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1. Introduction  
 
1.1 This code is binding upon all employees of Oliver Goldsmith Primary School. It sets out the 
expected standards of behaviour of all employees.  
1.2 It provides a framework for employees that will help to maintain and improve standards.  
1.3 The code also protects employees from misunderstanding or criticism. It does not replace other 
employment policies, procedures, regulations and rules and codes of practice operating in the school.  
1.4 The code is not a complete list of what you can and cannot do. Its aim is to set out clearly the 
basic ground rules that all employees must observe.  
1.5 All staff must:  

• Give the school community the highest standards of service.  

• Work in partnership with governors, senior staff and colleagues, fostering good working 
relationships.  

• Do nothing to harm the reputation of Oliver Goldsmith Primary School, in and out of 
work.  

• Work consistently and in support of the school’s policies and procedures.  
1.6 The school places great value on the key contribution of all employees in achieving these aims, 
and is committed to creating a working environment where staff are highly motivated and able to 
provide excellent education to all our pupils. In return, employees can expect to be treated courteously 
and with respect by governors, senior staff, colleagues and members of the public.  
1.7 Breaches of the code and the standards it sets down may result in disciplinary action being taken 
against the employee.  
1.8 We expect all employees to operate within the law, both inside and outside of the workplace. 
Unlawful or criminal behaviour at work will result in disciplinary action, and even away from work, may 
lead to disciplinary action being taken against the employee. 
 

2. Misconduct and Gross Misconduct  
 
2.1 The school has in place a disciplinary procedure, which gives examples of the types of breaches 
of standards of behaviour that are considered to be misconduct, and therefore would result in 
disciplinary action being taken against the employee.  
2.2 Some breaches are so serious that they are considered to be gross misconduct. If proven, this 
can result in the employee’s dismissal from the school’s service.  
2.3 The disciplinary procedure also gives examples of gross misconduct. Please refer to the School’s 
Disciplinary Policy for further information. 
 
3. Safeguarding and Child Protection  
 
3.1 At Oliver Goldsmith Primary School, we are an important part of the wider safeguarding system 
for children. This system is described in statutory guidance Working together to safeguard children. 
All staff must read at least part one of ‘Keeping Children Safe in Education’ September 2021.  
3.2 Safeguarding and promoting the welfare of children is everyone’s responsibility. Everyone who 
comes into contact with children and their families and carers has a role to play in safeguarding 
children.  
3.3 In order to fulfil this responsibility effectively, all professionals should make sure their approach is 
child-centred. This means that they should consider, at all times, what is in the best interests of the 
child. ‘Keeping Children Safe in Education’ September 2021.  
3.4 Safeguarding and promoting the welfare of children is defined for the purpose of this guidance as: 
protecting children from maltreatment; preventing impairment of children’s health or development; 
ensuring that children grow up in circumstances consistent with the provision of  
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safe and effective care; and taking action to enable all children to have the best outcomes. ‘Keeping 
Children Safe in Education’ September 2021.  
3.5 Any staff member who has a concern about a child’s welfare should follow the referral process set 
out in the Safeguarding and Child Protection Policy. If any member of staff has any questions about 
safeguarding at Oliver Goldsmith Primary school, please speak to the DSL (Annette McAndrew) in the 
first instance or the Deputy DSLs (Zakiya Dean, James Simmons, Suzie Amui) if the DSL is 
unavailable. 

3.6 Low-level concerns about members of staff  

A low-level concern is a behaviour towards a child by a member of staff that does not meet the 
harms threshold, is inconsistent with the staff code of conduct, and may be as simple as causing a 
sense of unease or a ‘nagging doubt’. For example, this may include: 

 Being over-friendly with children 

 Having favourites 

 Taking photographs of children on a personal device 

 Engaging in one-to-one activities where they can’t easily be seen 

 Using inappropriate language 

Low-level concerns can include inappropriate conduct inside and outside of work. 

All staff should share any low-level concerns they have using the reporting procedures set out in our 
child protection and safeguarding policy. We also encourage staff to self-refer if they find themselves 
in a situation that could be misinterpreted. If staff are not sure whether behaviour would be deemed 
a low-level concern, we encourage staff to report it.  

All reports will be handled in a responsive, sensitive and proportionate way. 

