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1.
Standards of Behaviour

The school expect all employees, Governors and volunteers to treat each other with respect and dignity at all times.

The school will not tolerate inappropriate behaviour of any kind, which is based on personal characteristics, whether or not those characteristics are protected under the law.

This Code applies to all school employees, volunteers and Governors and covers their working relationships with each other, parents, carers and children, members of the public, and representatives of agencies, contractors and partner organisations.  
This Code applies to all working arrangements, including use of emails and social networking sites, and places where legitimate school activity is carried out, and extends to work-related social functions.

Employees have a right to complain if they feel they have suffered a detriment as a result of bullying, harassment, discrimination or victimisation, without fear of ridicule or reprisal.  For definitions of what constitutes bullying, harassment, discrimination and victimisation, please refer to Definitions in Appendix 1 at the bottom of this document.

The Grievance Procedure provides a means to deal with employee complaints seriously, promptly and confidentially with the objective of achieving a resolution in a non-adversarial way whilst providing appropriate support to both parties.

The school will take appropriate action, which may include dismissal, where a complaint is proven.

A complaint found to have been malicious or frivolous could itself provide grounds for disciplinary action against the complainant.

2.
Responsibilities

2.1
Employees
All employees and Governors have a responsibility to help create and maintain a work environment free of any form of bullying, harassment, victimisation and discrimination by:

· being aware of how their own behaviour may affect others and changing it, if necessary;

· treating colleagues with dignity and respect and being aware that individuals can still cause offence even if they are "only joking";

· taking a stand if they think inappropriate jokes or comments are being made;

· making it clear to others when they find behaviour of others unacceptable, unless it should be obvious in advance that this would be the case;
· intervening, if possible, to stop bullying, harassment, victimisation and discrimination and giving support to recipients;

· making it clear that they find harassment and bullying unacceptable;

· reporting harassment or bullying to their Manager or an appropriate Governor and supporting the school in the investigation of complaints; and

· if a complaint of bullying, harassment, victimisation and discrimination is made, not prejudging or victimising the complainant(s) or subject(s) of the complaint.
· There may be occasions when employees, carrying out their duties for the school, find themselves at odds with national government advice or guidance.  In such circumstances, it is particularly important that they are seen to behave with complete objectivity and impartiality obtaining managerial and professional advice and guidance where appropriate.  They are entitled to expect to receive the unequivocal support of senior managers in so doing.
As a general rule of thumb, employees and volunteers at the school should act in accordance with three key guiding principles:

Ensure that their conduct complies with these standards, the spirit of these standards, the school’s policies and the law.

Ensure that their conduct is never influenced by personal gain.

Ensure that their conduct could not give any reasonable person cause to question their motives. 

Confidentiality & Openness


As employees and volunteers of the school, individuals may be privy to information which is confidential.  Any express or implied responsibility to keep information confidential should be respected by employees and volunteers and there should be awareness that such responsibility might arise from the nature of the information itself, e.g. child protection disclosure.  It will, however, be extremely rare that employees and volunteers will be unable to share confidences with either the Headteacher or the Chair of Governors.

Employees and volunteers should not use information obtained in the course of their time at the school for personal gain or benefit, nor should they pass it on to others who might use it in such a way.  When employees and volunteers are acquainted with confidential information belonging to the school, they must not disclose that information to any person not authorised to receive it unless such material must by law be made available to specific parties e.g. in child protection cases to the Local Authority Designated Officer (LADO), Police or Social Services and disclosure of financial information to Internal or External Auditors.  

Relationships

Mutual respect between governors and staff is essential to good school management.  Close personal familiarity between individual governors and employees should be avoided wherever possible, as it can be detrimental to the relationship and prove embarrassing to other governors and employees.

Employees and governors will ensure that appointments are made on the basis of merit and in accordance with the school’s policies and procedures.  Merit is determined on the basis of matching the chosen candidate with a job specification and ignoring all other extraneous considerations, e.g. close personal relationships with governors or other employees.  Employees in the course of their duties should not be involved in the appointment, pay adjustment, approval of expenses, promotion or discipline of partners, relatives or close friends.

