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Staff Code of Conduct
Date Written: April 2026
Next Review: April 2028
Ratified By Trustees On: 28.06.24
1.0 OAK HILL SCHOOL MISSION STATEMENT:

Oak Hill School is a welcoming and supportive environment where children can thrive socially, creatively, and academically. Our commitment to understanding each student's unique needs drives us to provide personalised pastoral support and effective behaviour guidance, ensuring high-quality learning experiences.

Collaborating closely with our partners, we deliver a diverse and engaging curriculum that caters to the individual needs of our learners. Our guiding values: Friendship, Equality, Respect, Resilience and Excellence—shape the foundation of our school ethos.

Recognising that some of our students have faced challenging experiences, both at school and at home, we aspire to make Oak Hill School a place where they can rediscover the joy of learning.  Through our school motto: Enjoy, Aspire and Achieve; our goal is to inspire them to dream big, fostering aspirations to become the individuals they envision, ultimately evolving into the best versions of themselves. The dedicated staff at Oak School provide unwavering support, guiding them towards the realisation of their ambitions.
2.0   Policy Links To School Mission, Aims And Values
· All of the work of Oak Hill School is intended to support the delivery of our mission statement in full. 

3.0 Purpose

· The purpose of this policy is to ensure that the staff of Oak Hill School are exemplary role models to the students and the community. Also, the purpose of this code is to promote the highest standards of care for young people and to protect teachers and others from the potentially devastating consequences of false allegations. All staff are urged to consider how they can safeguard their own position in the light of this advice without giving up important personal principles of care and trust. Whenever doubt exists any teacher should seek the advice of the Head Teacher or an experienced senior colleague.

· School staff are in a unique position of influence and must adhere to behaviour that models the highest possible standards for all the pupils within the school. As a member of a school community, each employee has an individual responsibility to maintain their reputation and the reputation of the school, whether inside or outside of working hours. 
· Our aims underpin the school culture: to develop a happy, friendly, secure and well-disciplined atmosphere and to encourage a caring, respectful and trusting relationship between all children and adults. This code of conduct sets out the key principles for the creation and maintenance of a safe school culture. All staff employed under Teachers’ Terms and Conditions of Employment have a statutory obligation to adhere to the ‘Teachers’ Standards 2012’ and in relation to this policy, Part 2 of the Teachers’ Standards - Personal and Professional Conduct. Staff failure to adhere to this policy may result in disciplinary action including dismissal.

· Objectives of a safe school culture:

· To safeguard pupils and protect staff 

· To make explicit expectations of performance and conduct 

· To minimise opportunities for abuse

· For all staff to have confidence to report concerns with full confidentiality 

· To respond promptly to concerns: we always investigate and address issues 

· To exercise appropriate sanctions 

· To create and maintain an ethos of mutual respect, openness and fairness

4.0 Implementation

General:  

· Take care that your relationships with students reflect the age, gender and maturity of the students.

· Ensure that your demeanour, language and attitudes do not give rise to misunderstandings.
· Maintain a professional image at all times and ways.  This includes communication and dress.

Dress Code: 
· The way we dress will affect the students at Oak Hill school, once they leave school.  Therefore, we should dress appropriately to reflect the business world.  This involves wearing smart clothing, such as suits, jackets, trousers, skirts, dresses, shirts, blouses. (exception with religious outfit with permission from the head teacher).  No Jeans, shorts, vests, t-shirts with logos. No hoodies. Nothing see-through or low cut.  Ensure that shoulders and knees are covered.  Please refer to the staff dress code for further guidance.

Physical Contact: 
· All staff should be aware of what physical contact with pupils is appropriate

· Physical contact may be misconstrued by a student, parent or observer. Touching students, including well-intentioned informal and formal gestures such as putting a hand on the shoulder or arm can unfortunately lead to questions being raised. However, there will be occasions when physical contact will be acceptable, such as:

· Action to prevent harm of injury to the student or to others. Minimum force and contact necessary to prevent harm or injury is acceptable and defensible in this situation. Such incidents must always be reported.

· When comforting a student in distress, staff will need to use their professional judgement and discretion. 

· Unavoidable contact. This is a particularly sensitive issue in subjects such as Physical Education and Drama and in some forms of skills coaching. All teachers must be alert to the possibilities of misinterpreting any contact. 
· Staff should only exercise physical restraint as a last resort to prevent injury. Staff are allowed to comfort a child who is hurt/distressed in a manner appropriate to the age of the child. 