Unprofessional behaviour will be addressed, and the staff member supported to correct it, at an 
early stage. 

This creates and embeds a culture of openness, trust and transparency in which our values and 
expected behaviour are constantly lived, monitored and reinforced by all staff, while minimising the 
risk of abuse. 

Reporting and responding to low-level concerns is covered in more detail in our child protection and 
safeguarding policy.  

 
 
4. Working for Our School Community  
 
4.1 Schools can have a real impact on the quality of life of the communities that we serve. It is vital 
that we get it right and our standards have to take into account the special requirements of staff in 
schools.  
4.2 Our work is often politically sensitive and open to public scrutiny. The public is interested in what 
we do and how we do it. Success can depend on public confidence in our staff honesty, 
professionalism and hard work.  
4.3 Our work is publically funded. If we are to be above suspicion, any payments or other benefits we 
personally receive must be properly due to us, and any expenditure we incur on behalf of the school 
must be lawful and justifiable.  
4.4 We are employed to work with the people of the local community. This requires a positive 
commitment to public service and means putting pupils, parents and the local community first.  
4.5 We have a duty to give our best at all times, to be open, helpful and professional in our approach. 
Our parents are entitled to have confidence in our services, which depends on all of us being 
considerate, responsible, sensitive and mindful of the need to respect confidentiality. Of course, the 
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school is also committed to protecting its employees from aggressive, abusive or bullying behaviour 
from members of the public, including parents and carers.  
4.5 While working at Oliver Goldsmith Primary School it is important that:  

• You are polite, responsive and helpful.  

• You comply with the school dress code (see below).  

• You never make remarks that are racist, sexist, ageist, homophobic, offensive to 
people who are disabled or follow other religions.  

• You do not harass or discriminate against any member of the public or anyone you 
meet in the course of your work. The school treats very seriously complaints of 
harassment or discrimination on grounds of race, gender, disability, religion or belief, 
ethnic or national origin, sexuality or age.  

• You avoid any conduct which may discredit the school. 
 
5. Political Neutrality  
 
5.1 Employees serve their governing body as a whole and must treat all governors equally and make 
sure that their individual rights are respected.  
5.2 Employees must not allow their own political opinions to interfere with their work. Employees may 
not display political posters, including election material, in areas of school premises.  
5.3 Trade union representatives may display trade union / association views on current issues on the 
appropriate authorised notice boards within the school, or in other places with the permission of the 
Headteacher. Where political views are brought to the attention of pupils within school or during extra-
curricular activities, they should be in the form of a balanced presentation of opposing views and be 
relevant to the subject being taught.  
5.4 You must disclose to the Headteacher any family, business or personal relationships with 
governors where this may, or may appear, to put you in a position to exercise improper influence over 
the workings of the school.  
5.5 You must not canvass members on employment related matters nor seek to influence governors 
prior to any meetings of the Resources (Finance, Premises and Staffing Committee), Appointments 
or Staffing Appeals Committee other than in the context of giving proper professional advice. This 
does not include trade union representatives who may wish to make representations about relevant 
issues.   
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6. Working Together  
 
6.1 You are expected to show loyalty to the school and to support its leadership and management 
structure.  
6.2 A climate of mutual trust, confidence and respect between staff and managers is essential to 
achieving the school’s aims and objectives, meet its performance targets, and in providing the highest 
quality of education.  
6.3 In performing your duties, make sure you:  

• Work diligently and reliably, and never neglect your duty.  

• Cooperate with leaders, always be polite, helpful and respectful.  

• Never lie to, deceive, abuse or undermine colleagues.  

• Carry out any reasonable instructions given by leaders.  

• Fill in honestly any document, form.  

• Never falsify any document.  

• Never willfully destroy any document that you know is needed by a leader.  

• Be at work on time.  

• Follow the school’s policy if you will be late for work (for example, for a doctor’s visit).  

• Agree in advance with the Headteacher/Deputy Headteacher and obtain their approval 
for any leave or time off you want.  

• Follow the school’s guidance on reporting any absence, including absence due to 
sickness.  

• Never claim sick leave when you are not sick.  

• If you are on sick leave, act sensibly to speed your recovery and return to work, and 
do nothing deliberately that you know would delay your recovery or worsen the 
performance.  