Close personal relationships between employees and/or governors should not be permitted to influence decisions made and must be declared at the earliest opportunity.

Section 16 of The Sexual Offences Act 2003 provides that it is an offence for a person aged 18 or over to have a sexual relationship with a child under 18 where that person is in a position of trust in respect of that child, even if the relationship is consensual.  Employees and volunteers working within a school would be deemed to be in a position of trust and must conduct themselves in accordance with the statutory requirements of the guidance “Keeping Children Safe In Education” (DfE 2020) and must not engage in a staff/pupil relationship that extends beyond the professional requirements of their role in any circumstance.  Employees and volunteers at the school are required to adhere to the school’s safeguarding and child protection policies.

It should be noted that communicating with pupils who attend the school over social media could be viewed as developing / attempting to develop an inappropriate relationship.  As such specific regard should be given to the schools ICT Acceptable User & Social Media Policy.  As a general rule staff and volunteers should not engage in communication with pupils of the school over Social Media unless explicitly agreed by the school and for the purpose of fulfilling their professional duties.  Any communication should remain professional in nature.  If staff are unsure of the appropriateness of any communication they should discuss this with the Headteacher.

Relationships with contractors or potential contractors who are engaged or may be engaged to carry out work at the school should be made known and in the case of governors, an interest declared to the Head Teacher or Chair of Governors in accordance with the legal requirements in respect of declaring financial interest.

Political Neutrality

All employees and volunteers of the school are required to be politically neutral and must not allow their own personal or political opinions to interfere with the way in which they carry out their work or duty to implement the policies.

Under the Education (No 2) Act 1986 the Governing Body and the Head Teacher are required to ensure that where political issues are brought to the attention of pupils, they are offered a balanced presentation of opposing views.

Personal Interests

Employees must declare to the Head Teacher and/or Chair of Governors financial and any other interests that they consider could bring about direct conflicts with the school’s interests, including membership of any organisation not open to the public which requires of members any form of commitment or allegiance and which has secrecy about rules and membership or conduct.

Other Employment

The Governing Body will not unreasonably stop employees from undertaking additional employment but such employment must not, in the view of the Governing Body, conflict with or act in a way which is detrimental to the school’s interest or have the effect of weakening public confidence in the proper conduct of the school. 

The Head Teacher and Governing Body expect that all staff employed in the school will give full commitment to the school whilst employed there and will not take up other employment which may directly impact on their ability to fulfil their contractual requirements.

Gifts & Hospitality

A potential source of conflict between private and public interests is the offer of gifts, hospitality or benefits in kind to employees in connection with their official duties.

Apart from the exceptions listed below, an employee or volunteer of the school should refuse any personal gift offered to him or her or to any family member by any person or organisation who is involved with the school.  Any such offer should be reported to the Head Teacher or to the Chair of Governors if the offer is to the Head Teacher.  


The exceptions are:

(a)
gifts of a token value often given at Christmas time such as diaries, confectionery, calendars, pens etc. or by children at Christmas or the end of an academic/term year or after a particular event;

(b)
gifts of a promotional nature on the conclusion of any courtesy visit to/by a business or organisation of a sort normally given by that firm.

Employees should only accept offers of hospitality including invitations to functions, meals and site visits if there is a genuine need to impart or receive information or represent the school and/or the community, e.g. careers events.  Offers to attend social or sporting functions at another’s expense should be accepted only when these are part of the life of the community or where the school should be seen to be represented perhaps including occasions when a genuine business benefit may be obtained by the school as a result.  Such visits should be properly authorised by the full Governing Body and recorded on a maintained register e.g. Log Book, Governing Body minutes and must not be excessive in the context of the occasion or the justification for attendance.  If an employee is in any doubt about the propriety of accepting a gift, advice should be sought from the Head Teacher or Chair of Governors.

