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Code of personal and professional conduct 
2019
 “At St Mary’s the child is at the heart of the Catholic faith community.  As a school we aim to provide a high standard of child centred education in a safe supportive learning environment, where respect and Christian values are promoted. ”

INTRODUCTION
All schools are required to have a Code of Personal and Professional Code of Conduct in place.

This Policy was drawn up in collaboration with all St Mary’s school Staff, having had initial discussions in August on the need and requirements of an updated policy. A draft was presented to the staff in November 2016 for feedback and presented to the BOG on the Tuesday 29 November 2016 for ratification. It was updated in May 2019 and presented to the BoG in June 2019.
PURPOSE AND PRINCIPLES

A 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.

POLICIES

This policy must be read in conjunction with other relevant Policies and Procedures which must be agreed and adhered to, including ICT, Intimate Care, Child Protection, Attendance and Absence Procedures.

 SCOPE OF THIS POLICY

The Code of Conduct in St Mary’s applies to:

· all members of staff; including senior management, teaching staff, classroom assistants, clerical and caretaking staff;

· volunteers, including governors;

· temporary staff, 

· student placements, including those undertaking initial teacher training and classroom assistant training 
References to ‘staff’ throughout the Code of Conduct refer to all of the above groups.

PROFESSIONAL STANDARDS AT WORK

Staff are expected to demonstrate the highest possible standards of personal and professional conduct and behaviour and consistently act with honesty and integrity. 

The school expects staff to treat each other, pupils, parents and the wider school community with dignity and respect at all times. Furthermore, staff must have regard for the ethos and values of the school as well as its policies and procedures and act in accordance with these at all times, including in their dealings with those who come into contact with the school including parents, visitors and the many outside agencies involved with St Mary’s.

Staff must act in accordance with their duty of care to pupils and ensure that the safety and welfare of the children and young people at the school are accorded the highest priority. In this and other ways staff should always maintain standards of conduct and behaviour which sustain their professional standing and that of the school.

Teachers are reminded of, and are expected to uphold, their wider responsibilities as set out in the General Teaching Council ‘s (GTCNI)  publication: Teaching: the Reflective Profession Incorporating the Northern Ireland Teacher Competences. It outlines the core values of the education profession as follows: 

· Trust

· Honesty

· Commitment

· Respect

· Fairness

· Equality

· Integrity 

· Tolerance

· Service 

· Commitment to Learners

Breach or failure to observe the provisions of this document may lead to action being taken under the school disciplinary procedure located on file in school office.

This document is available to all staff from the school Principal and in the Policy Section in the Staff Folder on the School’s intranet.

The Code of Conduct is not exhaustive in defining acceptable and unacceptable standards of conduct and behaviour and in circumstances where guidance does not exist individuals are expected to use their professional judgement and act in the best interests of the school and its pupils.

SETTING AN EXAMPLE

· All staff who work in schools set examples of behaviour and conduct which can be copied by pupils. Staff must therefore avoid using inappropriate or offensive language at all times.

· All staff must, therefore, demonstrate the highest standards of conduct in order to encourage our pupils to do the same.

· All staff must also avoid putting themselves at risk of allegations of abusive or unprofessional conduct.

DRESS AND APPEARANCE

· An individual’s dress and appearance is a matter of personal choice. However, staff should ensure that they dress appropriately, decently and safely for a school environment and for the role they undertake, as well as setting a good example to both pupils and visitors. 
The following guidelines are to be followed:
· All staff must dress in a manner that is likely to inspire public confidence and promote a professional and positive image of the St Mary’s.

· Clothing and appearance should not deliberately cause offence to the public or to people who come in to contact with, the School. 

· Clothing should be modest, non-offensive and contain no provocative, sectarian, sexist, or racist remarks. 

· Clothing should not display slogans or logos relating to drugs, alcohol or tobacco, or demonstrate sponsorship of such products.

