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Staff Code of Conduct
2025
ST. MARY’S PRIMARY SCHOOL
Introduction

All actions concerning children and young people must uphold the best interests of the young person as a primary consideration. All staff must always be mindful of the fact that they hold a position of trust, and that their behaviour towards the children and young people in their charge must be above reproach.

This Code of Conduct was drawn up in line with Safeguarding and Child Protection in Schools – A Guide for Schools, 2017, (updated September 2023) and is not intended to detract from the enriching experiences children and young people gain from positive interaction with staff within the education sector. It is intended to assist staff in respect of the complex issue of child abuse, by drawing attention to the areas of risk for staff and by offering guidance on prudent conduct.
Setting an Example

All staff and volunteers in schools set examples of behaviour and conduct which can be copied by pupils. Staff and volunteers should therefore, for example, avoid using inappropriate or offensive language at all times and demonstrate high standards of conduct in order to encourage our pupils to do the same. All staff and volunteers should be familiar with all school policies and procedures and to comply with these so as to set a good example to pupils.

Staff and volunteers must always comply with statutory requirements in relation to such issues as discrimination, health and safety and data protection. 

Relationships and Attitudes

All staff and volunteers should treat pupils with respect and dignity and not in a manner which demeans or undermines them, their parents or carers, or colleagues. Staff and volunteers should ensure that their relationships with pupils are appropriate to the age and maturity of their pupils. They should not demonstrate behaviours that may be perceived as sarcasm, making jokes at the expense of pupils, embarrassing or humiliating pupils, discriminating against or favouring pupils. 
Attitudes, demeanour and language all require thought to ensure that conduct does not give rise to comment or speculation.

Staff and volunteers may have less formal contact with pupils outside of school; perhaps through mutual membership of social groups, sporting organisations, or family connections. Staff and volunteers should not assume that the school would be aware of any such relationship and should therefore consider whether the school should be made aware of the connection. 

Staff and volunteers should always behave in a professional manner which, within the context of this Code of Conduct, includes such aspects as: 

· acting in a fair, courteous and mature manner to pupils, colleagues and other stakeholders;

· cooperating and liaising with colleagues, as appropriate, to ensure pupils receive a coherent and comprehensive educational service; 

· respect for school property;

· taking responsibility for the behaviour and conduct of pupils in the classroom and sharing such responsibility elsewhere on the premises; 

· being familiar with communication channels and school procedures applicable to both pupils and staff and volunteers;

· respect for the rights and opinions of others. 

Conduct Outside of Work 

Staff and volunteers should not engage in conduct outside work which could damage the reputation and standing of the school or the staff/volunteer’s own reputation or the reputation of other members of the school community. 

Staff and volunteers may undertake work outside school, either paid or voluntary and should ensure it does not affect their work performance in the school. Advice should be sought from the Principal when considering work outside the school. 

Private Meetings with Pupils

· Staff should be aware of the dangers which may arise from private interviews with individual pupils. It is recognised that there will be occasions when confidential interviews must take place. At all times staff should conduct such interviews in a room with visual access, or with the door open.

· Where such conditions cannot apply, staff are advised to ensure that another adult knows that the interview is taking place. It may be necessary to use a sign indicating that the room is in use, but is not advisable to use signs prohibiting entry to the room.

· Where possible another pupil or (preferably) another adult should be present or nearby during the interview, and the school should take active measures to facilitate this.

Physical Contact with Pupils

· As a general principle, staff are advised not to make unnecessary physical contact with their pupils.

· It is unrealistic and unnecessary, however, to suggest staff should touch pupils only in emergencies. In particular, a distressed child, especially a younger child, may need reassurance involving physical comforting, as a caring parent would provide. Staff should not feel inhibited from providing this.

· Staff should never touch a child who has clearly indicated that he/she is, or would be, uncomfortable with such contact, unless it is necessary to protect the child, others or property from harm. 

· Physical punishment is illegal, as is any form of physical response to misbehaviour, unless it is by way of necessary restraint.

· Staff who have to administer first-aid to a pupil should ensure wherever possible that this is done in the presence of other children or another adult. However, no member of staff should hesitate to provide first-aid in an emergency simply because another person is not present.
· Any physical contact which would be likely to be misinterpreted by the pupil, parent or other casual observer should be avoided.

· Following any incident where a member of staff feels that his/her actions have been, or may be, misconstrued, a written report of the incident should be submitted immediately to the Principal or Designated Child Protection Teacher.

· Staff should be particularly careful when supervising pupils in approved out of school activities, where more informal relationships tend to be usual and where staff may be in proximity to pupils in circumstances very different from the normal school/work environment.

Choice and Use of Teaching Materials

· When using teaching materials of a sensitive nature a teacher/classroom assistant should be aware of the danger that their application, either by pupils or by the teacher/classroom assistant, might after the event be criticised. 

