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STAFF CODE OF CONDUCT POLICY
PURPOSE, SCOPE AND PRINCIPLES

The Prophet of Allah SAW was never obscene or coarse; rather, he used to tell us that the best amongst us were those
with the best manners. (Sahih Al Bukhari)
Adults have a crucial role to play in the lives of children. This Code of Conduct has been produced to
help all adults at Rochdale Islamic Academy (RIA) to establish the safest possible learning and working
environment. It 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 upon them.
School staff are in a unique position of influence and must adhere to behaviour that sets a good example
and act as Islamic role models to all the pupils within the school. The position of a teacher is a huge
responsibility and staff are expected to bear this with integrity, honesty and to act in a professional
manner at all times both on and off the school site.
DUTY OF CARE

All staff, trustees and volunteers have a duty to keep pupils and themselves safe and to protect them
from sexual, physical and emotional harm. This duty is, in part, exercised through the development of
respectful, caring and professional relationships between adults and pupils and behaviour by adults that
demonstrate integrity, maturity and good judgment. Following this Code of Conduct will help to
safeguard staff, trustees and volunteers from being maliciously, falsely or mistakenly suspected or
accused of professional misconduct in relation to pupils.
Staff, trustees and volunteers must feel able to raise issues of concern and everyone must fully recognise
the duty to do so particularly in terms of child protection. A member of staff who “whistleblows” or
makes a public interest disclosure will have the protection of the relevant legislation. (Also see
Safeguarding policy)
This Code of Conduct cannot provide a complete checklist of what is, or is not, appropriate behaviour
for staff. However, it does highlight behaviour that is illegal, inappropriate or inadvisable in relation to
pupils. There will be occasions and circumstances in which staff have to make decisions or take action in
the best interests of the pupil where no specific guidance has been given. Adults are expected to make
responsible and informed judgements about their own behaviour in order to secure the best interests
and welfare of the pupils in their charge.
This Code of Conduct forms part of the school’s disciplinary rules for staff. A serious breach of the
Code will be regarded as gross misconduct. A less serious breach may result in a disciplinary warning.
Where an allegation of abuse is made against a member of staff the trustees will follow the guidance set
out in the relevant Safeguarding Pupils and Safer Recruitment in Education documents. This guidance is
about managing allegations that might indicate that a person is unsuitable to continue to work with
pupils in their present position, or in any capacity. It will be used where it is alleged that a member of
staff or a volunteer or a trustee has:
•
•
•

behaved in a way that has harmed a child, or may have harmed a child;
possibly committed a criminal offence against or related to a child; or,
behaved towards a child or pupils in a way that indicates s/he is unsuitable to work with pupils.
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This Code of Conduct applies to:
All staff teaching and non-teaching, volunteers and trustees who are employed by the school, including
the Headteacher;
STANDARDS OF BEHAVIOUR

All staff have a responsibility to maintain public confidence in their ability to safeguard the welfare and
best interests of pupils. They should adopt high standards of personal conduct in order to maintain the
confidence and respect of their peers, pupils and the public in general. An individual's behaviour, either
in or out of the workplace, should not compromise her position within the work setting or bring the
school into disrepute.
All staff who work in schools provide a role model for behaviour and conduct which can be copied by
pupils. All staff must, therefore, demonstrate high standards of conduct in order to encourage our
pupils to do the same.
This Code helps all staff to understand what behaviour is and is not acceptable.
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.
In particular, criminal offences that involve violence or possession or use of illegal drugs or sexual
misconduct are likely to be regarded as unacceptable.
Staff may undertake work outside school, either paid or voluntary, provided that it does not conflict
with the interests of the school nor be to a level which may contravene the working time regulations or
affect an individual's work performance.
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BEHAVIOUR LEADERSHIP Corporal punishment is unlawful in all schools settings. Staff should not use

any form of degrading or humiliating treatment to punish a child. The use of sarcasm, demeaning or
insensitive comments towards children is completely unacceptable. Where pupils display difficult or
challenging behaviour, adults must follow the school’s or setting’s behaviour and discipline policy using
strategies appropriate to the circumstance and situation Where a pupil has specific needs in respect of
particularly challenging behaviour, a positive handling plan, including assessment of risk, should be
drawn up and agreed by all parties, including, for example, a medical officer where appropriate.
Senior leaders should ensure that the establishment’s behaviour policy includes clear guidance about the
use of isolation and seclusion. The legislation on these strategies is complex and staff should take
extreme care to avoid any practice that could be viewed as unlawful, a breach of the pupil’s human
rights and/or false imprisonment.
THE USE OF CONTROL AND PHYSICAL INTERVENTION

