
 

 

 

CODE OF CONDUCT  
FOR ALL ADULTS WORKING WITH CHILDREN IN SCHOOL 

‘Live and learn together’ 
 
Date of policy:              May 2018  
Due for review:  May 2019 
Level of ratification:  FGB  
Person responsible:          Headteacher 
 
 
Process 
This Code has been developed in line with legislation regarding children’s safeguarding.  In particular, it has 
regard to the latest version of the DfE statutory guidance, “Keeping children safe in education” (September 
2016). 
This policy is one element of the school’s safeguarding procedures. 
 
Aims 
The Code of Conduct is an explicit statement regarding the expectations of all adults (including staff and 
volunteers). It underpins the school’s professional values and the safeguarding of all pupils. The Code 
should be read in conjunction with the document ‘Keeping children safe in education’ (September 2016) 
 
Underpinning principles 

 The welfare of the child is paramount 

 Adults who work at Pensford are responsible for their own actions and behaviour and should avoid 
any conduct which would lead any reasonable person to question their motivation and intentions 

 Adults who work at Pensford should work, and be seen to work, in an open and transparent way 

 Adults who work at Pensford should discuss and/or take advice promptly from the Designated 
Safeguarding Officer (DSO) or Deputy Designated Safeguarding Officer (DDSO) over an incident that 
may give rise to concern. 

 Records should be made of any such incident and of discussions made/further actions taken, in 
accordance with school policy for keeping and maintaining records 

 Adults who work at Pensford should apply the same professional standards regardless of gender, 
sexuality or disability 

 Adults who work at Pensford should know that Warrick Barton is the DSO and Sam Miller is the 
DDSO. 

 Adults who work at Pensford should also be familiar with our safeguarding flow chart, 
whistleblowing policy, and policy on dealing with allegations against members of staff. 

 Adults who work at Pensford should be present for safeguarding updates (at least annually) and 
child protection training (at least every 3 years) so that they understand their responsibilities to 
safeguard and protect children and young people 

 Adults who work at Pensford should be aware that breaches of the law and other professional 
guidelines could result in criminal or disciplinary action being taken against them 



 

 

 
Professional values and their relationship to the school values (Happiness, Excellence, Ambition, Respect 
and Togetherness) 
 

It is agreed that the following values are intrinsic to an effective professional working environment: 
 

 Punctuality (related school values: respect & togetherness) 
Be on time for the beginning of the day, after breaks, and for meetings. It is also essential to be 
punctual with work that is requested as work not completed on time may well delay someone else 
doing their job. 

 

 Working with school policies (related school values: respect and togetherness) 
It is crucial that all staff follow school policies. Always inform a senior member of staff if this is 
causing a problem or if you are not sure what the policy is. It is everyone’s responsibility to 
understand curriculum and non- curriculum policies.  
 

 Confidentiality (related school value: respect) 
A great deal of information in school is on a ‘need to know’ basis. Avoid talking unnecessarily about 
children’s ‘problems’- it is important that other staff know the consequences of something going on 
in a child’s life (e.g.. disturbed behaviour) but not the background details of what is going on. 
See the section below on Social Media. 

 

 Teamwork and trust (related school value: togetherness) 
All staff are always part of a team comprising other adults. This requires patience, tolerance, 
listening skills and a commitment to doing things ‘together’. The result is greater strength, 
increased solidarity and a sharing of the load. Trust is a key value in teamwork, knowing that team 
members are all working for the communal well-being.   

  

 Use of resources (related school value: respect) 
Most of the resources in school are shared, and the responsibility for looking after these resources 
belongs to everyone. Well cared for resources last longer, look better and provide enhanced 
learning for the children. Looking after resources also supports the school’s values regarding 
sustainability. 

 

 Commitment to the core values of the school. 
This ensures that we move forward together, in strength and unison by committing to the school 
values of Happiness, Excellence, Ambition, Respect and Togetherness.  

 

 Use of social media 
All adults who work at Pensford must read and follow the school policy on the Use of Social Media. 
In particular this states that ‘school staff must not disclose any information that is confidential to 
the school using social media.’  Personal devices such as mobile phones must not be used to 
connect with social media or to take photographs of children under any circumstances. 

 
Working with colleagues 
One of the professional values above concerned teamwork and togetherness. There is an enormous 
benefit to everyone of sharing talent and abilities. However, working in close proximity to other adults for 
long periods can result in tension. In this section there is guidance on how to deal with disagreements so 
that there is minimal disruption to the pupils or other adults. 
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 If there are times of disagreement, make sure they are private. Disagreements that are public are 
unsettling for children and adults alike, and have no place in a school.   

 If disagreements are getting in the way of two colleagues working together, or if one member of 
staff is feeling uncomfortable with another, we have decided that the first step is for staff to reflect 
on the situation. If it is considered necessary to take the matter further then staff should discuss 
the matter between them. If the situation remains unresolved then it is essential that this matter is 
brought to the attention of a senior member of staff, usually the headteacher, as soon as possible. 
The two colleagues will then be asked to settle their differences in a mutually agreed manner, to 
bring about outcomes that benefit the children of the school first and foremost.  

