
 

 

LONGLEAZE PRIMARY SCHOOL   December 2017 

CODE OF CONDUCT FOR SAFE PRACTICE  

 

This document provides a guide for adults working in schools (including staff, governors, volunteers 

and visitors) about acceptable and desirable conduct to protect both adults and pupils. It refers to and 

complements other policies and guidance in your school, including:  

 

• Child Protection Policy  

• Guidelines for reporting and record keeping Policy for child protection  

• Behaviour Policy  

• Procedures on physical interventions  

• SEND Policy  

• Teaching and Learning Policy  

• Online-Safety Policy  

• Social Media Policy 
 
 
In addition all staff will have read Part 1 of Keeping Children Safe in Education, 2016. Longleaze 

Primary School staff are advised to maintain an attitude of ‘it could happen here’ as far as 

safeguarding is concerned. When concerned about the welfare of a child, staff members should 

always act in the interests of the child.  

This Code of Conduct should be provided to all staff (including temporary staff) during induction. It 

should be signed and dated.   

Volunteers are provided with a Volunteers Code of Conduct which is signed after induction. 

Introduction  

This document provides a guide for adults working in schools (including staff, governors, volunteers 

and visitors) about acceptable and desirable conduct to safeguard both adults and pupils. It refers to 

and complements other policies and guidance in our school. 

Always remember that while you are caring for other people’s children, you are in a position of trust 

and your responsibilities to them and the organisation must be uppermost in your mind at all times. 

The child’s welfare is paramount (Children Act 1989).  

 

The Designated Safeguarding Lead (DSL) is: Mrs Laura Oakes  

The deputy DSLs are: Mrs Ceri Seal, Mrs Alison Knowles, Mr Martin Yeo  

The nominated governor for safeguarding is: Mrs Emma Flack 

 

 

 

 



 

 

Power and positions of trust and authority  

Staff working in school are given positions of trust and authority which should never be abused.   

All adults should: All adults should not: 

 

• avoid any conduct which would lead a 
reasonable person to question their motivation 
or intentions  

• work and be seen to work in an open and 
transparent way  

• provide a good example and a positive role 
model to pupils (see Behaviour Policy) and 
behave in a mature, respectful, safe, fair and 
considered manner  

• ensure that their relationship with pupils 
remains on a professional footing. 

 

• discriminate favourably or unfavourably 

towards any child, treating all pupils equally 

and not receiving any gifts unless token gifts 

or arranged through school  

• use their position to gain access to 

information for their own advantage and/or a 

students’ or family’s detriment  

• use their power to intimidate, threaten, 

coerce or undermine students  

• use their status and standing to form or 

promote a relationship with a student or a 

recent ex-student, which is not of a 

professional nature  

 
 

Confidentiality 

As part of their responsibilities, staff may be given highly sensitive or private information. The storing and 
processing of personal information about pupils is governed by the Data Protection Act 1998. Such information 
should be kept confidential and shared on a need-to-know basis only.  

All adults should: All adults should not: 

 

• discuss and/or take advice promptly from the 
head teacher or senior member of staff about 
any incident which could give rise to concern. 
This would include reporting infatuations by a 
pupil or by another member of staff, to ensure 
that such situations can be handled promptly 
and sensitively. 

• make a record of any such incident and of 
decisions made/further actions agreed, in 
accordance with the ‘Guidelines’ for Reporting 
and Record Keeping’ policy 

• treat information they receive about students 
in a discreet and confidential manner. 

 

 

• use confidential or personal information about 
a student or his family for their own, or others’ 
advantage  

• use information to intimidate, humiliate or 
embarrass any pupil or adult .  

• use information casually in conversation or 
share it with any person other than on a need 
to know basis  

• promise confidentiality or request pupils to do 
the same under any circumstances.  

 

Standards of Behaviour 

All of us have a responsibility to maintain public confidence in our ability to safeguard the welfare and best 
interests of young people. 

