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Merchant Taylors’ School 
 

 

CODE OF CONDUCT FOR STAFF 

Purpose and application 

1 Purpose
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threshold’ as detailed within the Safeguarding Policy) or to the Designated Safeguarding Lead 

(if a ‘low level concern’, as detailed within the Safeguarding Policy).  

7 Record keeping: Comprehensive records are essential.  All concerns, discussions and 

decisions made and the reasons for those decisions should be recorded in writing.  Records 
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10.1.6 following the guidance at Appendix 5 in any situation where you are taking 

photo or video camera footage of a pupil or pupils; 

10.1.7 demonstrating self-awareness and taking responsibility for their own actions 

and for providing help and support to pupils; 

10.1.8 following the guidance at Appendix 6 in respect of the use of force or 

physical restraint on pupils, and Appendix 7 in respect of physical contact 

with pupils in other circumstances;  

10.1.9 raising concerns about the practices of teachers or other professionals where 

these may have a negative impact on pupils' learning or progress, or may put 

pupils at risk; 

10.1.10 being familiar with the School's child protection and safeguarding policy and 

procedures and the pupil behaviour [and discipline] policy; 

10.1.11 reading and understanding Part 1, and where appropriate Annex A, of KCSIE 

(September 2023); 

10.1.12 knowing the role, identity and contact details of the current Designated 

Safeguarding Lead and their Deputies; 

10.1.13 knowing the role, identity and contact details of the Nominated Safeguarding 

Governor; and 

10.1.14 being aware that they are in a position of trust (i.e. the adult is in a position of 

power or influence over the pupil due to his or her work); that the relationship 

is not a relationship between equals and that this position must never be used 

to intimidate, bully, humiliate, coerce or threaten pupils. 

11 Diversity, equality and inclusion 

11.1 All Staff should demonstrate respect for diversity and take steps to promote equality 

by: 

11.1.1 acting appropriately and in accordance with this Code and other relevant 

policies including the School's anti-bullying policy, equal opportunities 

policy and harassment and bullying policy; 

11.1.2 addressing issues of discrimination and bullying whenever they arise; and 

11.1.3 helping to create a fair and inclusive school environment. 

12 United Staff body 

12.1 All Staff should work as part of a united Staff body by: 

12.1.1 developing productive and supportive relationships with colleagues; 

12.1.2 exercising any management responsibilities in a respectful, inclusive and fair 

manner; 

12.1.3 complying with all School policies and procedures; 

12.1.4 participating in the School's development and improvement activities; 

12.1.5 recognising the role of the School in the life of the local community; and 

12.1.6 upholding the School's reputation and standing within the local community 

and building trust and confidence in it. 
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13 Language and appearance   

13.1 Language: You should use appropriate language at all times.  You should: 

13.1.1 avoid words or expressions that have any unnecessary sexual content or 

innuendo; avoid displays of affection either personally or in writing (e.g. 

messages in birthday cards, text messages, emails etc); 

13.1.2 avoid any form of aggressive or threatening words; 

13.1.3 avoid any words or actions that are over-familiar; 

13.1.4 not swear, blaspheme or use any sort of offensive language in front of pupils; 

13.1.5 avoid the use of sarcasm, discriminatory or derogatory words when punishing 

or disciplining pupils and avoid making unprofessional personal comments 

about anyone.  Any sanctions should be in accordance with the School's 

behaviour and discipline policies; and 

13.1.6 be aware that some parts of the curriculum may raise sexually explicit subject 

matters.  Care should be taken in subjects where rules / boundaries are 

relaxed (e.g. drama or art).  Staff should have clear lesson plans and should 

take care to avoid overstepping personal and professional boundaries. 

13.2 Dress:  You should dress appropriately and in a professional manner.  Dress must not 

be offensive, distracting, revealing, sexually provocative, embarrassing or 

discriminatory.  Political or other contentious slogans or badges are not allowed. 

14 
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Appendix 1 
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Appendix 2 Protecting children from abuse, exploitation or neglect 

All Staff should know what to do if they suspect or are told a child is being abused, exploited or 

neglected.  This Appendix provides more information on the kinds of abuse children may suffer both 

within and outside the home, and how Staff should respond. 

