
Page 1 of 7                                                                                       June 2016 
 

 
 
 
 

CODE OF CONDUCT POLICY 
 FOR 

SALISBURY PLAIN ACADEMIES 
 
 

 

	  
	  
	  
	  
	  
	  
	  
	  
	  
	  

	  



Page 2 of 7                                                                                       June 2016 
 

CODE	  OF	  CONDUCT	  
	  
 
This policy should be read alongside the following other Academy policies: 
 
Whistleblowing policy 
 
In addition all staff will have read Part 1 of Keeping Children Safe in 
Education, March 2015. 

This document provides a guide to all adults working for Salisbury Plain 
Academies including, temporary staff, volunteers, trust members, and 
governors and should be available at induction. 

All 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. 

 
Introduction 
 
This document provides a guide for adults working in any of the Academy’s 
(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 Academy’s. 
 
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). 
 
This policy is based upon the DCSF document ‘Guidance for Safe Working 
Practice for Adults Who Work with Children and Young People in Education 
Settings’ (October 2015), in which you can find useful examples of 
acceptable and unacceptable conduct, together with discussion of the 
issues raised. 
 
All adults working in the Academy should know the name of the Designated 
Safeguarding Lead in the Academy, be familiar with the Academy’s child 
protection policy, and understand their responsibilities to safeguard and 
protect children and young people. 
 
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. 
 
Power and Positions of Trust  
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Staff should not use their position to gain access to information for their own 
advantage and/or a pupil’s or family’s detriment. They should not use their 
power to threaten, coerce or undermine pupils or use their status to form or 
promote relationships with students which are of a sexual nature, or which 
may become so. Staff should always promote appropriate professional 
boundaries. 
 
Propriety and Behaviour 
 
All of us have a responsibility to maintain public confidence in our ability to 
safeguard the welfare and best interests of young people.  They should adopt 
high standards of personal conduct in order to maintain confidence and 
respect of the general public and those with whom they work.  They should 
not behave in a manner which would lead any reasonable person to 
question their suitability to work with children.  They should not discuss their 
personal relationships with, or in the presence of pupils, or make 
unprofessional personal comments.  They must remember that, when out of 
the Academy environment, they are still an ambassador of the learning 
environment and should behave in an appropriate manner. 
 
Use of Personal Living Space –maintaining privacy and professional 
boundaries 
 
We should not invite any student into our home unless the reason for this has 
been firmly established and agreed with parents/carers and senior managers. 
This means that any planned social contact with pupils or parents should be 
approved.  Staff should inform senior management if they are approached 
by a parent/carer to use their services outside the workplace for such things 
are tutoring or babysitting. 
 
Gifts, Rewards and Favouritism  
 

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

• It is inadvisable to give personal gifts to pupils or their families. This 
could be interpreted as a gesture either to bribe or groom. 

• Any reward given to a student should be in accordance with the 
Reward Policy. 

 
 
Infatuations  
 
All staff need to recognise that it is not uncommon for pupils to be strongly 
attracted to a member of staff or develop a “crush” or infatuation.  Staff 
should ensure their own behaviour cannot be brought into question or that 
their words or actions cannot be misinterpreted. 
 
Any indications either verbal, written or physical should be reported 
immediately to the CEO, Principal or Safeguarding Officer. Senior 
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management will put an action plan in place and meet with the relevant 
parent/carer and student and deal with the incident sensitively. 
 
Staff should maintain professional boundaries at all times. 
 
Dress and Appearance 
  
Staff should select a manner of dress and appearance appropriate to their 
professional role and which may be necessarily different to that adopted in 
their personal life.  Staff should ensure they are dressed decently, safely and 
appropriately for the tasks they undertake.  Those who dress inappropriately 
will render themselves to criticism or allegation. Staff should ensure their dress 
code is not sexually provocative, does not distract, cause embarrassment or 
give rise to misunderstanding. 
 
Communication with Young People (including the Use of Technology)  
 
Staff should ensure that they establish safe and responsible online behaviours, 
working to local and national guidelines and accessible use policies.  Adults 
should not seek to communicate or make contact or respond to contact with 
students outside of the purposes of their work.  They should not give out their 
personal details which includes email address, home or mobile telephone 
numbers, details of web based identities. See Acceptable Use Policy. 
 
 
Social Contact  
Staff should ensure that any planned social contact with parents or students 
outside of Academy is reported to senior management.  Staff should refrain 
from sending personal communication to pupils or parents unless agreed by 
the Academy. 
 
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. 
Any physical contact should be in response to the students need at the time, 
of a limited duration and appropriate to the age, gender, ethnicity and 
background. Physical contact should never be secretive, or for the 
gratification of the adult, or represent a misuse of authority. If contact is 
necessary, this should be explained to the student, what form it will take and 
should be appropriate. Situations should be reported and recorded and 
awareness should be considered of cultural and/or religious views.   
Extra caution may be required when it is known a child has suffered previous 
abuse or neglect.  Staff should be made aware that the child may associate 
physical contact with such experiences. 
 
 
 
 
Staff/pupils relationships and sexual contact 
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Any relationship formed between an adult and a child or young person 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. 
 
