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THE FOREST SCHOOL 

 

POLICY TITLE Staff Behaviour and Code of Conduct Policy 

PERSON(S) RESPONSIBLE 

FOR POLICY 

Senior Assistant Headteacher (Child Protection) 

WHO IS GOVERNED BY THIS POLICY 

Pupils, parents, carers, staff and Governors 

POINT(S) OF CONTACT 

 Headteacher, Senior Leadership Team 

LINKS TO THE FOLLOWING POLICIES AND PROCEDURES: 

Behaviour for Learning, Health and Safety, Inclusion, Safeguarding and Child Protection, 

Equality Act 2010, Staff ICT Acceptable Use Policy, The Use of Force to Restrain Policy, 

Staff Handbook, Teacher Standards 

 

 

Rationale  

All staff are 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 the school. Members of staff are required to comply with 

all reasonable instructions from the Headteacher.  

 

Staff need to ensure that their behaviour does not inadvertently lay them open to 

allegations of abuse. They need to treat all pupils with respect and try, as far as possible, 

not to be alone with a child or young person. Where this is not possible, for example, in 

an instrumental music lesson, or sports coaching lesson, it is good practice to ensure that 

others are within earshot. Where possible, a gap or barrier should be maintained between 

teacher and child at all times. Any physical contact should be the minimum required for 

care, instruction or restraint. Staff should avoid taking one student on his / her own in a 

car. Staff must maintain high standards of ethics and behaviour, within and outside the 

school, by: 
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 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 

 having 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 

 teaching staff must have an understanding of, and always act within, the statutory 

frameworks which set out their professional duties and responsibilities 

 teaching staff - personal mobile telephones must be switched of at all times when 

teaching a class 

 

Inappropriate Behaviour 

 

Inappropriate behaviour (such as bullying and harassment) can take a range of forms.  

It can be anything that is said, as well as body movements such as gestures and facial 

expressions. It can be face to face or via written communication in all formats including 

e-mail, the Internet and the telephone and can include elements of non-communication 

such as silence or exclusion. 

Inappropriate behaviour may include elements of sexist, racist, homophobic behaviour or 

unfair treatment (discrimination) on the basis of age, religion or belief, sexual 

orientation, race, gender, disability or gender reassignment. 

Victimisation of an employee, colleague or Trade Union member is inappropriate 

behaviour. 

For Definitions of bullying, harassment and victimisation and examples please see 

Appendix A.   

For full definitions and examples of types of discrimination please see Appendix B  

 

Communication with Pupils 

 

To protect yourselves from allegations of abuse, you should not give your personal mobile 

phone numbers or personal email addresses to pupils, nor should you communicate with 

them by text message or personal email. If you need to speak to a student by telephone, 

you should use one of the school's telephones and email using the school system.  
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The group leader on all trips and visits involving an overnight stay should take a school 

mobile phone with him/her and may ask the pupils for their mobile numbers before 

allowing them out in small, unsupervised groups. The school mobile should be used for 

any contact with pupils that may be necessary. The group leader will delete any record of 

pupils' mobile phone numbers at the end of the trip or visit and should ensure that pupils 

delete any staff numbers that they may have acquired during the trip. 

 

Social Networking, Social Media  

 

Your professional reputation is part of your current and future career, therefore managing 

your online reputation is essential. 

 

Anything you post online or send by email is potentially public and permanent, 

even if you subsequently delete posts and emails and if you use privacy settings. 

On social networking sites, friends can re-post or comment on your posts which 

means others to whom you have not given access may view your comments. 

 

Be careful about comments you post on your friends’ walls; if their profile is not set to 

private, your posts will be visible to everyone. It is important, regardless of which setting 

you use, to assume that every post you make could be made public, as friends’ settings 

do not guarantee privacy.  