A person will not be taken to have used corporal punishment if the action was taken for reasons that
include averting an immediate danger of personal injury to, or an immediate danger of death of, any
person including the child.
The law and guidance for schools states that adults may reasonably intervene to prevent a child from:
a. committing a criminal offence
b. injuring themselves or others
c. causing damage to property
d. engaging in behaviour prejudicial to good order and to maintain good order and discipline.
Great care must be exercised in order that adults do not physically intervene in a manner which could
be considered unlawful.
ONE TO ONE SITUATIONS

Staff working in one to one situations with pupils at the setting, including visiting staff from external
organisations can be more vulnerable to allegations or complaints.
To safeguard both pupils and adults, a risk assessment in relation to the specific nature and implications
of one to one work should always be undertaken. Each assessment should take into account the
individual needs of each pupil and should be reviewed regularly.
Arranging to meet with pupils from the school or setting away from the work premises should not be
permitted unless the necessity for this is clear and approval is obtained from a senior member of staff,
the pupil and their parents/carers.
HOME VISITS

All work with pupils and parents should usually be undertaken in the school or setting or other
recognised workplace. There are however occasions, in response to an urgent, planned or specific
situation or job role, where it is necessary to make one-off or regular home visits.
It is essential that appropriate policies and related risk assessments are in place to safeguard both staff
and pupils, who can be more vulnerable in these situations.
A risk assessment should be undertaken prior to any planned home visit taking place. The assessment
should include an evaluation of any known factors regarding the pupil, parents/carers and any others
living in the household. Consideration should be given to any circumstances which might render the
staff member becoming more vulnerable to an allegation being made e.g. hostility, child protection
concerns, complaints or grievances. Specific thought should be given to visits outside of ‘office hours’ or
in remote or secluded locations. Following the assessment, appropriate risk leadership measures should
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be put in place, before the visit is undertaken. In the unlikely event that little or no information is
available, visits should not be made alone.
The Headteacher must always be informed of all home visits whether during or out of school hours.
FIRST AID AND MEDICATION

All settings should have an adequate number of qualified first-aiders. Parents should be informed when
first aid has been administered.
Any member of school staff may be asked to become a qualified first-aider or to provide support to
pupils with medical conditions, including the administering of medicines, but they cannot be required
to do so unless this forms part of their contract of employment.
Staff should receive sufficient and suitable training and achieve the necessary level of competency before
they take on responsibility to support children with medical conditions.
Advice on managing medicines is included in the statutory guidance on supporting pupils at school with
medical conditions. In circumstances where a pupil needs medication regularly, this would usually be
recorded in their individual healthcare plan. This provides details of the level and type of support a child
needs to manage effectively their medical condition in school and should include information about the
medicine to be administered, the correct dosage and any storage requirements.
After discussion with parents, children who are competent should be encouraged to take responsibility
for managing their own medicines and procedures. This could include for example, the application of
any ointment or sun cream, or use of inhalers or EpiPen.
If a member of staff is concerned or uncertain about the amount or type of medication being given to a
pupil this should be discussed with the Designated Safeguarding Lead.
Adults taking medication which may affect their ability to care for children should seek medical advice
regarding their suitability to do so and providers should ensure that they only work directly with
children if that advice confirms that the medication is unlikely to impair their ability to look after
children. Adults taking medication which may affect their performance must always inform the
headteacher. Employers are also responsible for managing the performance of their employees and for
ensuring they are suitable to work with children. Risk assessment is likely to recommend that staff
medication on the premises must be securely stored and out of reach of children at all times.
CONFIDENTIALITY, INTEGRITY AND SECURITY

We expect staff to have an awareness and high regard for the confidential, sensitive and important
nature of their role and will be mindful of this at all times including formal and informal discussions
with parents, other members of staff, pupils and the wider school community. Particular attention
should be paid in public areas of the school such as corridors, the playground and the
staff room.
A “need to know” approach should be adopted to safeguard this principle and to ensure no child or
group of pupils is unfairly stereotyped or unnecessarily spotlighted. Where possible no names should be
explicitly mentioned whether for positive, negative or information purposes in public areas, unless it is
on a need to know basis for all present to hear.
Confidential information about pupils must be held securely. Confidential information
about pupils must not be held off the school site other than on security protected school
equipment.
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SEXUAL CONTACT WITH PUPILS AND ABUSE OF TRUST