All adults should: All adults should not: 



 

 

 

• set a good example by conducting 
themselves appropriately 

• involve children in decision-making which 
affects them  

• encourage positive and safe behaviour  

• treat all children and other adults with 
respect  

• be a good listener  

• be alert to changes in a child’s behaviour  

• recognise and understand all the school’s 

safeguarding and guidance documents on 

wider safeguarding issues, for example 

bullying, physical contact, e-safety and 

information sharing  

• maintain appropriate standards of 

conversation and interaction with and 

between children  

• maintain professional standards and 

boundaries at all times on and off the school 

site  

• be aware that the personal and family 

circumstances and lifestyles of some 

children lead to an increased risk of neglect 

and or abuse. (see Child Protection Policy)  

 
 

 

• use sexualised or derogatory language  

• behave in a manner which would lead any 
reasonable person to question their suitability 
to work with students or act as a role model  

• drink alcohol when supervising pupils or on 
school trips  

• make inappropriate remarks to a student 
including email, text messages, phone or letter 
etc.  

• make unprofessional personal comments in 
any form of communication  

 

Dress and appearance  

Smart and professional appearance is expected at all times for staff. Appropriate personal presentation is 
expected of staff. 

All adults should: All adults should not: 

 

• dress appropriately and professionally for the 
work conducted in Longleaze Primary School 
so that a reasonable observer would not 
question your conduct, intentions or suitability 
to care for other people’s children. 

• promote a positive and professional image 
that is appropriate to their role. 

 
 

 

• present themselves in an offensive, 

revealing or sexually provocative way or in a 

manner than might distract, embarrass or 

give rise to misunderstanding. 

 

 

Gifts, rewards, favouritism and exclusion 

Staff need to take care that they do not accept any gift that might be construed as a bribe by others, or lead the 
giver to expect preferential treatment.  

All adults should: All adults should not: 

 

• accept small tokens of appreciation, for 
example Christmas or as a thank-you  

• treat all individuals equally and fairly. 

• whenever possible, avoid categorising pupils 
by gender or any other protective 
characteristic. 

 
 

 

• accept gifts on a regular basis or of any 
significant value as this may be interpreted as 
receiving a bribe  

• give personal gifts to students (this does not 
include school Christmas gifts or prizes of a 
small value)  

• discriminate pupils according to a protective 
characteristic. 

 
 
 



 

 

Infatuations and crushes  

Longleaze Primary School understands the importance of reporting infatuations on the part of a pupil for any 
member of staff, to ensure that such situations can be handled promptly and sensitively.  

All adults should: All adults should not: 

• keep records of any such incident and of 
decisions made/further actions agreed. 

• report to the head teacher any indications 
verbal, written or physical that suggests a 
student may be infatuated with a member of 
staff 

 
 
 

• be alone in a room with a student unless the 
door is left open or there is a clear line of sight 
to a public area.   

 

Social contact outside of the workplace 

It is expected that adults who work with children and young people are responsible for their own actions and 
behaviour and should avoid any conduct which would lead any reasonable person to question their motivation 
and intentions.  

All adults should: All adults should not: 

 

• continually monitor and review their practice in 
terms of the evolving world of social 
networking and ensure they follow the 
guidance contained in the school’s Social 
Networking Policy  

• consider the appropriateness of the social 
contact according to their role and nature of 
their work.  

 
 

 

• have any undisclosed social contact (including 
that on social media) with students outside of 
school. 

 

Communication with children (including the use of technology)  

 

Be aware that actions that bring the school into disrepute could lead to disciplinary procedures being taken 

All adults should: All adults should not: 

 

• behave in a mature, respectful, safe, fair and 
considered manner at all time.  

• communicate with students and adults within 
clear and explicit professional boundaries and 
in an appropriate and professional manner  

• ensure that behaviour and language is of a 
mature nature, respectful, safe, fair and in a 
considered manner  

• be cautious in their contact with ex-pupils, as 
there is still a professional relationship and 
there may be contact with current pupils 

• communicate to parents and carers using the 
school’s administrators email account 

• refer to the Longleaze Social Networking 
Policy 2017.  
 

 

 

• make arrangements to contact, communicate 
or meet with pupils outside work; this includes 
use of email, text and other messaging 
systems such as social networking sites (see 
Wiltshire’s Safeguarding Social Networking 
Procedures)  

• be sarcastic and make remarks or ‘jokes’ to 
pupils of a personal, sexual, racist, 
discriminatory, intimidating or otherwise 
offensive nature and that they do not humiliate 
children.  