 
Working with children 
The first concern as an adult working with children is safety of the child. Staff must be constantly asking 
themselves what dangers may be involved in any activity, no matter how harmless it may seem. Each 
activity calls for an informal ‘risk assessment’ to be undertaken before hand. 
Please be aware of concerns regarding individual supervision of children. Do not remain alone with a child 
in a closed room; always leave the door open, where you can be seen by another colleague, or arrange for 
another colleague to be with you. 
Also be aware of concerns regarding physical contact with children (Please refer to the appropriate 
sections in the ‘Guidance for Safe Working Practice’ for more detail.)   
 
All staff in school are expected to be good role-models throughout the school day, indeed any time they 
are working with children. Being a positive role- model involves many things, such as: 

 Being polite and courteous to other members of the school 

 Being considerate to the needs of others 

 Dressing appropriately (see dress code below) 

 Being consistent with children 

 Treating children with respect and understanding 

 Treating school resources and equipment with care 

 Having high standards in everything one does in school 
 
While it is very important to develop good relationships with children it is also vital that children do not 
become over dependent on particular adults in school; for example, rather than saying ‘you can always 
come to me if you have a problem’ you could say ‘there is always an adult in school you can go to if you 
have a problem.’ 
 

We are here for the children- they must always be our prime concern. 

 
Working with parents 
A child’s parents are its prime educators- a school is only providing a formal programme that the parent is 
in a sense delegating to it. Parents therefore are a crucial part of a child’s education and they need to be 
treated with respect and integrity. 
 
In our school, and particularly in Dragonfly class, daily contact is usual and messages can often be passed 
on informally. This is a very positive way of working with parents. 
 
As the children get older this daily contact can diminish in some cases and more formal means of 
communication are needed. These can be more problematic. Inform parents at an early stage if you have a 
concern, rather than letting it grow. Be clear what the concern is, while at the same time emphasising the 
positive ways you are dealing with it and separating the specific concern from the child in general. 



 

 

It is important you make yourself available to parents if they want to raise a concern, but if you can not 
deal with the concern please pass it on to a senior member of staff. Any concerns/complaints raised by 
parents/ carers need to be logged and dealt with according to the school Concerns and Complaints Policy. 
 
Dress code 
Dress should always be appropriate to the task and projects an ambassadorial image for Pensford Primary 
School.  For example: 

 general teaching requires smart casual dress (eg no jeans) 

 when teaching PE, staff are required to change into track suits/ trainers or something similar 

 Lunchbreak Supervisors can wear trainers and more comfortable dress so they can join with 
children in activities in the playground  

 For H&S reasons, some items of footwear are not deemed suitable for working in a primary school. 
 
Equal opportunities 
Through this Code of Conduct all members of the school have their rights to equal opportunity affirmed. 
No adult or child will be discriminated against because of gender, ethnicity, culture, religion, language, 
sexual orientation, age, ability, disability or social circumstances. Action will be taken against any adult or 
child who infringes this right.  
 
Health and safety 
It is each individual’s responsibility to be clear about health and safety issues. This means that staff must 
be aware of the health and safety of all children, their own health and safety and the health and safety of 
other adults in the school. Please pass on any concerns about health and safety at the weekly staff meeting 
or directly to the headteacher 
 
Professional development 
It is each individual’s responsibility to pursue professional development, either through short courses of 
training or by participating in a longer period of study leading to a diploma/ higher degree. The school 
seeks to train its staff to a high standard, but it is up to individuals to consider their career path.     
 
Whistleblowing 
There may be occasions when one AWWS needs to raise a concern regarding another AWWS or school 
practice. Please see the school Whistleblower Policy in this regard. 
 
Informal approach to dealing with breaches of this code 
In cases where the code has been breached in a minor way, or it has been alleged that the code has been 
breached, the person(s) involved will be required to discuss the matter with the headteacher. This will be 
recorded and all parties will be given copies of the record but at this stage the matter is treated as being 
informal. 
If problems persist, then it will be necessary to move onto the formal approach. 
 
Formal approach to dealing with breaches of this code 
The formal approach is contained in the school’s Discipline Policy, which is based on the ‘model disciplinary 
procedure’ produced by BANES council. 
In the first instance, the headteacher will issue a verbal warning, which will be confirmed in writing and will 
be current for six months.  
More serious steps are taken if there are serious breaches of discipline or where a series of minor breaches 
of discipline have occurred. Please see the school’s policy for more detail. 
 



 

 

All adults who work in the school are required to sign and return the slip below. This demonstrates an 
understanding of, and a commitment to, the school’s Code of Conduct. 
 

 
The Pensford Primary School Code of Conduct 2018 
 
I have read the school Code of Conduct 
 
I agree to follow the contents of these documents while working at Pensford Primary School. 
 
Signed: …………………………………………………………………. 
 
Name: …………………………………………………………………..   Date: …………………………………… 
 