 

It is also strongly advised that you do not accept friend or follow requests on your personal 

accounts from pupils, past or present, or from parents at the school. By accepting such 

requests you could make yourself vulnerable by sharing personal information or by having 

access to personal information about pupils. This could leave you open to allegations of 

inappropriate conduct, as well as exposure to unwanted contact.  

 

 

Email 

 

All emails sent from your school email account should be regarded as public, especially as 

a ‘data subject access’ request could be made under the Data Protection Act. Emails should 

always be in professional language and appropriate to being an employee. It should also 

be noted that where a private email account is used for issues associated with work, it has 

in some cases been deemed as a work account and therefore also subject to the rules of 

professional language and conducts. 
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In short, do not send a private email that you would not be happy for your 

employer or a colleague to read.  

 

 

Online harassment 

 

Sometimes remarks aimed at an individual or the school go beyond inappropriate and 

become offensive and abusive. The best option is not to draw attention to these or escalate 

the issue; when ignored the offended party may be give up and the remarks end up being 

seen by only a handful of disgruntled individuals. However, if this continues it can become 

harassment.  

 

If you feel that you are the recipient of any online harassment, then please speak with a 

member of the Senior Leadership Team in the first instance.  

 

 

Physical contact with pupils 

 

There are occasions when it is entirely appropriate and proper for staff to have physical 

contact with pupils, but it is crucial that they only do so in ways appropriate to their 

professional role. Staff should, therefore, use their professional judgement at all times. 

Staff should not have unnecessary physical contact with pupils and should be alert to the 

fact that minor forms of friendly physical contact can be misconstrued by pupils or 

onlookers. A member of staff can never take the place of a parent in providing physical 

comfort and should be cautious of any demonstration of affection. Physical contact should 

never be secretive, or for the gratification of the adult, or represent a misuse of authority. 

If a member of staff believes that an action could be misinterpreted, the incident and 

circumstances should be recorded as soon as possible, the Headteacher must be informed 

and, if appropriate, a copy placed on the pupil's file. 

 

 

Physical Restraint 

 

Any physical restraint is only permissible when a child is in imminent danger of inflicting 

an injury on himself or on another, and then only as a last resort when all efforts to diffuse 

the situation have failed. Another member of staff should, if possible, be present to act as 

a witness. All incidents of the use of physical restraint should be recorded in writing and 

the procedure in the Use of Force to Restrain Policy must be followed.  
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In physical education and other activities requiring physical contact where exercises or 

procedures need to be demonstrated, extreme caution should be used if the demonstration 

involves contact with pupils and, wherever possible, contact should be avoided. It is 

acknowledged that some staff, for example, those who teach PE and games, or who offer 

music tuition, will, on occasions, have to initiate physical contact with pupils in order to 

support a student so they can perform a task safely, to demonstrate the use of a particular 

piece of equipment / instrument or assist them with an exercise. This should be done with 

the pupil's agreement. Contact under these circumstances should be for the minimum time 

necessary to complete the activity and take place in an open environment. Staff should 

remain sensitive to any discomfort expressed verbally or non-verbally by the child. 

 

 

 

 

Transporting pupils 

 

A member of staff should not give a lift in a car to a student alone. Wherever possible and 

practicable it is advisable that transport is undertaken other than in private vehicles, with 

at least one adult additional to the driver acting as an escort. If there are exceptional 

circumstances that make unaccompanied transportation of pupils unavoidable, the journey 

should be made known to a senior member of staff. 

 

 

Confidentiality 

 

Members of staff are required to keep confidential, both during their employment and at 

any time after its termination, all information gained in the course of their employment 

about the school’s business and that of the pupils. 

 

Student confidentiality is the paramount consideration of the school. Disclosure of student 

information without the authorisation of senior management will be treated as Gross 

Misconduct. It may also constitute an offence under the Data Protection Act 1998. If 

members of staff are in any doubt about whether or not to disclose any piece of 

information, they should not do so until they have asked either the Headteacher or a 

member of the Senior Leadership Team. 
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Staff members should never give absolute guarantees of confidentiality to pupils or adults 

wishing to tell them about something serious. They should guarantee only that they will 

pass on information to the minimum number of people who must be told in order to ensure 

that the proper action is taken to sort out the problem and that they will not tell anyone 

who does not have a clear need to know. They will also take whatever steps they can to 

protect the informing student or adult from any retaliation or unnecessary stress that 

might be feared after a disclosure has been made. 

