introduction  

At Palatine, our commitment to doing our very best for our pupils is summed up in 
our vision statement “our children, the heart of everything” and we have built 
around this a whole school culture that is safe and inclusive. This policy aims to set 
and maintain standards of conduct that we expect all staff to follow. It is intended 
to complement the WSCC Standards of Conduct as well as the Behaviour at Work 
Policy Statement, and in no part replaces any of the guidance in these documents.  

WSCC Standards of 
Conduct.doc  

By creating this policy, we aim to ensure our school is an environment where 
everyone is safe, happy and treated with respect. Many of the principles in this code 
of conduct are based on the Teachers’ Standards. All 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 dignity, safety and wellbeing of 
others.  

A Staff Code of Conduct is designed to give clear guidance on the standards of 
behaviour all school staff are expected to observe. School staff are in a unique 
position of influence and must adhere to behaviour that models the highest possible 
standards for all the pupils within the school. As a member of a school community, 
each employee has an individual responsibility to maintain their reputation and the 
reputation of the school, whether inside or outside of working hours.  

Everyone who is part of our community agrees to act within our values framework  

new values poster 
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Everyone who is part of our community agrees to work within our agreed vision.  
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This code of conduct sets out the key principles for the creation and maintenance 
of a safe school culture. Staff failure to adhere to this policy may result in disciplinary 
action including dismissal. 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. 



Legislation and Guidance 

At Palatine School we respect and adhere to the United Nations Convention on the 
Rights of the Child. We 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 should cover acceptable use of technologies, 
staff/pupil relationships and communications, including the use of social media. 

Objectives of a safe school culture:  

• To safeguard pupils and protect staff  
• To make explicit expectations of performance and conduct  
• To minimise opportunities for abuse  
• For all staff to have confidence to report concerns with full confidentiality  
• To respond promptly to concerns: we always investigate and address issues  
• To exercise appropriate sanctions  
• To create and maintain an ethos of mutual respect, openness and fairness  

Our Code of Conduct  

All staff are expected to behave professionally. All staff are expected to behave 
thoughtfully and responsibly. All staff should maintain high standards in their 
attendance and punctuality. All absence should be genuine. They should be well-
prepared, and should carry out tasks to the best of their ability, taking pride in their 
work. Staff are expected to dress appropriately in accordance with the guidance 
issued in the staff handbook.  

Staff Handbook 2021 

 

All staff are expected to treat pupils and others with dignity and respect, showing 
tolerance and respect for the rights of others, never showing favouritism or 
discriminating. 

All staff will not undermine fundamental British values, including democracy, the rule 
of law, individual liberty and mutual respect, and tolerance of those with different 
faiths and belief. They will not 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. The expression of extremist views by staff will not be tolerated and should be 
reported to the Chair of governors or Headteacher, who will contact relevant 
authorities if necessary.  

All staff will understand the statutory frameworks and policies of the school they must 
act within and where applicable adhere to the Teachers’ Standards. All staff are 
expected to follow the staff relationship guidelines in all interactions in school.  

Pupils and staff are expected to work together to build a school whose relationships 
are characterised by mutual and appropriate respect. Praise and building on the 
positive should always come first. Staff will speak positively and constructively to and 
about children, remaining approachable, making time and creating opportunities 
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to listen to each other and to the children in our care. Staff never using 
inappropriate or offensive language in school. 

We treat each day as a fresh start and ensure we do not discriminate against or 
judge children or adults based on past behaviour (where an individual behaviour 
plan or risk assessment is in place for a child this will still need to be adhered to) 
Where sanctions called for this should be exercised calmly, and staff should avoid 
shouting at pupils unless there is a Health and Safety risk. The school Positive Handling 
and Positive Management of Behaviour policies and associated documents 
establish expectations.  