The School encourages an open and transparent culture in which it may identify concerning, 

problematic or inappropriate behaviour early, minimise the risk of abuse and ensure that all Staff 

working in or on behalf of the School are clear about professional boundaries and act within these 

boundaries.  All Staff should be aware of their responsibility in relation to even low level concerns 

which should be reported in accordance with the School's Safeguarding Policy, specifically the 

section entitled “Safeguarding Concerns & Allegations Regarding School Staff, Supply Staff And 

Volunteers” within the School’s Safeguarding Policy and the guidance in Part 1 of KCSIE, September 

2023.   

If you are involved in a situation where no specific guidance exists, you should discuss the 

circumstances with the Designated Safeguarding Lead but always act within the spirit of these 

guidelines.  A written record should be kept that includes justification for any action taken. 

General guidance 

1 You should be aware of the general guidance that will apply in all cases.  In particular you: 

1.1 must be familiar with procedures for reporting concerns in accordance with the 

School's whistleblowing policy and be aware that if Staff raise concerns about 

working practices at the School to the Designated Safeguarding Lead or an 

appropriate senior member of Staff that they will be protected from detriment under 

the whistleblowing policy; 

1.2 must be familiar with the local reporting guidelines and the Local Safeguarding 

Partners reporting threshold document in respect of any concerns relating to children; 

1.3 must be familiar with procedures for handling allegations against Staff as set out in 

the School's child protection and safeguarding policy and procedures; 

1.4 must seek guidance from the Designated Safeguarding Lead if you are in any doubt 

about appropriate conduct; and 

1.5 must report any actions which could be misinterpreted, any misunderstandings, 

accidents or threats involving you and a pupil or a group of pupils to the Designated 

Safeguarding Lead. 

2 You should take particular care when dealing with a pupil who: 

2.1 appears to be emotionally distressed, or generally vulnerable and / or who is seeking 

expressions of affection; 

2.2 appears to hold a grudge against you; 

2.3
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Disclosures of abuse, exploitation or neglect 

4 All Staff should know what to do if a child tells them that they are being abused, exploited or 

neglected. All Staff should be able to reassure victims that they are being taken seriously and 

that they will be supported and kept safe. A victim should never be given the impression that 

they are creating a problem by reporting abuse, sexual violence or sexual harassment. Nor 

should a victim ever be made to feel ashamed for making a report. 

5 Staff should know how to manage the requirement to maintain an appropriate level of 

confidentiality. This means only involving those who need to be involved, such as the 

Designated Safeguarding Lead (or deputy) and children’s social care. Staff should never 

promise a child that they will not tell anyone about a report of any form of abuse, as this may 

ultimately not be in the best interests of the child. 

6 Staff should follow the appropriate School procedure, including the safeguarding and child 

protection policy, and/or the whistleblowing policy, in order to report a concern or an 

allegation that has been made. 

Suspicions of abuse, exploitation or neglect  

7 Staff may from time to time suspect a child is suffering abuse exploitation or neglect within 

or outside the home.  Staff should follow the appropriate School procedure, including the 

safeguarding and child protection policy (and particularly the raising allegations and concerns 

policy within the safeguarding and child protection policy), and/or the whistleblowing policy, 

in order to report any such concerns. 

Child-on-child abuse 

8 Staff must be aware of the risks of child-on-child abuse and be familiar with procedures for 

handling allegations against other children and bullying as set out in the School's child 

protection and safeguarding policy and procedures.  Examples of child-on-child abuse are 

bullying (including cyberbullying), physical abuse, sexual violence and sexual harassment, 

upskirting, the consensual and non-consensual sharing of nudes and semi nudes images and 

videos (also known as sexting or youth produced sexual imagery) and initiation and hazing 

(which could include activities involving harassment, abuse or humiliation used as a way of 

initiating a person into a group and may include an online element especially around chat 

groups, and the sharing of abusive images and pornography). 

Mental health concerns 

9 Only appropriately trained professionals should attempt to make a diagnosis of a mental 

health problem. Staff however, are well placed to observe children day-to-day and identify 

those whose behaviour suggests that they may be experiencing a mental health problem or be 

at risk of developing one.  

10 It is key that Staff are aware of how experiences such as abuse, neglect or other potentially 

traumatic adverse childhood experiences can impact on a child's mental health, behaviour and 

education. All Staff should be aware that mental health problems can, in some cases, be an 

indicator that a child has suffered or is at risk of suffering abuse, neglect or exploitation. 

