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CODE OF CONDUCT FOR ALL TEACHING AND  

NON-TEACHING STAFF 

1. Introduction  
 

Our Code of Conduct is intended for all staff and volunteers working within the Impact Multi Academy Trust.  It 
does not cover all eventualities, but does aim to set out the Trust’s professional expectations which both protect 
colleagues and ensure a consistency of professional conduct across the schools.  It has been prepared in the light 
of the Department for Education ‘Keeping Children Safe in Education’ guidance. It applies to all staff and 
volunteers. 

 

2. Underpinning Principles 
 

 The welfare of the child is paramount (Children Act 1989). 

 All staff should be responsible for their own actions and behaviour and should avoid any conduct which would 
lead any reasonable person to question their motivation and intentions. 

 Staff should work, and be seen to work in an open and transparent way. 

 Staff should discuss and/or take advice promptly from their line manager or another senior member of staff 
over any incident, which may give rise to concern. 

 Records should be made of any such incident and of decisions made/further actions agreed, in accordance 
with school policy for keeping and maintaining records. 

 Staff should apply the same professional standards regardless of gender, gender reassignment, race, disability, 
sexual orientation, religion or belief or age. 

 All staff should know the name of the designated person for child protection, be familiar with local child 
protection arrangements and understand their responsibilities to safeguard and protect children and young 
people. 

 Staff should be aware that breaches of the law and other professional guidelines could result in criminal or 
disciplinary action being taken against them. 

 

This code is intended to bring staff members’ attention to key areas of conduct. However, the code is backed up 
by more detailed policies on Health and Safety, Equal Opportunities and Diversity, Social Media policies, and 
Safeguarding Children policies. It should also be read in conjunction with the Trust’s Disciplinary, Grievance and 
Capability Policies. 
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3. Rules and Standards of Behaviour 
 

The rules that follow set out examples of standards of behaviour expected of staff. It should be noted 
that this list is not exhaustive.  

Breaches of the Staff Code of Conduct will be dealt with in accordance with the Trust’s Disciplinary 
procedure. 

The disciplinary action to be taken in any individual case will always depend on the particular facts. 
However, breach of any rule shown in bold may lead to dismissal or summary dismissal (dismissal 
without notice for gross misconduct) dependent on the seriousness of the misconduct. 

 

4. Power and Positions of Trust 
 

As a result of their knowledge, position and/or the authority invested in their role, all adults working with children 
and young people in education settings are in positions of trust in relation to the young people in their care.  A 
relationship between a member of staff and a pupil cannot be a relationship between equals. There is potential for 
exploitation and harm of vulnerable young people and staff have a responsibility to ensure that an unequal balance 
of power is not used for personal advantage or gratification. 

Wherever possible, staff should avoid behaviour, which might be misinterpreted by others, and report and record 
any incident with this potential.  This means that staff must NOT: 

 use their position to gain access to information for their own advantage and/or a child's or family's 

detriment  

 use their power to intimidate, threaten, coerce or undermine pupils 

 use their status and standing to form or promote relationships with children, which are of a sexual nature. 

 Establish or seek to establish social contact with students for the purpose of securing a friendship or to 

pursue or strengthen a relationship.  

 Develop personal or sexual relationships with students and should not engage in any sexual activity with a 

student 

 Make sexual remarks to a student, discuss their own sexual relationships with, or in the presence of, students 

or discuss a pupil’s sexual relationships in an inappropriate setting or context 

 

5. Conduct with Students 
 

 Relationships with students must reflect the age, sex and maturity of students. Demeanour, language and 

attitude of staff should be such that they do not give rise to misunderstandings on the part of 

students.  Ambiguous conduct should be avoided. 

 Physical punishment of any sort is prohibited by law. 
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 Emotional abuse includes deliberately belittling, embarrassing, demeaning or ridiculing a child, and is always 

unacceptable. 

 When meeting students on a one to one basis, staff should wherever practical ensure that they do so in a 

room with an open door or in a place where they could be visible to others.  Glass panels in office and 

classroom doors must never be covered for this reason. 