• give out personal contact details to students  

• have images of students stored on personal 
cameras, devices or home computers nor any 
images available on the internet other than 
through the school website (parent’s 
permission is sought)  

• use a personal email account to communicate 
with parents, carers or pupils. 

 

Use of Mobile Phones 

Staff should be aware of the risks that mobile phones pose to school security. 

All adults should:  

• store their own mobile phones remotely from 
the classroom. 

• contact parents or carers, in a professional 
capacity on their own mobile phone. 



 

 

• ensure their mobile phones are switched off 
during teaching time and turned to silent 
during any meeting times. 

• use the school’s mobile phone to contact 
parents or carers while not on the school site. 

• use the school’s equipment to take 
photographs, films or record sounds. 

• access the internet through the school’s 
secured network. 

 
 
 
 

• use their own mobile phone in front of pupils. 

• use their own mobile phone to record 
photographs, films or sounds. 

• access the Internet through an unfiltered 
network. 

Physical Contact 

It is crucial that in all circumstances, we should only touch students in ways which are appropriate to our 
professional or agreed role and responsibilities. We should only touch pupils for professional reasons, and when 
this is necessary and appropriate for the pupil’s wellbeing or safety.  

All adults should: All adults should not: 

 

• be aware that even well intentioned physical 
contact may be misconstrued by the student, 
observers or by anyone to whom this action is 
described  

• always be prepared to explain actions and 
accept that all physical contact should open to 
scrutiny  

• ask the child’s permission before doing 
anything for them which is of a physical 
nature, such as assisting with dressing, 
physical support during PE, music or 
administering first aid (unless in an 
emergency) 

• always explain to a student the reason why 
contact is necessary and what form that 
contact will take unless their safety is at 
immediate risk. 

• respect children’s right to privacy when getting 
changed, allowing them to change as 
discreetly as possible while at the same time 
being adequately supervised. 

 

 

• touch a student in a way which may be 
considered indecent  

• change in the same place as students. 
 
 

Intimate and personal care  

Any child needing intimate or personal care e.g.: toileting, has a risk assessment written by the school staff,  in 
partnership with the child’s parents/carers.  
 

All adults should: All adults should not: 

 

• make other staff aware of the task being 
undertaken  

• explain to the child what is happening  

• consult with colleagues where any variation 
from agreed procedure/care plan is necessary  

• record and share with parents any variations 
to the agreed procedure/care plan  

• ensure that another appropriate adult is in the 
vicinity and is aware of the task to be 
undertaken  

 

• provide physical care outside the remit of a 
pupil’s risk assessment. 



 

 

• encourage the child to act as independently as 
possible and to undertake as much of their 
own personal care as is practicable  

 

Behaviour management, use of care and control/physical intervention  

All pupils have a right to be treated with respect and dignity even in those circumstances where they display 

difficult or challenging behaviour.  

 

All adults should: All adults should not: 

 

• seek advice from the headteacher or SENCO 
and use the document outlining the use of 
physical restraint. If physical restraint is 
necessary the appropriate documents need to 
be filled in. (this is referred to as he “Bound 
and Numbered Book”).  

• try to defuse situations before they escalate  

• keep parents informed when necessary or 
appropriate to the individual  

• use our professional judgement to comfort or 
reassure a student in an age-appropriate way 
whilst maintaining clear professional 
boundaries  

• always tell a colleague when and how they 
offered comfort to distressed student and 
record any situation which may give rise to 
concern  

 
 
 

 

• use force as a form of punishment, or to gain a 
child’s attention. 

• use force to move a child unless they are in 
immediate danger or are a danger to others. 

 

Sexual contact  

In particular our attention is drawn to the provisions of the Sexual Offences Act 2003, which creates a criminal 
offence of abuse of a position of trust (when a person aged 18 or over is in a ‘position of trust’ with a person 
under 18 and engages in sexual activity with or in the presence of that child, or causes or incites that child to 
engage in or watch sexual activity). The Wiltshire Safeguarding Children Board (WSCB) has developed and 
approved a multi-agency strategy and action plan in relation to Child Sexual Exploitation (CSE) and Abuse.  