• You should not be under the influence of alcohol, including having alcohol on your 
breath during the school day. Alcohol should not affect your work, performance, 
attendance or behaviour.  

• Never drink alcohol on school property unless at an approved social function.  

• Never take illegal drugs or any banned substance on school property.  

• The site is deemed a ‘No Smoking’ site which includes no smoking anywhere on the 
school premises (inside/outside on the school grounds).  

• Chewing gum is not allowed for children and the same applies to all adults working in 
the school.  

 
6.4 In performing your duties, make sure you do not display any of the following behaviours:  

• Aggressive behaviour, shouting or threatening, impolite or discourteous behaviour.  

• Unwelcome, sexual advances including touching, standing too close or circulating or 
displaying offensive materials.  

• Spreading malicious rumours or insulting someone.  

• Ridiculing or demeaning someone or setting them up to fail.  

• Exclusion or victimisation.  

• Behaviour or decision-making which is based on improper prejudice.  

• Making unjustified, persistent criticisms.  

• Intimidating or undermining any member of staff whether they be in a senior or junior 
position.  

• Making threats or comments that are without foundation, about job security and 
intentionally blocking off promotion or training opportunities. 
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7. Leading and Managing Staff  
 
7.1 For the school, the people it employs and the way they work are key to its successes.  
7.2 The school wants its leaders to provide staff with sound leadership, clear direction, support which 
is appropriate to the employee’s needs, and the opportunity to develop their skills and abilities to 
enable them to properly fulfil their role.  
7.3 When leading or managing staff, ensure that you:  

• Manage in accordance with the school’s policies and procedures.  

• Set acceptable standards of conduct at work.  

• Support and assist staff to carry out their work properly.  

• Do not:  
- Act in an overbearing manner (i.e. using unwarranted, excessive supervision).  
- Willfully neglect to supervise your employees properly.  
- Misuse your power or position.  

• Consider the training and development needs of your staff to enable them to meet the 
current and future needs of the school.  

• Deal with staff fairly and consistently, and in accordance with the principles of equality 
of opportunity.  

• Accept responsibility for the work you and your team do.  

• Provide, for all your team, a working environment that is free from any form of 
discrimination, unfair treatment, bullying or harassment.  

• Are alert to, and correct, unacceptable behaviour.  

• Raise any concerns in a private and confidential place wherever possible.  

• Ensure staff can seek advice when raising harassment problems.  

• Take all complaints seriously and thoroughly investigate them.  

• Where appropriate, report unacceptable behaviour to SLT.  

• Deal with complaints fairly, thoroughly and confidentially. 
 
8. Respecting Colleagues, Pupils, Parents and Carers  
 
8.1 When dealing with colleagues, pupils, parents and carers, make sure that:  

• You set a good example through politeness, courtesy, respect, fairness, consistency 
and confidentiality.  

• You never make remarks that are ageist, homophobic, racist, sexist, belittling of a 
person’s religion, offensive to the disabled or otherwise improper.  

• You do not harass, bully or discriminate against any colleague. The school treats very 
seriously complaints of harassment or bullying, discrimination on grounds of race, 
gender, disability, religion or belief, ethnic or national origin, sexuality or age.  

• You are polite, responsive, helpful and professional. 
 
9. Working Honestly  
 
9.1 We expect you to use public money and resources with complete honesty and be able to 
demonstrate that at all times.  
9.2 Ensure that you:  

• Avoid corruption and suspicion of it.  

• Do not ask for or accept bribes of any sort.  

• Never seek to take any reward or favour for providing services apart from your pay.  

• Do not take a reward from anyone who has, or might have a business relationship with 
the school, or anyone who stands to lose or gain from a school decision.  
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• Do nothing that could be seen as likely to improperly influence your work, your 
decisions or your impartiality.  

• Comply with the school’s policy on accepting gifts or hospitality.  

• Tactfully refuse any gifts of more than token value from an organisation or individual 
with which the school does, or may do business.  

• Do not accept hospitality exceeding a minimum level of common courtesy from an 
organisation or individual with which the school does, or may do business with, other 
than in accordance with the school guidelines on accepting gifts or hospitality.  