 

Staff are reminded that the contents of all meetings are confidential. Great care should be 

taken with minutes of meetings which are circulated to staff and with other distributed 

student information. 

 

Staff are asked to be discreet in their conversations in the corridors and on the stairs, and 

in other public places, where the reputation of the school is at stake and the privacy of the 

individual, both Staff and pupils, must be protected. 

 

Members of staff who are concerned about any aspect of their relationship with a student 

should discuss the matter immediately with the Headteacher. 

 

Staff v Student Grievance 

 

When there is a disagreement between staff and pupils please refer to the procedure 

outlined in the Staff Handbook. 

 

Dress Code 

 

The image that the appearance of staff at the school presents to its pupils and parents is 

very important. Accordingly, members of staff are required to dress appropriately (in the 

reasonable opinion of the Headteacher) during working hours. Members of staff are asked 

to respect a professional dress code. This includes no Jeans, no short skirts, no low-cut 

tops, no t-shirts with offensive slogans, no tracksuit bottoms or trainers (unless conducting 

PE), no hoodies and No flip-flops.   

 

Health & Safety 

 

Members of staff are required to gain an understanding of the school’s Health & Safety  

Procedures, observe them, and ensure that safety equipment and clothing are always 

used. 
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Members of staff must report all accidents, however small, as soon as possible, making 

an entry in the school’s Accident Book. 

 

Smoking 

 

Smoking is not permitted anywhere on the school site nor in school vehicles. 

 

 

Mobile Phones 

 

Casual or inappropriate use of mobile phones by staff may pose a risk, if staff are distracted 

from caring for pupils. It is the responsibility of staff who bring mobile phones to school to 

abide by the guidelines set out in the Code of Conduct: 

 

 Mobile phone communication should be used sparingly and only when deemed 

necessary and never during lessons unless there is an emergency 

 

 Mobile phones should be on silent / vibrate and kept out of sight 

 No staff member is to use a mobile phone to take photographs or make videos of 

any pupils 

 Staff must ensure that any file stored on their phone does not contain material 

that: 

 

 displays images of violence, injury or death 

 is pornographic in nature or abusive 

 promotes intolerance, and/or discrimination on grounds of race, sex, disability, 

sexual orientation, religion or age 

 relates to criminal activity e.g. buying and selling drugs 

  relates to unlawful activity e.g. breach of copyright 

  may generate a security risk to the school or cause offence 

 

 Staff should take their mobile phone on school trips as an emergency precaution. 

The school must be kept informed of their current mobile phone contact number. 

 

The school does not accept any responsibility for the loss, theft or damage of a 

mobile phone. 
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Standards of behaviour 

 

All staff have a responsibility to maintain public confidence in their ability to safeguard the 

welfare and best interests of children. 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. 

 

There may be times where an individual’s actions in their personal life come under scrutiny 

from the community, the media or public authorities, including with regard to their own 

children, or children or adults in the community. Staff should be aware that their 

behaviour, either in or out of the workplace, could compromise their position within the 

work setting in relation to the protection of children, loss of trust and confidence, or 

bringing the employer into disrepute. Such behaviour may also result in prohibition from 

teaching by the NCTL, a bar from engaging in regulated activity, or action by another 

relevant body. 

 

 

Social contact outside the workplace 

 

It is acknowledged that staff may have genuine friendships and social contact with parents 

of pupils, independent of the professional relationship. Staff should, however, also be 

aware that professionals who sexually harm children often seek to establish relationships 

and contact outside of the workplace with both the child and their parents, in order to 

‘groom’ the adult and the child and / or create opportunities for sexual abuse. 