Employees of the school should not accept significant personal gifts, services or other benefits from contractors and service providers such as drink, cars, holidays, tickets etc.  Where unsolicited gifts are received they should be drawn to the attention of the Head Teacher or Chair of Governors who will keep a record of circumstances.

As well as receiving gifts, staff and volunteers should also be aware of the potential issues in relation to providing gifts to children.  In normal circumstances gifts should not be given to individual children as this could, unintentionally, be viewed as extending or attempting to extend a relationship beyond the professional requirements of the role.  As such, if you feel a gift is appropriate, explicit agreement should be gained from the Headteacher with regards to the reason and nature of any gift.
2.2
Management
Managers have specific additional responsibilities to take steps to prevent any form of bullying, harassment, victimisation and discrimination from occurring by:

· setting a good example by their own behaviour; creating a supportive working environment, where any jokes, remarks or banter that might cause offence to another employee on any grounds is not permitted;
· properly briefing all their employees as to the types of conduct and speech that might cause offence to others and make it clear that such behaviour is unacceptable; and encouraging employees to report incidents. 

Managers must intervene to stop bullying, harassment, victimisation and discrimination and deal with any complaint about bullying, harassment victimisation or discrimination, seriously, objectively, expeditiously and confidentially and provide appropriate support to both parties.

Managers must seek advice on the procedure to be followed, maintain appropriate confidentiality insofar as is legitimately possible and ensure that, after a complaint has been resolved, there are no further problems of bullying, harassment, victimisation or discrimination.  Managers must record all decisions and advice given.

2.3
Governors
The school is committed to dealing with incidents of bullying, harassment, victimisation and discrimination where the alleged perpetrator is a Governor of the school.  Incidents involving Governors should be reported to the Head Teacher, Chair of Governors or the Chair of the Personnel Committee.  It is also recommended that schools adopt the National Governors Association “Code of Conduct for School Governing Boards” which is available on the NGA website www.nga.org.uk. 

2.4
Recording

The Health and Safety Executive “Violence at Work Guidelines” recognise that “violence includes any incident in which a person is abused, threatened or assaulted in circumstances that relate to their work”.

Any violent incident involving an employee and a service user, or a member of the public should be dealt with in accordance with Health and Safety guidelines.  For recording and reporting incidents go to the EEC live site.  Further advice in relation to reporting incidents can also be sought by the Schools Health and Safety Advisor.
Appendix 1

Equality Definitions
1.
Definition of Bullying

Bullying implies a relationship where:

the bully has some influence or advantage that is used improperly over an individual; and
the recipient is at a disadvantage; and
the behaviour is unwarranted and unwelcome to the recipient.

This influence or advantage normally arises from:

· status (from someone in a position of authority or power to make decisions, such as a Manager or Supervisor) or

· social power (from peer pressure).
It may therefore be:

· by one individual against another individual or group of individuals, through one behavioural act or a series of acts over a period of time;

· by one group of individuals against one individual or another group of individuals.

Individual acts may not separately amount to bullying but a series of individual acts perpetrated by different people may together amount to collective bullying.

Bullying may be face-to-face, in written communications, by email, social networking sites or telephone.
It will normally be characterised as:

· offensive, intimidating, malicious, insulting or humiliating behaviour.

and it will normally be accompanied by:

· an intention to undermine, humiliate, denigrate or injure the recipient.

and this will normally have a detrimental effect on:

· their competence and capability and may have an adverse effect on their health.

Differences between firm management and bullying behaviour when tackling poorly performing teams (Source: CIPD)

	Addressing poor performance in teams
	Examples of firm management
	Examples of bullying

	Identifying the performance issue
	Involves looking at all the potential reasons for poor performance e.g. people, systems, training and equipment
	No attempt to identify the nature or source of the poor performance

	Seeking the views of the team or individual to identify the cause of the unacceptable level of performance
	The team takes part in looking for the source of the problems in performance and helps the Manager to identify solutions for the whole team
	No discussion of the cause of the performance deficit, or opportunities for the team members to discuss their difficulties

	Agreeing new standards of performance with all team members
	Involves setting and agreeing standards of performance and behaviours for each team member and the Manager
	Imposing new standards without team discussion on appropriate standards of performance or behaviour