11 If Staff have a mental health concern about a child that is also a safeguarding concern, 

immediate action should be taken, following the School's child protection and safeguarding 

policy and procedures. 

Extra-familial harm 

12 All Staff should be aware that safeguarding incidents and/or behaviours can be associated 

with factors outside the School and/or can occur between children outside of the School 

environment. All Staff, but especially the designated safeguarding lead (and deputies) should 

consider whether children are at risk of abuse or exploitation in situations outside their 
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families. Extra-
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9 Chores:  Pupils should not be asked to assist with chores or tasks in the personal living space.  

Personal living spaces should not be used as an additional resource for the School.  This also 

applies to on site Staff accommodation. 

10 Social contact:  You should be aware that where you meet children or parents, guardians or 

carers socially, such contact could be misinterpreted as inappropriate, an abuse of a position 

of trust or as grooming.  Any social contact that could give rise to concern should be reported 

to the Designated Safeguarding Lead. 

11 Friendships with parents, guardians or carers and pupils:  Members of Staff who are 

friends with parents, guardians or carers of pupils or who, for example, are voluntary workers 

in youth organisations attended by pupils, will of course have contact with those pupils 

outside school.  However, members of Staff should still respect the above advice wherever 

possible and should keep the Designated Safeguarding Lead informed of such relationships. 

12 Scope of application:  The same guidelines should be applied to after School clubs, School 

trips, and especially trips that involve an overnight stay away from the School.  There are 



 
 13  

15.2 
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Appendix 4 
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5.6 recognise that text messaging should only be used as part of an agreed protocol and 

only when other forms of communication are not possible. 

6 Personal details:  Adults must not give their personal contact details to pupils or former 

pupils, including email addresses, home or mobile telephone numbers, unless the need to do 

so is agreed with Designated Safeguarding Lead and parents, guardians or carers. Contact 

with staff should always be through official School channels and platforms. 

7 Personal mobile telephones and electronic devices:  All staff should be aware of the 
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5.8 all images of children should be stored securely and centrally on the School’s own 

database only, and only accessed by those authorised to do so; and 

5.9 images must not be taken secretively. 

6 Consent:  Children are usually considered mature enough to exercise their own data 

protection rights when they are aged 12 years or older.  Whether consent should be obtained 

from the parents, the pupil or both will depend on the age of the pupil.  The School's policy is 

that when consent is required it should be obtained as follows: 

6.1 where the pupil is in Year 7 or below, consent should be sought from a parent, 

guardian or carer; 

6.2 where the pupil is in Year 8, 9, 10 or 11 then consent should be sought from both the 

pupil and their parent,  guardian or carer; 

6.3 where the pupil is in Year 12 or 13 then only the pupil's consent will need to be 

obtained. 
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Appendix 6 The use of force or physical restraint 

1 Physical restraint
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Appendix 7 
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Appendix 8 Reporting obligations 

1 The School's position:  It is a contractual requirement as well as in your interests to follow 

the Code of Conduct so as to maintain appropriate standards of behaviour and your own 

professional reputation.  A breach of this Code may be treated as misconduct and will render 

you liable to disciplinary action including in serious cases, dismissal. 

2  Termination of employment:  If the School ceases to use the services of a member of Staff 

because they are unsuitable to work with children, a settlement agreement (formerly known as 

a compromise agreement) will not be used and a referral to the Disclosure and Barring 

Service will be made promptly if the criteria for a referral are met.  Any such incidents will be 

followed by a review of the safeguarding procedures within the School, with a report being 

presented to the Governors without delay.  The School may also need to consider a referral to 

the Disclosure and Barring Service if a member of Staff is suspended, or deployed to another 

area of work that is not regulated activity. 

3 Resignation:  If a member of Staff tenders his or her resignation, or ceases to provide his or 

her services to the School at a time when child protection concerns exist in relation to that 

person, those concerns will still be investigated in full by the School and a referral to the 

Disclosure and Barring Service will be made promptly if the criteria for a referral are met. 

4 Teaching Regulation Agency (TRA):  Separate consideration will also be given to making a 

referral to the TRA where a teacher has been dismissed (or would have been dismissed had he 

or she not resigned) because of unacceptable professional conduct, conduct that may bring the 

profession into disrepute, or a conviction at any time for a relevant offence.  An interim 

referral to the TRA may also be considered and made if appropriate. 

 

 