All adults should: All adults should not: 

 

• understand that any personal relationship 

formed between an adult and a child or 

young person, not within the family setup, 

with whom they work, regardless of whether 

the child or young person consents or not, 

may be regarded as a criminal offence and 

will always be a matter for disciplinary 

action.  

• be able to identify and act upon the signs of 

vulnerability and risk to children and young 

people of CSE. Please refer to the 

Guidance on Child Sexual Exploitation and 

Abuse – Part One 2014  

 

 

 
 

• develop ‘personal’ or sexual relationships with 
pupils  

• have communication with a student which 
could be interpreted as sexually suggestive or 
provocative.  

• place themselves in situations which could put 
them at risk of accusation of inappropriate 
contact e.g. sitting a young child on their lap. 

 
 

One to one situations  



 

 

Where there is a need for any member of staff to be alone with a student, certain procedures and explicit 
safeguards must be in place.  

All adults should: All adults should not: 

 

• ensure any discussions or conversations with 
children on their own will be undertaken in a 
public place or in a teaching area with the door 
open. The conversations will be noted down, 
dated and signed by the member of staff and 
then filed accordingly either in the classroom 
in a safe place or with the head teacher.  

• inform other staff of the meeting beforehand, 
assessing the need to have them present or 
close by  

• consider the needs and circumstances of the 
child or children involved.  

 

• conduct meetings with students on their own, 
in remote, secluded areas of the school  

 
 
 
 
 
 
 
 
 
 

Home visits  

Please refer to Wiltshire Council procedures:  
http://thewire.wiltshire.council/hrdirect/hsloneworking/loneworkingpolicy.htm  

All adults should: All adults should not: 

 

• whenever possible, meetings should be 
undertaken in the school. There are however 
occasions where it is necessary to arrange a 
home-visit e.g. before children start school 

• ensure these are extremely rare but if 
necessary or appropriate, 2 members of staff 
will go together after authorisation from the 
head teacher.  

 

 
 

Transporting pupils  

At Longleaze Primary School, when transporting children on class trips we use a regular and reputable local 
company which have been recommended by Wiltshire Council.  

All adults should: All adults should not: 

 

• have the consent from parents via a letter and 
attached slip to return. All documentation of 
each visit is kept in the school office for 
reference.  

• ensure that, if parents are asked to provide 
transport for children,  consent slips are 
signed by the parent of children being 
transported. 

• check the insurance and driving license. 

• ensure that in an emergency situation the 
critical incident procedure will be followed  

• ensure that they are alone with a child for the 
minimum time possible  

• take into account any specific needs that the 
child may have.  

 

 

• travel in a vehicle on a one to one basis with a 
child. 

Educational visits and After School Clubs 

All risk assessments for trip and outings are completed by the class teacher which then in turn will be authorised 
by the head teacher or county dependent on the visit undertaken. The Educational Visits lead will aid the 
teachers with other documentation if necessary or appropriate.  

All adults should: All adults should not: 

  



 

 

• ensure that all trips and visits will have the 
consent from parents via a letter and attached 
slip to return.  

• ensure all documentation of each visit is kept 
in the school office for reference.  

• wear a fluorescent jacket when accompanying 
children on an educational visit 

• ensure all children wear a wrist band with the 
school’s name and mobile phone number on 

• ensure that any medication that children 
require is made available to that child at any 
time 

• always take the school’s mobile phone with 
them. 

• ensure that when children are being collected 
from school, after 3.05pm they are either: 

 
1) collected by a responsible parent/carer.  
2) collected by a different adult (after the school 

has being notified)  
3) allowed to walk home on their own only after 

receiving a letter confirming the arrangement 
from their parents/carers.  

 

• ensure that if the school are uncertain of home 
arrangements then parents/carers will be 
contacted to confirm them.  
 

 
 
 
 

• allow a child on a school trip or outing 

unless we have gained from the 

parents/carers a consent form. 

 

 

First aid and medication  

Appropriate training will be provided before an individual takes on a role which may require administering first 
aid or medication. Health care plans will be drawn up when medication or emergency medication is needed eg: 
Epipen.  