	Agreeing the method and timing of monitoring/auditing team performance
	Wherever possible the team or team member takes part in the monitoring process.  The outcome of the monitoring is openly discussed
	Without agreeing standards, the monitoring can occur at any time and can involve areas that are unexpected by team members

	Failure to achieve the standards of performance is dealt with as a performance-improvement issue
	Opportunities are taken to identify individuals who are struggling, and support is provided.  Where individuals are unwilling to comply with the agreed performance, improvement process, disciplinary actions may be taken
	Individuals who fail to achieve the standards of performance are put under pressure to conform.  This may include ridicule, criticism, shouting, withholding of benefits, demotion, teasing or sarcasm

	Recognising positive contributions
	Recognises and rewards improvements in performance, attitudes and behaviours
	With no monitoring, it is impossible to recognise where there have been positive contributions.  Rewards and recognition are therefore arbitrary and open to acts of favouritism


2.
Legal Definitions of Prohibited Conduct

2.1
Harassment

Harassment is defined as unwanted conduct related to one or more of the relevant protected characteristics which has the purpose or effect of violating the dignity of another person or creating for that person an intimidating, hostile, degrading, humiliating or offensive environment.

Unwanted conduct means conduct that is unwelcome or uninvited.
Unwanted conduct can include any kind of behaviour, including spoken or written words in emails or on social networking sites, abuse, imagery, graffiti, physical gestures, facial expressions, mimicry, jokes, pranks, acts affecting a person’s surroundings or other physical behaviour.

Conduct will be related to a protected characteristic if the person experiencing harassment has the protected characteristic or if there is any connection with the characteristic.

Harassment occurs even if the person harassed does not have the characteristic: a person might be perceived wrongly to have the characteristic or be harassed because of their association with someone who has the characteristic.

The unwanted conduct does not have to be directed at a person: it is enough that the conduct creates an intimidating, hostile, degrading, humiliating or offensive environment for that person.
Irrespective of the effect on a person, unwanted conduct amounts to harassment if the person is committing the unwanted conduct with the purpose of violating the dignity of the other person or creating for them an intimidating, hostile, degrading humiliating or offensive environment.

Alternatively, conduct which has the purpose of being friendly could amount to harassment if the effect on the person experiencing the conduct is one of violating the dignity of that person or creating for that person an intimidating, hostile, degrading humiliating or offensive environment.

In deciding whether conduct had that effect, each of the following must be taken into account:

The perception of the complainant;

· The other circumstances of the case; (e.g. circumstances of the person experiencing the conduct, their health including mental health, mental capacity, cultural norms, previous experience of harassment, differences in age, status, impact of the conduct, whether the perpetrator of the alleged harassment was exercising their rights under the Human Rights Act 1998.)

· Whether it is reasonable for the conduct to have that effect

Sexual Harassment
Sexual Harassment occurs when a person engages in any unwanted verbal, non-verbal or physical conduct of a sexual nature which has the purpose or effect of:

· violating a person’s dignity; or creating an intimidating hostile, degrading, humiliating or offensive environment for that person.

Conduct of a sexual nature can include unwelcome sexual advances, touching, forms of sexual assault, sexual jokes, displaying pornographic photographs or drawings or sending emails with material of a sexual nature or using social networking sites.

Less favourable treatment for rejecting or submitting to unwanted conduct

Harassment also occurs when a person is treated less favourably because they have submitted to (or rejected):

· unwanted conduct related to sex or gender re-assignment; or

· conduct of a sexual nature.

The less favourable treatment under this type of harassment may be perpetrated by the same person who committed the original unwanted conduct, or by another person.

Direct Discrimination

The law protects against discrimination on the following grounds:

Age*

Disability***

Gender reassignment

Marriage and civil partnership**

Pregnancy and maternity

Race

Religion or belief

Sex

Sexual orientation.

These are described as ‘protected characteristics’.