 No meeting with a student should be arranged off the school premises or outside school hours without the 

permission of the line manager and for exceptional reasons.  

 Before transporting students in private cars advice must always be sought from the line manager. 

 Staff must avoid comments to students which have sexual overtones or which could be construed as in any 

way personally derogatory or intimidating.  Encouraging students in any way to engage in such discussions is 

unacceptable. 

 Staff who feel they may be the subject of a teenage ‘crush’ must report the problem to their line manager 

and take advice on managing the situation.  At no time should the member of staff speak with the young 

person concerned about the problem, particularly not alone. 

 All adults at the School must report any indications (verbal, written or physical) that suggest a pupil may be 

infatuated with a member of staff. 

 It is a criminal offence for any person employed in a position of trust, including all teachers, to have a sexual 

relationship with any person who is a student at the school at which they are employed, even if that person 

is over 16 years of age. 

 Staff should maintain professional boundaries with students appropriate to their position and must always 

consider whether their actions are warranted, proportionate, safe and applied equitably 

 Staff should be mindful of section 16 of The Sexual Offences Act 2003 (see Appendix 1 at page 8). 

 

6. Safeguarding and Child Protection 
 

 Staff should always comply with the Trust’s pre and post-employment vetting procedures and comply with 

School procedure on Safeguarding Children 

 If comforting a student in distress, staff will need to exercise professional discretion and judgement.  They 

should ensure that their actions are not in any sense open to misinterpretation, particularly if no other adult 

is present at the time.  

 If a student reports any information to a member of staff which is of a serious personal nature, or which 

indicates that the student may be at risk, either physically or emotionally, the member of staff may not 

respect the student’s wish for the information to be kept confidential and must report it to the Designated 

Safeguarding Lead/Safeguarding Officer.  
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7. Physical Contact/Restraint 
 

 Physical contact with students should be avoided.  The only exception to this fundamental rule is in extreme 

cases where physical restraint is the only practical way of protecting oneself or another from likely serious 

injury.  Any such physical contact with students must be reported immediately to the line manager or other 

senior colleague. 

 If physical contact must take place as part of, for example, a physical education lesson, again staff should be 

aware of the need to avoid the contact being misinterpreted or being in any way beyond what is necessary 

for the teaching taking place.  Alternatives to such contact should be sought wherever possible. 

 

8. Communication with Students 
 

 Staff should not establish or seek to establish social contact with pupils for the purpose of securing a 

friendship or to pursue or strengthen a relationship.  Even if a young person seeks to establish social 

contact, or if this occurs coincidentally, the member of staff should exercise her/his professional judgement 

in making a response and be aware that such social contact could be misconstrued. 

 Contact with students should be through the School’s authorised mechanisms [School e mail or via the 

parent e mail]. Staff must not give students their personal mobile or home telephone numbers and must not 

engage in text message correspondence with students.  Email may be used but the official school email 

addresses must be used rather than personal addresses.  It is important that email correspondence respects 

the same norms as all other interaction with students. Where appropriate, e-mails to students and parents or 

carers should be copied to the line manager. The receipt of inappropriate or unwarranted calls or messages 

from students must be reported to the line manager. 

 Staff should not take images of students on their own recording devices or cameras.   

 Staff who have children who are students in the School should safeguard themselves when hosting friends 

of their children who attend the School by always communicating with the student through his/her parents. 

 Staff must not knowingly enter into correspondence with students via internet social networking 

sites.  When using such sites themselves, staff should remember that they can often be identified as 

employees of the school, and must respect the school’s and Trust ethos and avoid bringing it or any 

individual employee or student into disrepute.  Staff who use sites such as Facebook should ensure that 

maximum privacy settings are activated and must not accept current students as ‘friends’.  

 For those staff who do use Facebook and similar sites, please remember the following: 

• The expectation that a member of staff’s Facebook page (or similar) should make no reference 

either in words or pictures to other members of staff.  

• The expectation that a member of staff’s Facebook page (or similar) should contain no images or 

written content that might bring themselves, other staff members, the School or Trust into 

disrepute.   
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• The expectation that staff are not ‘friends’ with current students on face book or other social 

networking sites.  