U:\Autumn 2021 Up to date policies\Policies for ratifying\Positive Handling policy 
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All new staff are informed of where they can access school policies and any 
behaviour concerns should be dealt with in line with them. Where a member of staff 
is having difficulties managing pupil behaviour, they should discuss this matter with 
their line manager at the earliest opportunity.  

Staff model effort and perseverance, and recognise and celebrate each child’s 
individual effort or growth. We also reflect on our own practice and remain open to 
new ideas so that we are always offering our best. 

We encourage and value contributions from all team members. We show 
consideration of differing needs, in children and in adult, being mindful of the best 
use of other people’s time and talents and remaining conscious of the impact our 
behaviour has on others 

All staff are expected to treat each other with respect. Relationships between staff 
should be characterised by fairness, openness and respect. This means valuing all 
contributions, acknowledging difference, and working together to build a climate of 
continuous improvement. Politeness and respect are essential ingredients: where 
differences occur they should be dealt with calmly and fairly.  All staff should follow 
the staff relationship guidelines as in the document linked below.  

Staff relationship 
guidelines sept 2020.d 

Staff should seek to establish a good and open relationship with parents. Staff should 
aim to create a welcoming and open relationship with parents. All parental 
concerns should be treated seriously and dealt with promptly.  

All staff should take care of their physical and mental wellbeing. This includes 
maintaining a healthy work-life balance. We take issues of stress very seriously, and 
look to provide appropriate support and help in these cases. All staff should have 
access to counselling and support. Staff needing support are encouraged to discuss 
issues and concerns with the Mental Health first aiders, Assistant Headteacher: whole 
school wellbeing and professional development or the Headteacher in confidence. 
Support can be provided both internally (e.g through the provision of a mentor), or 
externally through the Occupational Health Service. Trades Unions also provide help.  
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Safeguarding 

Staff have a duty to safeguard pupils from harm. All staff have a duty to look out for 
signs of physical, emotional or sexual abuse or neglect of pupils in the light of a 
child’s behaviour and to report any concerns they have to the Designated 
Safeguarding Lead / deputies DSL who is designated duty DSL for the day (and in 
their absence one of the DSL team). This includes physical, emotional and sexual 
abuse, or neglect.  Staff will familiarise themselves with our child protection policy 
and procedures and the Prevent initiative, Preventing Extremism and Radicalisation 
Policy, and ensure they are aware of the processes to follow if they have concerns 
about a child. Our Safeguarding and Child Protection policy and procedures are 
available on the policy drive and the school website.  A copy of the Safeguarding 
and Child Protection policy can also be found in the staffroom and at reception. 
New staff will be expected to complete the Children Protection in Education course 
through Educare.  All staff will complete in house refresher training annually and it is 
all staff members’ responsibility to ensure they engage with this training, and arrange 
suitable alternative dates and times if it is missed. 

All staff should be aware of what physical contact with pupils is appropriate. Staff 
should only exercise physical restraint as a last resort to prevent injury (in line with 
specify most up to date Positive Management of Behaviour and Positive Handling 
policies.  

Staff are allowed to comfort a child who is hurt/distressed in a manner appropriate 
to the age of the child. Adults should not initiate any physical contact unnecessarily, 
and there should be clear boundaries: Children should not be picked up (unless 
medically necessary or being restrained)  

All staff need to exploit the potential of the curriculum to develop a proactive 
approach to behaviour, safeguarding and child protection issues. Staff need to take 
a proactive approach towards both safeguarding and child protection and 
behaviour policies, through the creation of a positive classroom environment where 
all children are respected.  This includes not undermining fundamental British values, 
including democracy, the rule of law, individual liberty and mutual respect and 
tolerance of those with different faiths and beliefs.  