· It is not acceptable to wear clothing that over exposes parts of the body, e.g. stomach, chest, thighs, etc., or that is transparent or see through.

· All classroom assistants are encouraged to wear the uniform provided by the School. 

· Staff should have particular regard to the health and safety risks involved with certain lessons i.e. Physical Education/ and the need to dress appropriately and safely when undertaking these activities, such as wearing appropriate footwear, removing jewellery etc. 

SAFEGUARDING PUPILS

St Mary’s Primary recognises its’ statutory and moral duty to safeguard and promote the welfare of pupils and understands that staff play a vital role in meeting these responsibilities.

· Staff must be aware of their individual safeguarding responsibilities, including to provide a safe environment in which children can learn, to be aware of the signs of abuse and neglect, to identify children who are suffering, or are likely to suffer, significant harm and to take appropriate action in such cases to prevent concerns from escalating. *
· All members of staff must be aware of the school’s systems for supporting child safeguarding, including the role of the school’s Designated Teacher and Safeguarding team.

· Staff must not demean or undermine pupils, their parents or carers, or colleagues.

· Staff must take the upmost care of pupils under their supervision with the aim of ensuring their safety and welfare. *
*Appropriate training is delivered by the designated teacher Mrs Lisa Flanagan in line with Child Protection and Safeguarding Policy and Procedures

SELF PROTECTION

Individuals who work or volunteer in a school environment are in a position of trust. Staff should be mindful of the need to maintain professional boundaries appropriate to their position and must always consider whether their actions are warranted, proportionate, safe and applied equitably.

Staff should act in an open and transparent way that would not lead any reasonable person to question their actions or intent. Staff should think carefully about their conduct so that misinterpretations are minimised.

All members of staff are aware of and should follow the Safeguarding Policy Guidelines for Self-Protection - Appendix 2 

PARENTS

Staff are expected to interact with parents in a polite and respectful manner and recognise parents’ entitlement to express any concerns they may have about their child’s learning, safety or wellbeing. Staff should avoid discussing school matters with parents outside school if approached and should instead refer the parent to the normal school communication channels.
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.

· In particular, criminal offences that involve violence or possession or use of illegal drugs or sexual misconduct are likely to be regarded as unacceptable and 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 their school email account or school learning platform account when communicating electronically regarding work.

· Staff may undertake work outside school, either paid or voluntary, provided that it does not conflict with the interests of the school and is not to a level which may contravene the working time regulations or affect an individual's work performance.

· 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.

CONFIDENTIALITY

· Where staff have access to confidential information about pupils 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.

· All staff are likely at some point to witness actions which need to be confidential. For example, where a pupil is bullied by another pupil (or by a member of staff), this needs to be reported and dealt with in accordance with the appropriate school procedure. It must not be discussed outside the school, including with the pupil’s parent or carer, nor with colleagues in the school except with a senior member of staff with the appropriate role and authority to deal with the matter.

DISCIPLINARY ACTION

· Staff must never, under any circumstances, drink alcohol or misuse substances during working hours, including breaks. If any staff member is at work under the influence of alcohol or illegal drugs, then that will be regarded as a serious disciplinary matter. If a staff member is prescribed drugs which may affect their ability to perform their job they should seek advice from your line manager.

· All staff need to recognise that failure to meet these standards of behaviour and conduct may result in disciplinary action, including dismissal. (Refer to Disciplinary Procedures.)

This policy will be updated annually if necessary.

Appendix 1 

Aide memoire for all staff

· When we speak to others we will use a positive statement rather than a negative one so that children can learn what we expect of them in any situation. 

· Use a calm tone of voice at all times, to explain something to or instruct the children, so that they can follow our words without feeling threatened or uncomfortable. 

· Avoid using sarcastic words or phrases as these demean children and prevent them from developing high self-esteem. 

· Speak respectfully to other adults at all times, even if we disagree with them. 

· As professionals we will: avoid workplace gossip and negativity as it breeds resentment and becomes a roadblock to effective communication and collaboration. We all have a duty to take active steps to divert conversations away from this if we come across it. 