· If in doubt about the appropriateness of a particular teaching material, the teacher/classroom assistant should consult with the Principal before using it.

Information Communication Technology

Staff should not have pupils marked as friends on any social networking site e.g Facebook/TikTok/X/Instagram/Snapchat/Whatsapp and are also requested to avoid accepting parents as friends. However, there is an understanding that from a small school community, staff will have contact with parents out of school due to common clubs their children attend or their children being friends. In these instances staff are advised to avoid discussing matters about school and always recommend parents (staff friends) to make an appointment with the class teacher or principal to discuss appropriately any concerns.
Staff need to be aware if/when using other forms of social media that a lot of their communications is completely accessible to the public and therefore they must remember their position in school and take cognisance of that before they use Social Media to communicate. 

Mobile phones, at no time should staff have a pupil’s mobile phone number or ever contact a pupil through their own mobile phone.  (refer to Mobile Phone Policy)

Staff Use of Mobile Phones
During teaching time, while on supervision duty and during meetings, mobile phones will be switched off or put on ‘silent’ or ‘discreet’ mode.

Except in urgent or exceptional situations, mobile phone use is not permitted during teaching time, while on playground duty, lunch duty and during meetings.

Confidentiality 

Staff and volunteers may have access to confidential information about pupils including highly sensitive or private information. It should not be shared with any person other than on a need to know basis. In circumstances where the pupil’s identity does not need to be disclosed the information should be used anonymously. 

There are some circumstances in which a member of staff or volunteer may be expected to share information about a pupil, for example when abuse is alleged or suspected. In such cases, individuals should pass information on without delay, but only to those with designated child protection responsibilities. 

If a member of staff or volunteer is in any doubt about whether to share information or keep it confidential he or she should seek guidance from a senior member of staff. Any media or legal enquiries should be passed to senior leadership. 

Staff and volunteers need to be aware that although it is important to listen to and support pupils, they must not promise confidentiality or request pupils to do the same under any circumstances. Additionally, concerns and allegations about adults should be treated as confidential and passed to the Principal or a member of the safeguarding team without delay. 

The school’s child protection arrangements should include any external candidates studying or sitting examinations in the school.

Conclusion

It would be impossible and inappropriate to lay down hard and fast rules to cover all the circumstances in which staff interrelate with children and young people, or where opportunities for their conduct to be misconstrued might occur.

From time to time it will be prudent for all staff to reappraise their teaching styles, relationships with children/young people and their manner and approach to individual children/young children, to ensure that they give no grounds for doubt about their intentions, in the minds of colleagues, of children/young people or of their parents/guardians.

Monitoring, Evaluation and Reviewing

As part of the school’s monitoring and evaluation process, we continually keep abreast of new and effective initiatives and adapt our practice accordingly. Therefore this policy will be reviewed by the Principal, staff and Governors in 2027.

Signature:

___________________________

Principal 

Signature: 

____________________________

Chairperson of St Mary’s PS Board of Governors
Policy Review Date September 2027
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ST MARY’S PRIMARY SCHOOL STAFF RULES FOR ONLINE SAFETY

ICT (including data) and the related technologies such as e-mail, the internet and mobile devices are an expected part of our daily working life in school. This code of practice is designed to ensure that all staff are aware of their professional responsibilities when using any form of ICT. All staff are expected to agree to this code of practice and adhere at all times to its contents. Any concerns or clarification should be discussed with the Principal:
· I will only use the school’s email / Internet Learning Platform and any related technologies for professional purposes or for uses deemed ‘reasonable’ by the Principal or Board of Governors. 

· I will comply with the ICT system security and not disclose any passwords provided to me by the school or other related authorities 

· I will ensure that all electronic communications with pupils and staff are compatible with my professional role. 

· I will not give out my own personal details, such as mobile phone number and personal e-mail address, to pupils. 

· I will only use the approved, C2k, secure e-mail system for any school business. 

· I will ensure that personal data is kept secure and is used appropriately, whether in school, taken off the school premises or accessed remotely. Personal data can only be taken out of school or accessed remotely when authorised by the Principal or Board of Governors. Personal or sensitive data taken off site must be encrypted. 

· I will not install any hardware of software without permission of The Principal.

· I will not browse, download, upload or distribute any material that could be considered offensive, illegal or discriminatory. 

· Images of pupils and/ or staff will only be taken, stored and used for professional purposes online within school policy and with written consent of the parent, carer or staff member. Images will not be distributed outside the school network without the permission of the parent/ carer, member of staff or Principal. 

· I understand that all my use of the Internet and other related technologies can be monitored and logged and can be made available, on request, to the Principal. 

· I will respect copyright and intellectual property rights. 

· I will ensure that my online activity, both in school and outside school, will not bring my professional role into disrepute. 

· I will support and promote the school’s e-Safety and Data Security policies and help pupils to be safe and responsible in their use of ICT and related technologies. 
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