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Section 1: Our Core Principles

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

Attitude and behaviour

We aim to foster positive attitudes, self-discipline and good behaviour in our children and it is essential we provide them with excellent adult role models at all times. All members of our community should aim to uphold and promote the vision and values that have been agreed by staff: HEART – Honesty, Empathy, Aspiration, Respect and Team. This is the culture and vision that we want to embed at Greenfields Primary School. 

It is expected that all staff will have a positive attitude towards school life which will be reflected in the way they talk to children, parents and all staff members, as well as in the way they conduct their professional duties.  All written forms of communication, such as emails and texts, should also reflect this positivity and should be written in a respectful and professional manner.

Partisan political views should not be promoted in the teaching of any subject. The principles of British democracy, the rule of law, individual liberty and mutual respect, and tolerance of those with different faiths and beliefs should be promoted whenever possible.

Safeguarding

Staff have a duty to safeguard pupils/students from: 

· physical abuse 
· sexual abuse 
· emotional abuse 
· neglect 

The duty to safeguard pupils/students includes the duty to report concerns about a pupil/student to the designated Safeguarding Lead. Greenfields Primary School’s Safeguarding Lead is Nicola Weller. The deputy Safeguarding Lead is Jo Evans. Nicola Weller, Jo Evans, Shelagh O’Shea and Kate Day form Greenfields Primary School’s Safeguarding Team.

Staff should ensure they are familiar with the school’s Child Protection and Safeguarding Policies, as well as ‘Keeping Children Safe’. Copies of these are available on the website and in the staffroom. 

Where staff have access to confidential information about pupils/students or their parents or carers, staff must not reveal such information except to those colleagues who have a professional role in relation to the pupil/student.  Any such confidential information should not be discussed in a public area or in front of any parents or children, including the child who is being discussed.

Staff must not demean or undermine pupils, their parents or carers, or colleagues. Staff must take the upmost care of pupils/students under their supervision with the aim of ensuring their safety and welfare. 

Staff must not use their mobile phone as a camera in school. Any photograph/video must be taken using school equipment. Staff must only save images on school computers. Mobile phones should only be used in areas of the school where pupils are not present unless in a Lockdown situation, where they will be used for communication.

Honesty and Integrity

Staff must maintain the highest standards of honesty and integrity in their work. This includes the handling and claiming of money and the use of school property and facilities. 

All staff must comply with the Bribery Act 2010. A person may be guilty of an offence of bribery under this act if they offer, promise or give financial advantage or other advantage to someone; or if they request, agree or accept , or receive a bribe from another person

Gifts from suppliers or associates of the school must be declared to the Head teacher, or to the Chair of Governors if the Head is the recipient, with the exception of “one off” token gifts from students or parents. Personal gifts from individual members of staff to students are inappropriate and could be misinterpreted.
 
Conduct Outside Work

Staff must not engage in conduct outside work which could seriously damage the reputation and standing of the school or the employee’s own reputation or the reputation of other members of the school community. Any such conduct could lead to dismissal. 

Staff must exercise caution when using information technology and be aware of the risks to themselves and others. Staff must not use social media e.g. Facebook with pupils or former pupils. Staff must not engage in inappropriate use of social network sites which may bring themselves, the school, school community or employer into disrepute. 

Staff must only use the generic school email account when communicating electronically with pupils or parents, not their own school account or personal account.

All members of staff must declare any business interests outside of school that may be connected either to the supply of goods / services to the school or be rewarded through association with the school.




Section 2: General Principles

Punctuality

All staff are expected to be punctual in line with their contracted working hours. In normal circumstances, we expect teachers to be available for half an hour at either end of the school day for preparation or meetings. Non Teaching staff are expected to start work at their contracted time, and work until their contracted finish time.

Class teachers should be ready to receive their class at the appropriate times such as the beginning of the day and at the end of break and lunchtime.

Absence

If you are unable to attend school as a result of illness you should ensure you phone the Head so that absence can be covered and any other arrangements can be made. Calls can be made after 6am and as soon as possible when you realise you will be absent, preferably before 7:30am.  8:00am is the absolute latest that this call can be made. Please ensure you also contact anyone else likely to be directly impacted by your absence.  Please consider all aspects of your role, including teaching, after school clubs and any duties.