· Maintain confidentiality about anything that we see or hear in the school, so that parents and children can trust us, and as a way of showing respect to our fellow professionals. 

· Work as part of a team, contributing as well as learning from others and helping to build up a strong workforce so that we can provide the best possible learning opportunities for the children. 

· Work within the school’s policies and practices, so that what we do is consistent with what has been agreed between all members of the staff and the governors. 

· Treat everyone with respect. 

· Dress appropriately, so that we set a good example for the children and to show that we are here to work. 

· Behave in a positive way despite any personal problems that we may have, especially in front of the children.

Appendix 2

Guidelines for Self-Protection 

Please read our school’s Safeguarding Policy and associated literature.

1. In the event of injury to a child, ensure that it is recorded and witnessed by another adult.

2. Keep records of any false allegations a child makes against you or other staff including - “you’re always picking on me”, to “you hit me”, or comments such as “Don’t touch me”. Keep record of dates and times. Get another adult to witness the allegation, if possible.

3. If a child touches you or talks to you in a sexually inappropriate way or place, record what happened and tell another adult. As it could be totally innocent, do not make the child feel like a criminal. However, remember that ignoring this or allowing it to go on may place you in an untenable situation. Neither is it a good idea for the child to go on doing this as the next person might take advantage and then say the child instigated it.

4. If you take children on journeys, always have two along. If it is an overnight trip, always check the rooms in pairs.

5. Do not spend excessive amounts of time alone with one child away from other people. If it is a one-to-one, make sure the door is open. Tell another member of staff if you are going to see a child on your own or inform the principal you are working with that child.

6. If you are in a holiday or residential setting never, under any circumstances, take a child or children into your room.

7. Do give firm guidelines on sexually inappropriate behaviour to the child. Explain that the behaviour is unacceptable and could get the child into difficulty, but do not make the child feel guilty. The behaviour may be an imitation of the abuse the child has suffered and is not the child’s fault.

8. If you are in a care situation with children with special needs, always have another person present when changing nappies or clothing or bathing a child.

9. Never do something of a personal nature for children that they can do for themselves. This includes cleaning bottoms etc., or any other activity that could be misconstrued.

10. Do not go into the toilet alone with children, if possible.

11. Be mindful of how and where you touch children. Never pat a child on the bottom. If you work with young children or children with special needs who sit on your lap, get a ‘lap cushion’ which they can sit on.

12. Be careful of extended hugs and kisses on the mouth from children. This might be particularly relevant to those working with children with special needs. This guideline is important not only for your protection, but for the children as well.

13. When taking children on an outing, think of how you appear to the public - they may misunderstand your actions. It may mean that disruptive children cannot go on outings.

14. All members of staff should carry identification when on journeys with children.

15. If you must physically restrain a child for any reason, be aware that it could be misinterpreted as assault.   Read Guidance on the Use of Reasonable Force to Restrain or Control Pupils. The use of reasonable force can only be authorised by the school principal.
16. Do not make sexually suggestive comments about a child even in jest.

17. Never keep suspicions of abuse or inappropriate behaviour by a colleague to yourself. If there is an attempted cover-up, you could be implicated in the silence.

18. Ensure that you have the opportunity to discuss your own feelings, if possible, with other members of staff.

19. It is strongly advised that all staff associated with school should avoid or, at least limit their use of social media. 

If using social media, privacy settings should be set to the highest possible setting. Staff should take care when engaging in the use of any form of social media ensuring that there is no mention of school, staff, pupils, parents and Board of Governors. This includes not uploading any photographs or information about anyone associated with our school. Children should never be invited to be a friend on any social media site. 

20. Mobile phones should not be switched on when in class or working with children. Mobile phones should never be used to take photographs of any child/ren in school or in a school related activity. Mobile phone numbers and personal email addresses should never be shared with any child or parent. 
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