9. First Aid/Health & Safety 
 

 No medicine, including non-prescription drugs such as paracetamol, may be given to students by staff (other 

than approved staff, to whom separate arrangements apply).  The only exception is the administration of 

urgent life-saving treatment, such as an epipen following a severe allergic reaction or insulin. 

 If called on to administer first aid, staff should wherever possible ensure that another adult is present, again 

restrict physical contact to the minimum necessary and ensure the incident is reported fully immediately. 

 Staff must follow the Trust’s Health & Safety Policy, reporting accidents, near-misses and concerns to the 

Health & Safety Officer, implementing agreed risk assessments and taking action to report and remove 

potential hazards. 

 Staff are requested not to park in designated disabled bays unless they are a disabled badge holder. 

 Staff are requested not to park in any area that is prohibited – yellow lines or yellow cross hatch areas. 

 

10. Drug, alcohol and substance misuse. 
 
 

The Trust prohibits the drinking of alcohol by any member of staff, workers, (and contractors) in the 
workplace or on School business other than reasonable drinking of alcohol in connection with approved 
social functions. The Trust regards drinking to an 'unreasonable level' as any of the following situations: 
 

 In the opinion of management, the individual's performance is impaired.  

 In the opinion of management, the individual's behaviour may cause embarrassment, distress or offence to 

others.  

 The individual continues to drink when instructed to stop by a manager.  

 

The Trust will take all reasonable steps to prevent staff (and contractors) carrying out work-related 
activities if they are considered to be unfit/unsafe to undertake the work as a result of alcohol 
consumption or substance abuse. 
 
The Trust expressly prohibits the use of any illegal drugs or any prescription drugs that have not been 
prescribed for the user. It is a criminal offence to be in possession of, use or distribute an illicit substance. 
If any such incidents take place on School premises, in School vehicles or at a School related function, 
they will be regarded as serious, will be investigated by the Trust, and may lead to disciplinary action and 
potential dismissal and possible reporting to the Police. 
 

11. Searching/Confiscation 
 

 Staff must not attempt to search a student’s bag or personal possessions.  Any suspicions which might 

prompt such a search must be referred to a senior colleague who will decide on appropriate action. 
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 Should a student be in possession or suspected to be in possession of any item that could cause harm or be 

categorised as an offensive weapon, all staff should report the item immediately to a member of the senior 

leadership team.  

12. Personal Injury 
 

 No member of staff is expected to place him or herself at unreasonable risk of personal injury.  Any injuries 

sustained in the course of duty should be reported to the Headteacher/Principal as soon as possible.  

Accident report forms should be completed or, in the case of very minor injuries, detailed notes made about 

the incident.  When the action of a child has caused the injury, it is important that a note is made of whether 

the child’s action seemed to be a deliberate, pre-meditated (however briefly) attack on a member of staff, or 

whether it was the result of an accident or carelessness/ thoughtlessness. 

 

13. Outside School 
 

 Staff must not visit students in their homes, arrange to meet them socially outside school, or invite them to 

visit staff homes.  Should there be exceptional reasons for any of these happening, for example family 

friendships or shared sports interests, staff are advised to ensure that their line manager is aware of the 

situation. 

 Staff should not arrange to privately Tutor any student who attends the School where they are employed. 

 When outside school in social settings, staff should again respect professional standards of interaction with 

students they may encounter, and avoid bringing themselves or the school into disrepute in any way. 

 An individual's behaviour, either in or out of the workplace, should not compromise her/his position within 

the work setting. 

 

14. Trips & Residentials 
 

 When on a school trip, it is essential that all necessary procedures have been followed beforehand in 

organising the trip and that teachers are fully aware of the nature of their responsibilities for supervision and 

care.  They should take care that students do not misinterpret or abuse the more relaxed relationships which 

can arise during a school trip, and that professional boundaries remain in place. 