All adults should: All adults should not: 

 

• ensure that for daily or prescribed medication, 
permission of parents is needed  

• ensure that a medical form is completed 
informing parents/carers when first aid has 
been administered and by whom  

• adhere to the health and safety policy for 
medication and first aid. 

• ensure that parents are informed of any kind 
of head injury. 

• ensure that parents are informed if any injury 
has caused a bruise or a swelling or has the 
potential of causing longer term damage or 
pain. 

 

 

• administer medication unless there is consent 
from the parent/carer via a letter, phone call e-
mail, or a medical form.  

 

Photography, video and other images  

Staff are provided with school equipment for the taking photos or videos of pupils linked to an educational 
intention. The term ‘images’ encompasses photographs - both digital and film - and video. Longleaze Primary 
School produces publications, display boards, website or video for distribution and regularly feature images of 
recognisable individuals.  

All adults should: All adults should not: 

  



 

 

• connect mobile devices through the school 
wireless provision and service that allows the 
ability to filter any device that uses the school 
Internet connection, without having to 
configure the user’s device 

• seek permission from the parents for 
individuals to be in pictures (without disclosing 
the individuals name) 

• ensure that all parents are aware of their 
responsibilities in this matter  

• be clear about the purpose of the activity and 
about what will happen to the photographs 
when the lesson is concluded  

• ensure that all images are available for 
scrutiny in order to screen for acceptability  

• be able to justify images of children in their 
possession  

 
 

• allow any child’s photograph to be posted on 
the internet without parent consent (via the 
new starter consent form). 

• make images in one to one situations  

• have images of students stored on  
personal cameras, devices or home 
computers  

• make images of students available on the 
internet, other than through the school website 
(once parents or carers give their permission).  

 

Exposure to inappropriate images  

Where indecent images of children or other unsuitable material are found, the Headteacher  must be 
immediately informed; they will in turn alert the police and the designated officer(s) from the local authority as a 
matter of urgency. 

All adults should: All adults should not: 

 

• refer to the Child Protection Policy for the 
allegation management procedures used by 
Longleaze Primary School.  

• report any inappropriate images found on the 
internet to the Designated Safeguarding Lead 
or Deputy Designated Safeguarding lead who 
will report this immediately to the security 
website linked to our internet provider.  

 

 

• not use equipment belonging to the school to 
access adult pornography or offensive material 
Neither should these images be brought into 
the workplace.  

 
 
 
 

Personal living accommodation including on site provision  

Longleaze Primary School believes that personal living accommodation including on site provision is not 
provided or offered to any student.  

All adults should: All adults should not: 

 

• be vigilant in maintaining their privacy and 
mindful of the need to avoid placing 
themselves in vulnerable situations  

• be mindful of the need to maintain 
professional boundaries  

•  

 

 

• invite any student into our home unless the 
reason for this has been firmly established and 
agreed with parents/carers and senior 
managers.  

 

Overnight supervision and examinations 

Longleaze Primary School does not advocate or encourage overnight supervision of students unless they are on 
residential.  

All adults should: All adults should not: 

 

• complete a risk assessment for a residential 

including staff ratios and sleeping 

arrangements and supervision. 

• respect the privacy of pupils, while providing 

adequate level of care and supervision. 

 

 
 

 

• supervise any student on a one to one basis in 
a room overnight.  

 



 

 

 

Whistle Blowing  

Refer to separate policy  

Sharing Concerns and Recording Incidents  

If there are any concerns regarding children safety, staff must report the concerns to the Designated 

Safeguarding Lead or Deputy Lead and follow the procedures laid out in the Guidelines for Schools 

for Record Keeping and Management of Child Welfare and Child Protection Information on Individual 

Pupils Policy  

Reference documents  

‘Guidance for safer working practice for those working with children and young people in education 

settings’ (safer recruitment consortium – October 2015)  

‘Keeping Children Safe in Education’ 2016  

‘What to do if you’re worried a child is being abused’ 2015  

‘Information sharing’ 2015  

Longleaze Social Networking policy 2015  

Child Sexual Exploitation and Abuse – Part One 2014  

WSCB website  

 

Policy review  

The Governing Body will undertake an annual review of the Code of Conduct and remedy any 

deficiencies and weakness found without delay.  