 

If a student or parent seeks to establish social contact, or if this occurs coincidentally, you 

should exercise your professional judgment. This also applies to social contacts made 

through outside interests or your own family. 

 

 

Photography, videos and other images 

 

Many educational activities involve recording images. These may be undertaken for 

displays, publicity to celebrate achievement and to provide records of evidence of the 

activity. However, whilst images are regularly used for very positive purposes adults need 

to be aware of the potential for these to be taken and / or misused or manipulated or 

pornographic or ‘grooming’ purposes.  
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This means that you should: 

 

 Only retain images when there is a clear and agreed purpose for doing so 

 Store images in an appropriate secure place in the school or setting 

 Ensure that a senior member of staff is aware that the photography / image 

equipment is being used and for what purpose 

 Be able to justify photos / images of pupils in their possession 

 Avoid making images in one-to-one settings 

 

 

Gifts 

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. There are occasions 

when pupils or parents wish to pass small token of appreciation to staff (e.g. at 

Christmas or as a thank-you and this is usually acceptable). However, it is unacceptable 

to receive gifts on a regular basis or of any significant value.  

Similarly it is inadvisable to give such personal gifts to pupils or their families. This could 

be interpreted as a gesture either to bribe or groom. It might also be perceived that a 

‘favour’ of some kind is expected in return.  

This means that you should: 

 Only give gifts to a student as part of an agreed reward system 

 Where giving gifts other than as above, ensure that these are of insignificant 

value and given to all pupils equally 

 Ensure that you do not behave in a manner which is either favourable or 

unfavourable to individual pupils 

 

Role of Governors 

Monitoring and Review of Policy 

Approved by the Governing Body at their October 2020 meeting. 

To be reviewed annually. 

 

Signed:___________________________________ (Chair of Governors) 

 

Date: __________________________ 
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Appendix A 

Definitions of bullying, harassment & victimisation 
 

1.  What is bullying? 

Bullying is insulting, humiliating or malicious behaviour targeted at a group or an 

individual.  It sometimes involves the abuse of power or position.  Power is not 

necessarily due to seniority of position, it may be across levels within the organisation.  

A Line Manager implementing the disciplinary or capability procedure is not in itself 

bullying behaviour.  Examples of bullying include: 

 preading malicious rumours or insulting someone 

 Overbearing supervision 

 Deliberately undermining a fellow worker by overloading and constant 

criticism 

 'Picking on' someone or setting them up to fail 

 Preventing individuals progressing by intentionally blocking promotion or 

training opportunities 

 Setting impossible deadlines. 

 Making threats or comments about job security without foundation. 

 

2.  What is harassment? 

Harassment is unwanted behaviour from one employee that focuses on the personal 

characteristics of others, such as their sexual orientation, age, disability, gender 

reassignment, race, religion or belief and sex, and has the purpose or effect of violating 

an individual’s dignity or creating an intimidating, hostile, degrading, humiliating or 

offensive environment for the individual.  Complaints of offensive behaviour may be 

made by any member of staff, even if they do not have the relevant characteristic 

themselves.  (For more information and an example please see “Types of discrimination 

– definitions”). Examples of harassment include: 

 Ridiculing, demeaning someone or making offensive jokes 

 Crude or offensive language 

 Copying emails that are critical about someone to others who do not need to 

know 

 Unwelcome sexual advances e.g. touching, standing too close  

 Displaying or circulating discriminatory or offensive pictures, images or materials  
 

3.  What is Victimisation? 

In relation to the Equality Act 2010, victimisation occurs when an employee is treated 

badly because they have made or supported a complaint or raised a grievance, or 

because they are suspected of doing so.  Employees are not protected from victimisation 

if they have maliciously made or supported an untrue complaint.  (For more information 

and an example please see “Types of discrimination – definitions”).  Employment Law 

provides protection from other forms of victimisation related to “whistle blowing” and 

trade union membership.  
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Appendix B 

Types of discrimination: definitions and examples 

Introduction 

When raising a behaviour related grievance, either informally or formally, employees 

may use terms such as “discrimination” or “harassment”.  It is important that line 

managers, investigating officers and employees are clear about the meaning of these 

terms. This guidance note gives definitions of each of these terms together with an 

example to help illustrate what they mean in practice.   