• Do not use improper influence to get people you meet through your work to leave you 
things in their will.  

• Never obtain school property or money when you are not lawfully entitled to it (this 
includes sub-letting school property without approval).  

• Do not falsify documents to claim pay, including bonus, overtime or sick pay.  

• Do not make personal use of school property, facilities or equipment unless you are 
properly authorised to do so.  

• Do not tutor any pupil currently attending the school.  

• Never do private work when you should be working for the school or are on sick leave 
(consent will not be unreasonably withheld).  

• Never abuse your own position with the school to benefit yourself, your family, your 
friends or any outside organisation or political party.  
 

Staff will ensure that all information given to the school is correct. This should include: 

 Background information (including any past or current investigations/cautions related to conduct 
outside of school)  

 Qualifications 

 Professional experience 

Where there are any updates to the information provided to the school, the member of staff will advise 
the school as such as soon as reasonably practicable. Consideration will then be given to the nature 
and circumstances of the matter and whether this may have an impact on the member of staff’s 
employment. 

 
 

10. Working with Sensitive Information  
 
10.1 We expect you to use sensitive information properly and to have due respect for any 
confidentiality and the integrity and availability of information generally.  
10.1 The school is required to make appropriate information available to governors, council officers, 
auditors, government departments, parents/carers and the general public.  
10.3 Information you gather while working for the school should not be used for commercial or 
personal gain or be otherwise misused.  
10.4 Ensure that you:  

• Know what information, to which you have access, the school treats as sensitive. The 
information may be marked to inform you of this, or you will be briefed appropriately. If 
you are unsure, then seek clarification from the Headteacher.  

• Know who else is entitled to have access to information that you have access to  

• Do not discuss sensitive information in public places, and never gossip about or misuse 
sensitive information.  

• Protect information when it is in your care. This includes when you are in possession 
of information away from the school building.  

• Are responsible and professional in using and allowing access to personal information 
of pupils, parent /carers, staff and others.  
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• Never create or amend information records or other information whether held on paper 
or digitally which relates to yourself, your family, relatives or friends without prior 
authorisation from the Headteacher.  

• Use personal information held on computer in line with the principles of the Data 
Protection Act.  
 

11. Using Social Media (Facebook, Twitter etc.)  
 
11.1 Individuals employed by the school are entitled to use whatever system they like outside of their 
working time and working persona to engage in social aspects of the media – both broadcasting and 
receiving. However, great care should be taken to ensure that the private/work line is not crossed.  
11.2 It is good practice of never mentioning work, your opinions of your colleagues or processes and 
projects on your own private social media networks. 
11.3 You must be aware that posting information about the school cannot be isolated from your 
working life. Any information published online can be accessed around the world within seconds and 
will be publicly available for all to see.  
11.4 It is generally unacceptable and inappropriate for school staff to have contact with pupils on social 
media sites. Any inappropriate comments, postings or correspondence with pupils, parent/carers or 
other members of staff could lead to disciplinary action being taken against you.  
 
12. Working with the Media  
 
12.1 The school expects staff to promote the work of the school and to act as ambassadors.  
12.2 Relations with the media require specific skills and expertise and staff should not discuss school 
business with the press without prior permission.  
12.3 Ensure that in relation to the school you:  

• Refer appropriate enquiries from the press to the Headteacher.  

• Seek advice from the Headteacher and get permission before you speak to, write to, 
or give interviews to the media.  

• Never bring the school into disrepute by publicising material which is confidential, or 
against the interests of the school, or criticises its employees.  

• Do not bring the school’s name into disrepute in any other way through the press or 
media.  
 