Direct discrimination occurs when one person treats, or would treat, another less favourably than others and the treatment is ‘because of’ a protected characteristic.

A person is treated less favourably when they are put at a disadvantage compared to others.  It is enough that the person can reasonably say they would have preferred not to be treated differently from the way another person was, or would have been, treated.  This could involve being denied a choice or excluded from an opportunity.

It does not matter that the less favourable treatment is unintentional.

*Less favourable treatment of a person because of their age is not direct discrimination provided that it can be shown that the less favourable treatment is a proportionate means of achieving a legitimate aim.

**Where the protected characteristic in question is marriage or civil partnership in employment, direct discrimination is limited to less favourable treatment because a person is married or a civil partner.  Single people and people in relationships outside of marriage or civil partnership (whether or not they are cohabiting) are not protected.

***Discrimination arising from disability is different.  Treatment of a disabled person amounts to discrimination arising from disability if:

· an employer treats the disabled person unfavourably;

· this treatment is because of something arising in consequence of the disabled person’s disability; and
· The employer cannot show that this treatment is a proportionate means of achieving a legitimate aim.

The consequences of a disability include anything which is the result, effect or outcome of a person’s disability.  Such consequences may include: inability to walk unaided; need for regular rest breaks; restricted diet; slow typing speeds; difficulties in using public transport; regular hospital appointments; need for specialist equipment; need for quiet working environment.

Discrimination by association

It is direct discrimination if an employer treats a worker less favourably because of the worker’s association with another person who has a protected characteristic; however, this does not apply to marriage and civil partnership or pregnancy and maternity.  In the case of pregnancy and maternity, a worker treated less favourably because of association with a pregnant woman, or a woman who has recently given birth, may have a claim for sex discrimination. 

Discrimination by association can occur in various ways, where the worker has a relationship with a parent, child, partner, friend or carer of a person with a protected characteristic.  The association with the other person need not be a permanent one.

Discrimination arising from disability only requires the disabled person to show they have experienced unfavourable treatment because of something connected with their disability.  If the employer can show that they did not know and could not reasonably have been expected to know that the disabled person had the disability, it will not be discrimination arising from disability

Discrimination by perception

It is also direct discrimination if an employer treats a worker less favourably because the employer mistakenly thinks that the worker has a protected characteristic.  However, this does not apply to pregnancy and maternity or marriage and civil partnership.

Breastfeeding

Discrimination against a woman because she is breastfeeding is deemed to be a case of sex discrimination.

2.3
Indirect Discrimination

Indirect discrimination occurs when a provision, criterion or practice that applies in the same way for everybody has an effect which particularly disadvantages people who share a protected characteristic.  This kind of discrimination is unlawful unless the employer can show that it is justified i.e. a proportionate means of achieving a legitimate aim.

Indirect discrimination is unlawful whether it is intentional or not and whatever the motivation.  This applies to all protected characteristics apart from pregnancy and maternity.  In these cases, indirect sex discrimination may apply.
In terms of employment, provisions, criteria and practices will include policies, rules, arrangements qualifications, proposals and one-off or discretionary decisions.

A disadvantage has to be something a reasonable person would complain about so an unjustified sense of grievance would not qualify.  It must include some damage or loss, although this does not have to be quantifiable.  A disadvantage could include, for example, denial of an opportunity, denial of choice, rejection or exclusion.

The disadvantage may be linked to a protected characteristic but there is no need to demonstrate a causal link between the two.  However, it is not enough that the provision, criterion or practice puts or would put a group of people with a protected characteristic at a particular disadvantage.  It must also have, or be capable of having, that effect on the individual concerned.
When the protected characteristic is disability, indirect discrimination occurs when a disabled person is disadvantaged by a provision, criterion or practice which:

· is (or would be) also applied to everyone; and

· puts (or would put) people who have the disabled person’s disability at a disadvantage when compared to non-disabled people.

The only question is whether the unfavourable treatment the particular disabled person experiences is because of something arising in consequence of their disability.