As employees of a local authority we each have a legal duty to eliminate unlawful 

discrimination. 

The Equality Act 2010 

The Equality Act 2010 provides protection against discrimination for the following groups 

– age, disability, gender reassignment, race, religion or belief, sex, sexual orientation, 

marriage and civil partnership and pregnancy and maternity.  These are called ‘protected 

characteristics’.  Discrimination can take many forms and can include actions/comments 

that may have been unintentional. 

The following definitions and examples have been taken from the ACAS Equality Act 

Employers Guide (July 2010). 

Direct discrimination 

Direct discrimination occurs when someone is treated less favourably than another 

person because of a protected characteristic they have or are thought to have (see 

perceptive discrimination below), or because they associate with someone who has a 

protected characteristic (see associative discrimination below).  Direct discrimination can 

never be justified and is unlawful. 

Example: 

Alan, a senior manager, turns down Melinda’s application for promotion to a supervisor 

position. Melinda, who is a lesbian, learns that Alan did this because he believes the 

team that she applied to manage are homophobic. Alan thought that Melinda’s sexual 

orientation would prevent her from gaining the team’s respect and managing them 

effectively. This is direct sexual orientation discrimination against Melinda. 

Associative discrimination 

Protection from associative discrimination applies to race, religion or belief, sexual 

orientation, age, disability, gender reassignment and sex. This is direct discrimination 

against someone because they associate with another person who possesses a protected 

characteristic.  

Example: 

Nadia works as a project manager and is looking forward to a promised promotion.  

However, after she tells her boss that her mother, who lives at home, has had a stroke, 

the promotion is withdrawn because the boss thinks that Nadia will not have time to 

concentrate on her new job due to caring responsibilities for her mother. This may be 

discrimination against Nadia because of her association with a disabled person. 
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Perceptive discrimination 

Protection against perceptive discrimination applies to race, religion or belief, sexual 

orientation, age, disability, gender reassignment and sex.  This is direct discrimination 

against an individual because others think they possess a particular protected 

characteristic. It applies even if the person does not actually possess that characteristic.  

Example 

Jim is 45 but looks much younger.  Many people assume that he is in his mid 20s. He is 

not allowed to represent his company at an international meeting because the Managing 

Director thinks that he is too young. Jim has been discriminated against on the 

perception of a protected characteristic. 

Indirect discrimination 

Protection against indirect discrimination applies to race, religion or belief, sexual 

orientation, marriage and civil partnership, disability, gender reassignment, sex and age.  

Indirect discrimination can occur when the organisation has a condition, rule, policy or 

even a practice that applies to everyone but particularly disadvantages people who share 

a protected characteristic.  

Indirect discrimination can be justified if the employer can show that they acted 

reasonably in managing the business, i.e. that it is ‘a proportionate means of achieving a 

legitimate aim’.  A legitimate aim might be any lawful decision made to run the business 

or organisation, but if there is a discriminatory effect, the sole aim of reducing costs is 

likely to be unlawful.  Being proportionate really means being fair and reasonable, 

including showing that ‘less discriminatory’ alternatives to any decision have been made.  

Example 

Biggs Bookstore experiences a sudden increase in business and asks all staff to work on 

Saturdays.  John, who is Jewish, says that he cannot break the Sabbath and requests to 

be excused Saturday shifts. Biggs try unsuccessfully to accommodate John’s request and 

finally dismiss him. 

Unless Biggs Bookstore can show that it acted legitimately and proportionately, they will 

be judged to have discriminated against John. 