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). 
 
This means that staff should not have any form of sexual contact with a pupil 
from the Academy setting and avoid any physical contact which may be 
construed as indecent. 
 
Behaviour Management  
 
All pupils have a right to be treated with respect and dignity even in those 
circumstances where they display difficult or challenging behaviour.  
 
When dealing with challenging behaviour, we refer to the Behaviour for 
Learning Policy and the Wiltshire Physical Restraint Guidance. 
 
Appropriate use of language 
 
We must behave in a mature, respectful, safe, fair and considered manner at 
all time.  Due care and consideration should be taken when speaking to 
colleagues and students alike and unacceptable language should not be 
used which would cause offense. 
 
Students in distress 
  
We should use our professional judgement to comfort or reassure a student in 
an age-appropriate way whilst maintaining clear professional boundaries. A 
general culture of ‘safe touch’ should be adopted where appropriate. It 
should be remembered that not all children feel confident about certain 
types of physical contact. Staff should listen, observe and take note of a 
child’s reaction or feelings. 
 
Intimate Care/Personal Care 
 
Pupils should be encouraged to act as independently as possible to 
undertake their personal care.  When assistance is required this should 
normally be undertaken by one member of staff, with another member of 
staff in the vicinity who is aware of the task to be undertaken. A signed record 
should be kept of any intimate or personal care tasks undertaken. 
 
 
 
 
First Aid and Administration of Medication 
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• Appropriate training will be provided before an individual takes on a 

role which may require administering first aid or medication 
• Health care plan will be drawn up when required 
• Include permission of parents, informing parents/carers when first aid 

has been administered, and record actions. 
 
1:1 situations 
 
Where there is a need for a member of staff to be alone with a student, 
certain procedures and explicit safeguards must be in place. Staff should 
always ensure, where possible, that there is visual access and/or an open 
door. Staff should always report a situation if the student becomes distressed 
or angry and every consideration should be given to the pupil’s needs and 
circumstances. Senior staff should be aware that the visit is planned to take 
place and that all safeguarding aspects have been covered prior to the trip 
taking place. 
 
Home Visits / Lone working Situations 
 
All work with pupils and parents/carers should, whenever possible, be 
undertaken in the Academy. There are however occasions where it is 
necessary to arrange a home-visit. This should be reported to senior 
managements and discussed in detail.  A risk assessment should be put in 
place to ensure all parties are safeguarded.  The assessment should take into 
consideration any known factors which might render the member of staff 
more vulnerable to an allegation e.g. hostility, child protection concerns, 
complaints or grievances.  Visits should not be made alone if there is little or 
no information. 
 
Trips and outings  
 
Trips and outings should be planned in advance.  Correspondence should be 
sent out to parents/carers informing them of the event. Requests are made to 
the leadership team and approved. All trips are logged on the Evolve website 
with risk assessments and letters attached. The correct number of 
staff/student ratio should be taken into consideration together with all 
medical information and emergency contact details.  Staff should not 
exchange personal contact information with students. 
 
Transporting pupils  
Include: 

• Parents/carers permission  
• The importance for own vehicle to be appropriately insured for 

business use etc.  
• Ratio of pupils/adults 
• Ensure that all passengers wear seat belts 
• Transporting student outside normal working duties 
• Procedure in an emergency situation. 

 
Photography and Video 
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• When a student starts at the Academy permission is obtained from the 

parent/carer to ensure they are happy for their child to be 
photographed.  This could include, Academy photo, sporting fixtures or 
trips/awards. 

• Staff should not use their own equipment to take photos of students this 
incudes, phones, tablets, cameras.  The Academy does provide 
cameras for such events. 

• Photos should only be taken if the pupil is happy for this to happen. 
• Images should be stored in a safe and secure place in the Academy. 
• At no point should students have photos taken in a state of undress or 

semi-undress.  
• Staff should always ensure permission has been granted by the 

parent/carer by checking on Sims or with a senior member of staff. 
 
Access to inappropriate images and internet usage 
 
Adults should not use equipment belonging to the Academy to access adult 
pornography. Neither should these images be brought into the workplace. 
 
Where indecent images of children or other unsuitable material are found, 
the Principal 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. 
Please refer to the CP Policy for the allegation management procedures. 
 
Whistle Blowing 
Refer to separate policy  
 
Sharing Concerns and Recording Incidents 
  

• If you have any concerns about a student’s welfare, a record of the 
concern should be made and this should be passed to the Principal 
and/or safeguarding officer.  

• If you have a concern regarding a member of staff, this should be 
reported to the Principal. 

• If the allegation concerns the Principal, the Chair of Governors must be 
alerted instead. 

 
Reference documents 
 

• ‘Guidance for Safer Working practice for adults who work with children 
and young people’ (Government offices – Jan 2009) 

• ‘Keeping Children Safe in Education’ 2015 
• ‘What to do if you’re worried a child is being abused’ 2015 
• ‘Information sharing’ 2015 
• WSCB Social Networking policy 2015 
• Academy policies on the Academy website 
• WSCB website 

 
	  