The consequences of a disability include anything which is the result, effect or outcome of a person’s disability.  Such consequences may include; inability to walk unaided; need for regular rest breaks; restricted diet; slow typing speeds; difficulties in using public transport; regular hospital appointments; need for specialist equipment; need for quiet working environment.

2.4
Victimisation 

Occurs when an individual employee (A) subjects another employee (B) to detrimental treatment because B has committed a protected act or may commit a protected act in the future.

· A protected act is any of the following:
· Bringing proceedings under the Equality Act.

· Giving evidence or information in connection with proceedings under the Act.

· Doing anything related to the provisions of the Act.

· Making an allegation that another person has breached the Act.

· Making or seeking a ‘relevant pay disclosure’ to or from a colleague including a former colleague).  

A worker does not need to have a particular protected characteristic in order to be protected against victimization under the Equality Act.  Generally, detrimental treatment is anything which the individual concerned might reasonably consider changed their position for the worse or put them at a disadvantage.  This could include being rejected for promotion, denied an opportunity to represent the organisation at external events, excluded from opportunities to train, or overlooked in the allocation of discretionary bonuses or performance-related awards. There is no need to demonstrate physical or economic consequences.  However, an unjustified sense of grievance alone would not be enough to establish detriment.

Detrimental treatment amounts to victimisation if a ‘protected act’ is one of the reasons for the treatment, but it need not be the only reason.

Health & Safety

The school (and the Local Authority where the LA is the employer) share a legal obligation to protect the health, safety and welfare at work of all its employees and others in the workplace.  Equally, employees should at all times be aware of and fulfil their legal responsibility to protect their own and others health, safety and welfare at work.  This legal obligation is supported by the schools health and safety policy.

Post-Employment

The duty of fidelity which each employee owes to the school and which requires an employee to act in an honest fashion and not in a manner which will harm the school may, in certain respects, continue following the end of the employee’s employment.  For example, even though they are no longer employed by the school, a former employee must not disclose confidential information which belongs to the school.

Certain employees may have access to intellectual property (such as copyright and materials which belong to the school).  An employee might even have contributed to the creation of that intellectual property during a period of employment.  However, where part or whole of that property belongs to the school it cannot be used by a former employee for any purpose without the agreement of the school as appropriate.  

Additional Requirement

Although this code of conduct highlights overall expectations, staff are also expected to be aware of, and adhere to, other key legislation, professional standards, policies, procedures and guidance in order to effectively carryout their duties during the course of their employment.  Of particular importance we would highlight the following documents and advise staff and volunteers to familiarise themselves with them where appropriate to their role:

Keeping Children Safe in Education – All staff and volunteers must have at least read Section 1 of this document.
APPENDIX 2
GUIDELINES FOR STAFF, GOVERNORS AND VOLUNTEERS
Private meetings/messaging/texting pupils
Staff/Governors/ Volunteers should be aware that private meetings with individual pupils may give rise to concern.  There will be occasions when a confidential interview or a one to one meeting is necessary, but, where possible, such interviews should be conducted in a room with visual access, or with the door open, or in a room or area which is likely to be frequented by other people, and another pupil or adult should be present or nearby.  Where such conditions cannot apply, staff should ensure that another adult knows that the interview is taking place.  

Meetings with pupils away from the school premises/non-official text messaging of pupils should only be arranged with the specific approval of the head teacher.

When using a social networking site (eg. Facebook, Twitter, My Space) there are some important issues to note to protect yourself:

· Do not accept any contact with current or previous pupils

· If under 18s are on your list (perhaps family members) be especially careful that the content is appropriate, including photos

· Avoid inappropriate language, sexual connotations, obscene jokes

· Avoid criticism of the school or any stakeholder involved within it

· Remember, these sites are not always private—often there is a wide access.

· Ensure that your privacy settings are set to private.
Please do not say anything you would not say in public.

Mobile Phones

In KS 1 and KS 2 mobile phones may safely be kept by staff members, volunteers and governors. Cameras on phones should not be used unless with the agreement of the Headteacher. Mobile phones may be used on school trips.
In the foundation stage mobile phones should be locked away throughout the school day. They may NOT be used under any circumstances including during school trips. See child protection policy.