13. Use of Mobile Technology  
 
Staff  
13.1 Staff are not permitted to make/receive calls/texts during contact time with children 
13.2 Staff should have their phones on silent or switched off and out of sight (e.g. in a drawer/locker 
handbag or pocket) during class time. The only exception to this, is where phones are required, as 
part of Covid measures, to communicate with bubbles due to social distancing rules. However, this 
should be a quick glance to read an important message or send an important text that can not wait. 
Phones can also be used in emergencies e.g as part of a pupil’s health care plan/risk assessment. 
13.3 Mobile phones should not be used in a space where children are present (eg. classroom, 
playground). Exception-as above-13.2 
13.4 Use of phones (inc. receiving/sending texts and emails) should be limited to non-contact time 
when no children are present e.g. in office areas, staff room, empty classrooms, PPA room. Exception-
as above-13.2 
13.5 It is also advised that staff security-protect access to functions on their phone.  
13.6 Should there be exceptional circumstances (e.g. an acutely sick relative), then staff should make 
the Headteacher aware of this and can have their phone in case of having to receive an emergency 
call.  
13.7 Staff are not, at any time, permitted to use recording equipment on their mobile phones, for 
example: to take recordings of children, or sharing images. Legitimate recordings and photographs 
should be captured using school equipment such as cameras and ipads.  
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13.8 Staff should report any usage of mobile devices, that causes them concern, to the Headteacher.  
13.9 We recognise that mobile phones provide a useful means of communication for offsite activities. 
However, staff should ensure that:  

• Mobile use on these occasions is appropriate and professional (and will never include 
taking photographs, videos or voice recordings of children).  

• Mobile phones should not be used to make contact with parents during school trips – 
all relevant communications should be made via the school office. The only exception 
to this is for serious matters/emergencies during out of school office hours e.g for 
Residential Trips or trips which finish late in the evening e.g theatre or sporting, trips. 

• Where parents are accompanying trips, they are informed not to make contact with 
other parents (via calls, text, email or social networking) during the trip or use their 
phone to take photographs of children. 

 
 
Pupils  
13.10 We recognise that mobile phones are part of everyday life for many children and that they can 
play an important role in helping pupils to feel safe and secure. However, we also recognise that they 
can prove a distraction in school and can provide a means of bullying or intimidating others. Therefore:  

• Pupils are not permitted to have mobile phones at school or on trips  

• If in the rare event of a parent wishing for his/her child to bring a mobile phone to school 
to contact the parent after school:  
- the parent must discuss the issue first with the Headteacher/Deputy Headteacher or 
the Assistant Headteacher..  

- the phone must be handed in to the class teacher or office, switched off, first thing in 
the morning and collected at home time (the phone is left at the owner’s own risk).  

- Mobile phones brought to school without permission, will be confiscated and returned 
at the end of the day.  

 
14. Staff Dress Code  
 
14.1 The Governing Body of Oliver Goldsmith Primary School recognises that teachers and other staff 
are role models for the pupils.  
14.2 The manner in which teachers and staff present themselves will be reflected in the conduct of 
the pupils and the respect given to teachers, staff and the school system by the community. To this 
end, all staff members must appear neat, clean, and appropriately dressed at all times, for a business 
or professional environment in accordance with the position held by the employee.  
14.3 When teaching/leading PE/clubs which involve physical activity e.g. gardening/dance), staff need 
to be appropriately dressed (sportswear). Similarly, staff are expected to dress appropriately on trips 
depending on the nature of the visit.  
14.4 The following dress is inappropriate for all school employees:  

• Dresses, shirts, and blouses that have cutouts or see-through elements.  

• Clothing which reveals undergarments.  

• Clothing that promotes alcoholic beverages, tobacco, the use of controlled substances, 
depicts violence, is of sexual nature, or is of a disruptive nature.  

• Trousers not worn on the waist.  

• Shirts, blouses, and dresses that do not cover the back, waist, or midriff or have 
excessive armpit cut outs  

• ‘Flip Flops’ /stilettoes are not considered appropriate wear for staff as they present a 
potential health & safety issue.  

• Denim clothing (e.g. jeans/skirts)  
14.5 Determination of the appropriateness of dress shall be left up to the discretion of the 
Headteacher. He or she will counsel the individual employee regarding suitable, appropriate, 
acceptable, and professional dress.  
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14.6 Reasonable accommodations shall be made by the Headteacher for those employees who 
because of a sincerely held religious belief, cultural heritage, or medical reason, request a waiver of 
a particular part of this policy for dress or appearance. 
 
15. Monitoring arrangements 
 

This policy will be reviewed annually but can be revised as needed. It will be approved by the full 
governing board. 

Our governing board will ensure this code of conduct policy is implemented effectively and will 
ensure appropriate action is taken in a timely manner to safeguard children and deal with any 
concerns. 

 

 