Staff/pupil relationships  

Staff will observe proper boundaries with pupils that are appropriate to their 
professional 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 need to spend time on a one-to-one basis, staff will 
ensure where at all practicable 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 if possible. We 

recognise that some staff complete respite for families. They should notify the 



headteacher of this secondary employment and ensure they follow all 
guidelines provided by their secondary employer. It is expected that staff will 
act in accordance with this policy outside of school. We have a duty not to 
bring the school into disrepute. It is also recognised that some staff have 
children who attend or have attended Palatine and therefore will come into 
contact with pupils / former pupils at their children’s social events. Again the 
expectation is that they will act in accordance with this policy.  

At Palatine the nature of our work means we may be working on a 1:1 basis with 
pupils. This includes but is not limited to support for behaviour or intimate care. 
Where these incidents take place there will often be a plan in place (SOS plan, BMP, 
intimate care plan) however this may also happen without it being written on a 
plan. In these incidents the staff team will all know who is working 1:1 and will make 
regular contact to ensure safety (of both pupils and staff). 

Communication and social media  

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

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

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

• Staff will not use social media or other communication outlets (including face-
to-face discussion in a professional context) to bring the school into disrepute 
or defame/embarrass our school staff, children, governors or parents/carers.  

• Staff should be aware of the school’s Acceptable Use Policy (available on 
the policy drive) 

• Staff should exercise due confidentiality towards matters that are either 
discussed or overheard. Staff must exercise caution when using information 
technology and be aware of the risk to themselves and others. Staff must 
have no personal contact with former of pupils until they reach the age of 
eighteen, and they have not been a pupil at Palatine School for a minimum 
of seven years without reasonable cause e.g. respite, family connections etc.     

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

Acceptable use of technology  

This policy should be read in conjunction with the Online Safety, Data Protection 
Policy and Safeguarding and Child Protection Policy.  All staff must also adhere to 
the Acceptable Use Policy in full and Staff, Govenors and Visitors should read and 
sign the ‘Acceptable Use Agreement’ annually.  



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 who are in contact with pupils should only use their mobile phones in school 
during their directed hours / paid hours of employment following our guidelines 
which stipulate they are only to be used to seek help in an emergency. Other than 
this mobile phones should only be used in areas of the school where pupils are not 
present. Staff must not use their mobile phone as a camera in school. Any 
photograph/video must be taken using school equipment. Staff must only save 
images on school computers.  

Staff mobile phones and other personal technology must be inaccessible to children 
at all times. Remember:  

• only use school ipads and cameras to take photographs.  
• only record children’s work using school equipment.  
• do not use phone for personal reasons with children present.  
• only use phones with children present in the case of an emergency and then 

only to contact school office or 999  

We have the right to monitor emails and internet use on the school IT system.  

If you have any concerns about a colleagues practice please use the information in 
the link below. 

Concerns about a colleagues practise (2) (1).docx 

Honest and Integrity  

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. 

All staff should treat resources responsibly, and exercise due financial care. All staff 
have a responsibility to look after the resources of the school. This includes: not 
wasting resources unnecessarily (including physical resources and those such as 
heat/electricity); following the principles of ‘reduce, re-use, recycle’ where 
appropriate; signing out for items taken from the school premises (school iPads and 
laptops). All money handled should be clearly labelled and sent to the school office 
by the end of the working day.  

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, if any gift is received outside of customary 
times of the year, or is unusually generous/of significant monetary value this must be 
declared to the Headteacher and/or the School Business Manager.  

We are also aware that some staff – particularly those based in a class – like to give 
small gifts to all the children in their classes at these same times of the year. Staff 
must take care that any present they give cannot be reasonably construed as 
favouritism or attempting to promote a relationship with a child or children that goes 
beyond their professional role. In the very rare cases where it may be deemed 



appropriate to give a particular gift to a particular child – for example one linked to 
an interest or talent to engage a hard-to-reach learner, or as part of a prize-giving – 
this must only be done with the knowledge of and express permission of the 
Headteacher, in the presence of at least one other adult, and the parents/carers 
must be notified. 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. 

Staff will not accept bribes, or any gift that could reasonably be interpreted as one.  