Physical Contact with pupils

Physical contact may be misconstrued by a pupil, parent or observer.  Touching pupils, including well intentioned informal and formal gestures such as putting a hand on the shoulder or arm, having a child sit on your lap, can, if repeated regularly, lead to serious questions being raised.  As a general principle staff must not make gratuitous physical contact with their pupils.  It is particularly unwise to attribute touching to their teaching style or as a way of relating to pupils.

Any form of physical punishment of pupils is unlawful as is any form of physical response to misbehaviour unless it is by way of restraint.  It is particularly important that staff understand this both to protect their own position and the overall reputation of the school.

Where physical contact may be acceptable
There may be occasions where a distressed pupil needs comfort and reassurance which may include physical comforting such as a caring parent would give.  Staff should use their discretion in such cases to ensure that what is, and what is seen to be by others present, normal and natural does not become unnecessary and unjustified contact, particularly with the same pupil over a period of time.  Where a member of staff has a particular concern about the need to provide this type of care and reassurance he/she should seek the advice of the head teacher.

Some staff are likely to come into physical contact with pupils from time to time in the course of their duties.  Examples include: showing a pupil how to use a piece of apparatus or equipment; demonstrating a move or exercise during games or PE.  Staff should be aware of the limits within which such contact should properly take place and of the possibility of such contact being misinterpreted.

There may be occasions where it is necessary for staff to restrain a pupil physically to prevent him/her from inflicting injury to others or self-injury, damaging property, or causing disruption.  In such cases only the minimum force necessary may be used and any action taken must be to restrain the pupil.  Where an employee has taken action to physically restrain a pupil he/she should inform the Headteacher as soon as possible and make a written report of the incident in the form prescribed by Avishayes Primary School’s policy on restraint.

Caring for pupils with particular problems
Staff who have to administer first aid should ensure wherever possible that other children or another adult are present if they are in any doubt as to whether necessary physical contact could be misconstrued.
If the toilet management plan has been agreed and signed by parents, pupils (where appropriate) and   staff involved, there is no need to have more than one TA or Personal  Assistant in the toilet unless this is necessary for the safe moving and handling of the child/young person. (see Intimate Care Policy).
Relationships and attitudes

All staff/Governors/Volunteers should clearly understand the need to maintain appropriate boundaries in their dealings with pupils.  Intimate or sexual relationships between staff/Governors and volunteers and pupils will be regarded as a grave breach of trust, and any sexual activity between a member of staff and a pupil under 18 years of age may be a criminal offence.

All staff/Governors/Volunteers should ensure that their relationships with pupils are appropriate to the age and gender of the pupils, and 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/Governors/volunteers of either sex are dealing with the older boys and girls.

From time to time staff/Governors/volunteers may encounter pupils who display attention seeking behaviour, or profess to be attracted to them.  Staff/Governors/Volunteers should aim to deal with those situations sensitively and appropriately, but must ensure that their behaviour cannot be misinterpreted.  In these circumstances, the member of staff/Governor/volunteer should also ensure that the head teacher is aware of the situation
Staff members who are parents or close relatives of pupils at the school
All children will be treated with the same professional regard, regardless of their relationship to staff.  Managing your own child should not detrimentally affect your ability to carry out your own work duties.

You should not seek out your child during the school day and your child will be discouraged from seeking you out.

Any concerns you have need to be raised following the same procedure as any other parent would.

See Appendix 3.
Where conversation of a sensitive nature may be appropriate
Many staff have a pastoral responsibility for pupils and in order to fulfil that role effectively there will be occasions where conversations will cover particularly sensitive matters.  Staff must, in these circumstances, use their discretion to ensure that, for example, any probing for details cannot be construed as unjustified intrusion.

Other staff in schools may, from time to time, be approached by pupils for advice.  Pupils may also appear distressed and staff may feel the need to ask if all is well.  In such cases staff must judge whether it is appropriate for them to offer counselling and advice or whether to refer the pupil to another member of staff with acknowledged pastoral responsibility for the particular pupil.