Harassment 

Harassment is “unwanted conduct related to a relevant protected characteristic, which 

has the purpose or effect of violating an individual’s dignity or creating an intimidating, 

hostile, degrading, humiliating or offensive environment for that individual”.  Protection 

from harassment applies to race, religion or belief, sexual orientation, age, disability, 

gender reassignment and sex.  

 

Employees are able to complain of behaviour that they find offensive even if it is not 

directed at them.  The employee making the complaint does not need to possess the 

relevant characteristic them self.  Employees are also protected from harassment 

because of perception and association (see above). 

 

 

 



 
 

13 

Example 1 

Paul is disabled and is claiming harassment against his line manager after she frequently 

teased and humiliated him about his disability.  Richard shares an office with Paul and he 

too is claiming harassment, even though he is not disabled, as the manager’s behaviour 

has also created an offensive environment for him. 

Example 2 

Steve is continually being called gay and other related names by a group of employees 

at his work.  People from this group have posted homophobic comments on the staff 

noticeboard about him.  Steve was recently physically pushed to the floor by one 

member of the group but is too scared to take action.  Steve is not gay but 

heterosexual; furthermore the group know he isn’t gay.  This is harassment because of 

sexual orientation. 

 

Bullying 

Bullying does not have a legal definition but is often defined as a form of harassment.  

Bullying may be characterised as offensive, intimidating, malicious or insulting 

behaviour, an abuse or misuse of power through means intended to undermine, 

humiliate, denigrate or injure the recipient. Bullying or harassment may be by an 

individual against an individual (perhaps by someone in a position of authority such as a 

manager or supervisor) or involve groups of people. It may be obvious or it may be 

insidious. Whatever form it takes, it is unwarranted and unwelcome to the individual. 

 

Example 

Jessica has been asked to present a report that she has written to the Management 

Team (her Line Manager is a member of this team).  The Management Team do not like 

the report or the proposals and give Jessica a hard time.  At the meeting, despite having 

previously agreed the content of the report and the proposals, her Line Manager is 

critical of Jessica.  This leaves Jessica feeling unsupported and humiliated.   Jessica could 

claim that she has been bullied. 
 

Third party harassment 

Protection against third party harassment applies to race, religion or belief, sexual 

orientation, age, disability, gender reassignment and sex.  The Equality Act makes 

employers potentially liable for harassment of their employees by people (third parties) 

who are not employees of the organisation, such as customers or clients. Employers are 

only liable when harassment has occurred on at least two previous occasions, the 

employee has informed the employer that it has taken place, and the employer has not 

taken reasonable steps to prevent it from happening again.  These complaints are dealt 

with under the WSCC Complaints Procedure. 

Example 

Ahmed manages a Council Benefits Office.  One of his staff, Frank, is gay.  Frank 

mentions to Ahmed that he is feeling unhappy after a claimant made homophobic 

remarks in his hearing.  Ahmed is concerned and monitors the situation.  Within a few 

days the claimant makes further offensive remarks.  Ahmed reacts by having a word 

with the claimant, pointing out that this behaviour is unacceptable.  He considers 

following it up with a letter to him pointing out that he will ban him if this happens again.  

Ahmed keeps Frank in the picture with the actions he is taking and believes he is taking 

reasonable steps to protect Frank from third party harassment. 
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Victimisation 

In relation to the Equality Act 2010 victimisation occurs when an employee is treated 

badly because they have made or supported a complaint or raised a grievance about 

discrimination under the Act; or because they are suspected of doing so. An employee is 

not protected from victimisation if they have maliciously made or supported an untrue 

complaint. 

 

Example 

Anne makes a formal complaint against her manager because she feels that she has 

been discriminated against because of marriage.  Although the complaint is resolved 

through the organisation’s grievance procedures, Anne is subsequently ostracised by her 

colleagues, including her manager.  She could claim victimisation. 

 

 

 