If absence is to continue longer than a day it is helpful if the Head teacher is given some indication of this so that cover can be arranged.  Please call early every day whilst your absence continues.

When you return to work, a return to work meeting will take place with your line manager. If subsequent absences then breach a trigger, further meetings will take place depending on the number of triggers breached. Refer to the Attendance policy for further details.

Absence for more than 7 days requires a medical certificate to be given in to the office.

Applications for leave of absence required for personal reasons, other than illness, should be made to the Head teacher prior to the absence.  Ideally these applications will be made two weeks in advance.

A written application should be made to the governing body for any sustained period of leave required for any reason other than medical.

Dress

This is left to everyone’s discretion but consideration should be given to our professional role and parental expectation.  Recognition is given to the need to feel comfortable in the classroom. 

A change of at least footwear is expected for teaching PE and other sport.

Smoking

It is not acceptable for staff to smoke in any area of the school or school grounds. If colleagues do wish to smoke, they should do so at least 30m away from any of the entrances and must not be in sight of any children. 

Use of Mobile Phones

No staff member is permitted to use a mobile phone during teaching time, in the playground, in the corridor or at any time where children are present, except in an emergency (for example if a member of the school team needed to be alerted to something or when the school in on Lockdown). Staff wishing to use their phone or check for messages should do so during a break period and take into consideration the location they are using the phone – for example, if a classrooms is empty, this would be acceptable. In cases of emergency (for example if you are awaiting an important phone call), then please speak to a senior member of staff for permission.  The exception to this is during lockdown situations, where all staff will need to have their phone to hand, but silent, in line with the school’s lockdown policy.

This applies to all aspects of school, including in open office areas, extended school clubs etc. 

Collection of Money

Money is collected for a variety of purposes. A note should be kept of who has made payment, and all money should be sent immediately to the office.

Small amounts of money may be kept in the class room provided it is in a locked cupboard.

When activities such as trips and cooking are being planned, it is essential for parents to be given considerable warning of deadlines for money to be sent in. Many parents find it difficult to make even the smallest of contributions. Parents expressing very real concerns should be directed to the Head teacher.


Door Security

Please ensure that no external doors are left open and unattended at any time.  Please check all classroom doors are secured any time the classroom is left empty.

All visitors to the school are expected to report to the office where they will be given a Visitors Badge to wear. If you see a stranger walking around the school without a badge we would ask you to politely enquire if you can help them and to direct them to the office.  

Classroom Organisation

The following points are intended to draw attention to some of the most basic aspects essential to good organisation:

· the classroom should be organised and ready for activities before the children arrive
· all resources should be accessible to all thus encouraging in children autonomy, independence and ability to think for themselves
· book area, home/play areas and other resource areas in the room should be made attractive and kept tidy;
· high standards of presentation in exercise books, files etc. should be maintained and children encouraged to keep all their work in good condition
· [bookmark: _GoBack]teachers should constantly set high standards/expectations of behaviour and movement in and around the school.  Interruptions to teaching time should be kept to a minimum. 
· all teachers should follow the behaviour expectations as identified in the Behaviour Policy.
· teaching styles and methods should be appropriate to the different learning situations and a balance exist between individual, group and whole class teaching.

Appendix 2: Personal and Professional Conduct 
(Teachers' Standards 2012) 

A teacher is expected to demonstrate consistently high standards of personal and professional conduct. The following statements define the behaviour and attitudes which set the required standard for conduct throughout a teacher’s career. 

Teachers uphold public trust in the profession and maintain high standards of ethics and behaviour, within and outside school, by: 

· treating pupils with dignity, building relationships rooted in mutual respect and at all times observing proper boundaries appropriate to a teacher’s professional position;
· having regard for the need to safeguard pupils’ well-being, in accordance with statutory provisions;
·  showing tolerance of and respect for the rights of others;
· not undermining fundamental British values, including democracy, the rule of law, individual liberty and mutual respect and tolerance of those with different faiths and beliefs; 
· ensuring that personal beliefs are not expressed in ways which exploit pupils’ vulnerability or might lead them to break the law. 

Teachers must have proper and professional regard for the ethos, policies and practices of the school in which they teach, and maintain high standards in their own attendance and punctuality.

Teachers must have an understanding of, and always act within, the statutory frameworks which set out their professional duties and responsibilities. 
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