Inappropriate comments and discussions with pupils
As with physical contact, comments by staff/Governors/volunteers to pupils, either individually or in groups, can be misconstrued.  As a general principle therefore staff/Governors/volunteers must not make unnecessary comments to and/or about pupils which could be construed to have a sexual connotation.  It is also unacceptable for staff to introduce or to encourage debate amongst pupils in class, or elsewhere, which could be construed as having a sexual connotation that is unnecessary given the context of the lesson, or the circumstances.  At the same time it is recognised that a topic raised by a pupil is best addressed rather than ignored.

Systematic use of insensitive, disparaging or sarcastic comments is also unacceptable.

Extra curricular activities
Staff/Governors/Volunteers should be particularly careful when supervising pupils in extra curricular activities or a residential setting.  Typically, a less formal approach than usual is appropriate in these settings, but that can be open to misinterpretation.  Although a more informal approach is usual in such circumstances, the standard of behaviour expected of staff/Governors/volunteers will be no different from the behaviour expected within school.

1.9    Reporting incidents
Following any incident where a member of staff/Governor/volunteer feels that his/her actions have been, or may be, misconstrued he/she should discuss the matter with the head teacher.  Where it is agreed with the head teacher the member of staff/Governor/volunteer should provide a written report of the incident.  A detailed written report should always be made if a member of staff/Governor/volunteer had been obliged to restrain a pupil physically, or where a complaint has been made by a pupil, parent or other adult.

APPENDIX 3
GUIDELINES FOR STAFF, GOVERNORS AND VOLUNTEERS WITH THEIR 

OWN CHILDREN IN THE SCHOOL

Avishayes Primary is committed to a supportive work environment for its staff members. In light of this, staff members may wish to enrol their own children or a close relative to attend the school.

Staff are expected to maintain a professional distance whilst carrying out their duties:
· Staff should remain neutral and treat all children with the same regard. 

· Staff caring for another staff member’s child will treat them as they would any other parent/child. No special treatment will be offered to any child or parent who has connections with the school.

· You have high standards of work you provide and do not make other staff feel that staff children need special treatment or staff should not be fearful of caring for a child of one of their colleagues. 

· Staff members should be able to focus on the demands of their own role throughout their working day unimpeded by their children’s needs.
· During their time at school the child is in the care of the school, and it is the school that retains responsibility for the child and their care.
· We do not encourage the parent to seek their child out during the school day and we discourage children from visiting their parent or close relative during the day and at break times.
· Staff members will be responsible for their children outside the school day (before and after school) ensuring that they have an appropriate activity and are supervised.
Professional Conduct

· Staff member’s children or close relative should receive the same school experience as any of the other children attending the setting.
· In Nursery, staff should give feedback to their child’s key worker at the beginning of the day and no further discussion should take place until the staff member has finished work and is receiving an end of day handover (unless in the case of an emergency when you will be consulted in the same way that a parent of any other child would receive a telephone call).
· If a staff member’s child becomes unwell or injured at school and needs to go home, the staff member must be conscious of the staffing ratios and wait until appropriate cover can be found.
· Staff must at all times fulfil the needs of their own role and adhere to their job description. 
· Unless it is an emergency, staff should have minimal contact with their own child or close relative during the working day (including designated break times).
· Staff should disclose any conflict of interest situations in the workplace that impacts on their professional conduct.
· Staff must not make comments about the quality of care their child is receiving at school to colleagues, if they have any concerns the appropriate policy should be followed by speaking to class teacher in the first instance as is the case for all parents of children attending the school.
· If there is a concern about a child of a staff member, the class teacher or member of staff will call the parent as they would any other child in their class (it may be appropriate to address the parent who is not an employee, where possible.)

Policy and Procedure Guidelines

All contract terms, policies and permissions applicable for children at the school will be applied equally to the child or close relative of any staff member. These will be available for you in the same way as all parents and you are expected to read, understand and sign them in the same way.
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