 On school visits, including particularly residential visits, these guidelines may appear more difficult to 

observe, and situations may appear more blurred.  Nonetheless, the same principles apply, and staff must 

remember that they are adults, at work, with a responsibility for their behaviour and a duty of care for the 

young people they are with.  If they feel that relationships appear to students to be less formal than at 

school, there is all the more reason for observing the points in this guidance with greater care than ever. 

Staff should read and follow the specific guidance regarding Child Protection and Safeguarding which apply 

during school trips. 
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15. Rewards & Gifts 
 

 Staff should not give gifts or rewards to students outside the school’s normal rewards processes, and should 

avoid displaying any favouritism towards particular students.  Doing so may be misconstrued as grooming 

by the student or by others.  Once again, should there be exceptional circumstances which appear to justify 

the giving of a personal gift, the line manager should be consulted and informed. 

 Staff should not offer or accept gifts, hospitality or services which could or might appear to imply an 

improper obligation.  It is understood staff may receive presents from students or parents/carers but these 

should be within reason, without obligation and not exceeding £30 without declaration to the 

Headteacher/Principal. 

 

16. Professional Dress & Appearance 
 

 When working with students, staff are expected to dress in a professional way which reflects the seriousness 

and professionalism of their role and which avoids conveying confusing or inappropriate messages.  A 

standard of dress which at least reflects the expectations of personal presentation demanded of students is 

required.  This means, practical considerations in some subject areas notwithstanding, normal smart business 

dress (no jeans and shoes not trainers or flip flops) for both male and female colleagues. Tops should not be 

revealing, excessively tight, strappy or strapless or be made of a shear fabric or see through material. 

 Staff may wear religious and cultural dress (including clerical collars, head scarves, skullcaps and turbans) 

unless it breaches this policy or compromises the health and safety of the wearer, their colleagues or any 

other person. 

 A lanyard should be worn and visible. 

 Staff should ensure any tattoos are covered and out of sight 

 Staff hairstyles should be fitting for a business environment 

 

17. Confidentiality 
 

 Staff should always comply with the Trust’s Data Protection and Freedom of Information policies and 

procedures with regard to the retention, disposal security and disclosure of personal data. 

 Staff should not discuss colleagues with students and should support the school’s policies and ethos at all 

times in discussion with students and parents/carers. 

 Staff should ensure that they do not use information from school improperly or to their personal or business 

advantage. 

 Staff should never search confidential files to which access has not been granted 
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 Staff are expected to treat information they receive about children and young people in a discreet and 

confidential manner. 

 If in any doubt about sharing information they hold or which has been requested of them should seek 

advice from a senior member of staff 

 Staff need to be cautious when passing information to others about a child/young person. 

 Always use School systems (e.g. computers, internet) in accordance with the School’s Information and 

Communications Systems and the Social Media Policy. 

 

18. Raising Concerns/Whistleblowing 
 

 Staff should be aware that they are responsible not only for their own safe behaviour, but for reporting any 

conduct by a colleague which gives rise to concern.  The process for doing this is set out in the 

Whistleblowing Policy, available on the school website. 

 

19. Equality and Diversity 
 

 The Trust seeks to achieve an environment in which all are included and in which discrimination is not 

tolerated. The Trust is committed to promoting equality of opportunity regardless of gender, gender 

reassignment, race, disability, sexual orientation, religion or belief or age. Everyone should be treated with 

respect and dignity and establish a culture where diversity is valued.  

 

20. Teaching Materials 
 

 The use of teaching materials, including videos and films, which are inappropriate to the age of the students 

or whose contents or language are sensitive (and particular consideration must be given to religious 

sensitivities of students in the school) is inadvisable and should be done only after consultation with the line 

manager. 

 

21. Use of staff Mobile Telephones and School Radios 
 

 Staff are not permitted to use their mobile telephones at any time in student areas. 

 Radio etiquette should be adhered to, by all staff using School radios, at all times – the use of student names, 

unless necessary, should not be used (student initials and year group may be used at any time). 

 

22. Further Guidance 
 

Staff requiring further clarification on this document should contact the Head teacher /Principal via their 
PA. 