Any sexual behaviour, whether homosexual or heterosexual, by a member of staff, volunteer or trustee
with or towards a child or young person is illegal. Pupils and young people are protected by the same
laws as adults in relation to non-consensual sexual behaviour. They are additionally protected by specific
legal provisions regardless of whether there is consent or not. All adults working in the school who have
contact with pupils are in positions of trust. The Sexual Offences (Amendment) Act 2000 specifically
established a criminal offence of the abuse of trust in relation to teachers and others who are in
relationship of trust with 16 -18 year olds.
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STAFF DRESS CODE

A person's dress and appearance are matters of personal choice and self-expression. However staff and
volunteers should recognise that they are role models to the pupils and their choice of dress should
uphold the school’s expectations for the pupils. Staff and volunteers must ensure they are dressed in an
Islamically appropriate manner, safely and appropriately for the tasks they undertake. Those who dress
or appear in a manner which could be considered as inappropriate could render themselves vulnerable
to criticism or allegations of misconduct. All Items of clothing must be absent from political or other
contentious slogans.
GIFTS, REWARDS, FAVOURITISM AND EXCLUSION

Staff need to take care that they do not accept any gift that might be construed by others as a bribe or
lead the giver to expect preferential treatment. There are occasions when pupils or parents wish to pass
small tokens of appreciation to staff e.g. at Eid or as a thank-you and this is acceptable. However, it is
unacceptable to receive gifts on a regular basis or of any significant value. Personal gifts must not be
given to pupils. This could be misinterpreted as a gesture either to bribe or single out the young person.
It might be perceived that a 'favour' of some kind is expected in return. Any reward given to a pupil
should be consistent with school policy, recorded, and not based on favouritism.
Adults should exercise care when selecting children for specific activities, jobs or privileges in order to
avoid perceptions of favouritism or injustice. Similar care should be exercised when pupils are excluded
from an activity. Methods of selection and exclusion should always be subject to clear, fair, agreed
criteria.
INFATUATIONS AND ‘CRUSHES’

All staff need to recognise that it is not uncommon for pupils to be strongly attracted to a member of
staff and/or develop a ‘crush’ or infatuation. They should make every effort to ensure that their own
behaviour cannot be brought into question, does not appear to encourage this and be aware that such
infatuations may carry a risk of their words or actions being misinterpreted.
Any member of staff who receives a report, overhears something, or otherwise notices any sign,
however small or seemingly insignificant, that a young person has become or may be becoming
infatuated with either themselves or a colleague, should immediately report this to the Head teacher or
most senior leader. In this way appropriate early intervention can be taken which can prevent escalation
and avoid hurt, embarrassment or distress for those concerned.
The Head teacher (or senior leader) should give careful thought to those circumstances where the staff
member, pupil and their parents/carers should be spoken to and should ensure a plan to manage the
situation is put in place. This plan should respond sensitively to the child and staff member and maintain
the dignity of all. This plan should involve all parties, be robust and regularly monitored and reviewed.
SOCIAL CONTACT OUTSIDE OF 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.
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Social networking sites and blogging are extremely popular. Staff must not post material which damages
the reputation of the school or which causes concern about their suitability to work with
pupils and young people. Those who post material which could be considered as inappropriate
could render themselves vulnerable to criticism or allegations of misconduct or disciplinary action.
Staff in school should not establish or seek to establish social contact with pupils for the purpose of
securing a friendship or to pursue or strengthen a relationship. This includes social networking and
blogging. Even if a pupil seeks to establish social contact, or if this occurs coincidentally, the member of
staff should exercise her/his professional judgment in making a response and be aware that such social
contact in person, by phone or on the internet could be misconstrued and may place the member of
staff in a very vulnerable position.
Staff and volunteers must not give their personal details such as home/mobile phone number; home or
e-mail address to pupils unless the need to do so is agreed with senior leadership.
Some staff may, as part of their professional role, be required to support a parent or carer. If that
person comes to depend upon the staff member or seeks support outside of their professional role this
should be discussed with senior leadership and where necessary referrals made to the appropriate
support agency.
INTERNET USE AND ELECTRONIC COMMUNICATION