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

Conduct Outside of Work 

Staff must not engage in conduct outside work which could seriously damage the 
reputation and standing of the school or the employee’s own reputation or the 
reputation of other members of the school community. This covers relevant criminal 
offences, such as violence or sexual misconduct, as well as negative comments 
about the school (including its staff, children and parents/carers) on social or other 
media. Any such conduct could lead to dismissal. In particular, criminal offences 
that involve violence or possession or use of illegal drugs or sexual misconduct are 
likely to be regarded as unacceptable and could lead to dismissal. Staff must 
exercise caution when using information technology and be aware of the risks to 
themselves and others. Staff must not use social media e.g. Facebook/Twitter with 
pupils or former pupils unless the former pupil is aged at least eighteen and has not 
been a pupil at the school for over seven years. Staff members must decline friend 
requests from pupils they receive in their personal social media accounts. Instead, if 
they receive such requests from pupils who are not family members, they must 
discuss these in general terms and signpost pupil to become ‘friends’ of the official 
Palatine Facebook account for example. Staff must not engage in inappropriate 
use of social network sites which may bring themselves, the school, school 
community or employer into disrepute. Staff must only use their school email 
account when communicating electronically with pupils, parents and colleagues.  

Staff may undertake work outside school, either paid or voluntary, provided that it 
does not conflict with the interests of the school and is not to a level which may 
contravene the working time regulations or affect an individual's work performance. 
Staff must inform the Headteacher of any secondary employment as per the 
guidance in the staff handbook.  All members of staff must declare any business 
interests outside of school that may be connected either to the supply of goods / 
services to the school or be rewarded through association with the school.  

Where families or pupils are known to staff members in a personal capacity, it is the 
responsibility of the staff member to ensure that a declaration is made to the 
Headteacher or the Chair of Governors in the case of the Headteacher.  

Confidentiality  

Where staff have access to confidential information about pupils/students or their 
parents or carers, staff must not reveal such information except to those colleagues 



who have a professional role in relation to the pupil/student. 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. 

All staff are likely at some point to witness actions which need to be confidential 
(e.g. where a pupil/student is bullied by another pupil/student/member of staff), this 
needs to be reported and dealt with in accordance with the appropriate school 
procedure. It must not be discussed outside the school, including with the 
pupil’s/student’s parent or carer, nor with colleagues in the school except with a 
senior member of staff with the appropriate role and authority to deal with the 
matter. However, staff have an obligation to share with their line manager or the 
Headteacher, any information which gives rise to concern about the safety or 
welfare of a pupil/student. Staff must never promise a pupil/student that they will not 
act on information that they are told by the pupil/student.  

Confidential reporting (“whistleblowing”) 

All staff need to be aware of how to record/report concerns (“whistleblowing”). 
Where staff have any concerns about another member of staff, these should be 
reported immediately to the Headteacher. Where the concern is about the 
Headteacher, it should be reported directly to the Chair of Governors. All concerns 
will be investigated thoroughly and confidentially, and appropriate action taken.  
Staff should use the confidential reporting policy to do this.  

Conclusion  

All staff are expected to demonstrate consistently high standards of personal and 
professional conduct. By adhering to this code of conduct staff can be assured they 
are playing their part in safeguarding pupils and protecting themselves. It is our 
expectation that all staff should sign a copy of this code of conduct. 

Monitoring arrangements  

This policy will be reviewed every three years, but can be revised as needed. It will 
be ratified by the full governing body.  

Links with other policies  

This policy links with our policies on:  

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 
(see also the WSCC Standards of Conduct/Propriety & Conduct Policy)  

• Staff grievance procedures 
• Confidential reporting (Whistleblowing)   
• Appraisal/Capability  



• Safeguarding/Child Protection   
• Equality  
• Acceptable Use/E-Safety/Photographic Images of Children   
• Data Protection   
• Early Years  

The above policies should be understood and adhered to by all staff – this is 
everyone’s responsibility. 

 