The school has a separate policy on the acceptable use of communication and security which forms part
of this Code of Conduct.
Under no circumstances should adults in school access inappropriate images. Deliberately accessing
pornography on school equipment will be treated as gross misconduct and may be considered a criminal
offence. Accessing indecent images of pupils on the internet, and making, storing or disseminating such
material, is illegal and is likely lead to criminal prosecution and may result in barring from work with
pupils and young people.
Personal property of a sexually explicit nature such as books, magazines, DVDs or such material on any
electronic media must not be brought into or stored on the school premises.
Staff should not use their mobile phones in pupil used areas, i.e. classrooms, corridors or the
playground. Mobiles must be switched off once inside the school building and placed in staff lockers.
TRANSPORTING PUPILS

In certain situations e.g. out of school activities, staff, volunteers or trustees may agree to transport
pupils. Wherever possible transport arrangements should be made in advance by a designated member
of staff. Wherever possible and practicable transport should be provided other than in private vehicles,
with at least one adult additional to the driver acting as an escort.
Adults should ensure that their behaviour is safe and that the transport arrangements and the vehicle
meet all legal requirements. They must ensure that the vehicle is roadworthy and appropriately insured
and that the maximum capacity is not exceeded
EDUCATIONAL VISITS AND SCHOOL CLUBS
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Staff and volunteers should take particular care when supervising pupils in the less formal atmosphere of
an educational visit, particularly in a residential setting, or after-school activity. Staff and volunteers
remain in a position of trust and the same standards of conduct apply. The school has a policy on
educational visits which forms part of this Code of Conduct.
CURRICULUM

Many areas of the curriculum can include or raise subject matter which is of a sensitive nature. Care
should be taken to ensure that resource materials are suitable, cannot be misinterpreted and clearly
relate to the learning outcomes identified by the lesson plan. This plan should highlight particular areas
of risk and sensitivity.
Care should be taken to comply with the setting’s policy on spiritual, moral, social, cultural (SMSC)
which should promote fundamental British values and be rigorously reviewed to ensure it is lawful and
consistently applied. Staff should also comply at all times with the policy for sex and relationships
education (SRE).
The curriculum can sometimes include or lead to unplanned discussion about
Subject matter of a sexual nature or otherwise sensitive nature.
Responding to pupils' questions can require careful judgement and staff must take guidance in these
circumstances from a senior member of staff and refer to the Sex and Relationships Policy.
In certain curriculum areas, such as PE, drama or music, staff may need to initiate some physical contact
with children, for example, to demonstrate technique in the use of a piece of equipment, adjust
posture, or support a child so they can perform an activity safely or prevent injury
The school is required by law to have a policy on sex and relationships education and it forms part of
this Code of Conduct.
PHOTOGRAPHY, VIDEOS AND OTHER IMAGES

Many school activities involve recording images. Photographs must ONLY be taken on the school
camera; staff mobiles must never be used to take or record images. These may be undertaken as part of
the curriculum, extra school activities, for publicity, or to celebrate achievement. The Data Protection
Act 1998 affects the use of photography.
An image of a child is personal data, and it is, therefore, a requirement under the Act that consent is
obtained from the parent of a child for any images made such as those used for school web sites,
productions or other purposes. As per the school policy, images of pupils will be taken in such a manner
that faces are obscured, staff should be mindful of this when taking photographs.
Staff need to be aware of the potential for such images to be misused to create indecent images of pupils
and/or for 'grooming' purposes. Careful consideration should be given as to how these activities are
organised and undertaken. Particular regard needs to be given when they involve young or vulnerable
pupils who may be unable to question why or how the activities are taking place. Pupils who have been
previously abused in this way may feel threatened by the use of photography, filming etc in the teaching
environment.
Staff should remain sensitive to any pupil who appears uncomfortable and should recognise the potential
for misinterpretation. It is also important to take into account the wishes of the child, remembering that
some pupils do not wish to have their photograph taken.
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Using images of pupils for publicity purposes will require the age-appropriate consent of the individual
concerned and their legal guardians. Images must not be displayed on websites, in publications or in a
public place without such consent. The definition of a public place includes areas where visitors to the
school have access.
When using a photograph the following guidance must be followed:
• if the photograph is used, avoid naming the pupil
• if the pupil is named, avoid using the photograph
• Images must be securely stored and used only by those authorised to do so.
• be clear about the purpose of the activity and about what will happen to the photographs when
the lesson/activity is concluded
• Ensure that a senior member of staff is aware that the photography/image equipment is being
used and for what purpose.
• ensure that all images are available for scrutiny in order to screen for acceptability
• Do not make images in one to one situations.
• Do not take, display or distribute images of pupils unless there is consent to do so.
• Only publish images of pupils when the carer/parents has given explicit written consent for the
school to do so
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PHYSICAL CONTACT AND PERSONAL PRIVACY

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. When physical
contact is made with pupils this should be in response to their needs at the time, of limited duration and
appropriate given their age, stage of development, gender, ethnicity and background. It is not possible
to be specific about the appropriateness of each physical contact, since an action that is appropriate with
one pupil in one set of circumstances may be inappropriate in another, or with different pupil. (See
Physical Restraint Policy) For younger pupils that may need assistance in changing clothes or that
require nappy changing, please see Intimate Care Policy.
Physical contact should never be secretive or casual, or for the gratification of the adult, or represent a
misuse of authority. If a member of staff or volunteer believes that an action could be misinterpreted,
the incident and circumstances should be reported.
PROFESSIONAL RELATIONSHIPS

With pupils:
All pupils have a right to be treated with respect and dignity. Staff and volunteers must not use any form
of degrading treatment to punish or undermine a pupil. The use of sarcasm, demeaning or insensitive
comments towards pupils is not acceptable in any situation; pupils must never be humiliated or
embarrassed. Pupils should be treated equally and fairly, there should be no discrimination or
favouritism. When speaking to pupils, we should always consider how we would expect to be spoken to
ourselves. Shouting aggressively is not acceptable in any situation.
With other members of staff:
We act in a professional manner towards colleagues, irrespective of our relative position or status
within the school hierarchy, for example:
•
•
•
•
•
•
•
•
•
•

Speaking politely to one another;
Being approachable, friendly and welcoming to other adults in school – both staff members and
visitors;
Being flexible and understanding of unexpected changes within the school day;
Communicating clearly and honestly;
Addressing concerns openly and honestly with the person to whom the concern is addressed,
whenever possible, without publicly criticising anyone;
We never act in a way that publicly undermines a colleague
We all take responsibility for our actions and are prepared to apologise when we have made
mistakes and undertake to learn from those errors;
Not deliberately discriminating or ostracising certain members of staff;
Avoiding the establishment of ‘cliques’ within the staff body;
Supporting the professional development of all colleagues;

WHISTLE BLOWING

Whistle blowing is the mechanism by which staff can voice their concerns, made in good faith, without
fear of repercussion. Education settings should have a clear and accessible whistle blowing policy that
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meets the terms of the Public Interest Disclosure Act 1998. Staff who use whistle blowing procedure
should have their employment rights protected.
Staff should recognise their individual responsibilities to bring matters of concern to the attention of
senior leadership and/or relevant external agencies and that to not do so may result in charges of
serious neglect on their part where the welfare of children may be at risk.
EXPOSURE TO INAPPROPRIATE IMAGES

Staff should take extreme care to ensure that children and young people are not exposed, through any
medium, to inappropriate or indecent images.
There are no circumstances that will justify adults: making, downloading, possessing or distributing
indecent images or pseudo-images of children (child abuse images). Accessing these images, whether
using the settings or personal equipment, on or off the premises, or making, storing or disseminating
such material is illegal.
If indecent images of children are discovered at the establishment or on the school or setting’s
equipment an immediate referral should be made to the LADO, and the police contacted if relevant.
The images/equipment should be secured and there should be no attempt to view or delete the images
as this could jeopardise necessary criminal action. If the images are of children known to the school, a
referral should also be made to children’s social care in line with local arrangements.
Under no circumstances should any adult use school or setting equipment to access pornography.
Personal equipment containing pornography or links to it should never be brought into or used in the
workplace. This will raise serious concerns about the suitability of the adult to continue working with
children and young people.
Staff should keep their passwords confidential and not allow unauthorised access to equipment. In the
event of any indecent images of children or unsuitable material being discovered on a device, the
equipment should not be tampered with in any way. It should be secured and isolated from the network
and the LADO contacted without delay. Adults should not attempt to investigate the matter or evaluate
the material themselves as this may lead to a contamination of evidence and a possibility they will be at
risk of prosecution themselves.
REVIEW AND MONITORING

This implementation of this policy will be overseen by the headteacher and it will be reviewed on a
regular basis.
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