· Adults should not initiate any physical contact unnecessarily, and there should be clear boundaries: 

· Students should not be picked up. (unless medically necessary or being restrained) 

· Adults should avoid being in a room alone with a child where the door is closed. If you need to talk to a student, either leave a door open and position yourself within sight of the door or ask another adult to be present.

· All staff are expected to follow the school’s policies: including Relationships, Emotional Regulation & Behaviour and Anti-Bullying in all interactions in school. Students and staff are expected to work together to build a school where relationships are characterised by mutual and appropriate respect. 
· Praise and building on the positive should always come first. Where firmness/admonition is called for this should be exercised calmly, and staff should avoid shouting at pupils unless there is a Health and Safety risk. The school Relationships, Emotional Regulation & Behaviour policy and associated documents establish expectations and approved consequences. 
· All new staff should be issued with a copy of these policies, and any behaviour concerns should be dealt with in line with them. Where a member of staff is having difficulties managing pupil behaviour, they should discuss this matter with the SENCO in the first instance.
Corporal Punishment: 
· It is prohibited under disciplinary procedures and potentially actionable in law. 

Private meetings: 
· These provide opportunities for students to make malicious allegations. Staff must therefore recognise this possibility and plan such meetings accordingly. Under no circumstances should meetings with individual students be arranged off the school premises without the prior approval of a senior colleague. 

Students with Special Needs: 
· If students require assistance with toileting there must always be two staff present. 

 First Aid: 
· The condition will determine the suitability and necessity of physical contact. 

Comments and Discussions with Students: 
· Staff must avoid comments to or about students, which could be taken to have sexual overtones. It is equally unacceptable for staff to encourage debate and discussion between groups of students, which could be interpreted as having sexual overtones, which are not justified in the context of the teaching programme. Note that the persistent and hurtful use of sarcastic, demeaning or insensitive comments towards young people may also be regarded as a form of abuse which is potentially very damaging and should be avoided. 

Infatuations and Crushes: 
· These unfortunately do develop and can involve students and staff of both sexes on both a heterosexual and homosexual basis. They need to be handled sensitively. Careless and insensitive reactions have been known to provoke false accusations. In such situations the advice of a senior colleague must be sought. Other members of staff have a part to play, in alerting a colleague to the possibility of an infatuation in order that appropriate steps can be taken to minimise hurt and distress and the risk to the teacher concerned. 

All staff are expected to treat each other with respect:

· Relationships between staff should be characterised by fairness, openness and respect. This means valuing all contributions, acknowledging difference, and working together to build a climate of continuous improvement. Politeness and respect are essential ingredients: where differences occur they should be dealt with calmly and fairly.

All staff should treat resources responsibly, and exercise due financial care 

· All staff have a responsibility to look after the resources of the school. This includes: not wasting resources unnecessarily (including physical resources and those such as heat/electricity); following the principles of ‘reduce, re-use, recycle’ where appropriate; signing out for items taken from the school premises (school iPads and laptops). 

· Staff are responsible for their teaching rooms and resources. Staff must ensure power is turned off for all teaching equipment at the end of the school day. Classrooms must be free of clutter.
· All snagging and damaged resources and equipment must be reported to the Caretaker or Business Manager.
Out of School and After-School Activities: 
· Staff should take particular care when supervising students in the less formal atmosphere of a residential setting or after – school activity. 

Teaching Materials: 
· The use of books, videos and films of an explicit or sensitive nature must be given careful consideration to ensure that its selection is not subsequently misinterpreted and students are not exposed to content that is unsuitable for their age or that might cause them unnecessary distress.
Reporting Incidents: 
· Staff should report any concerns they may have following any incident where s/he feels that his/her actions may have been misinterpreted. This report should be made to their line manager as soon as possible and written up on School Pod. It is essential that all staff have regular training in Child Protection issues and know the procedures for dealing with and reporting concerns. 
· All staff have a duty to look out for signs of physical, emotional or sexual abuse or neglect of pupils in the light of a child’s behaviour. Staff must pass any concerns on to the Designated Safeguarding Lead and in their absence the deputy. Avoid trying to involve yourself too closely with any issues: always pass concerns on.

5. Reporting Low Level Concerns
Defining a Low-Level Concern

· A low-level concern is one that does not meet the harm threshold as stated in the school’s Safeguarding Policy. That is, when anyone working in a school (including volunteers, supply staff and contractors) has:

· behaved in a way that has harmed a child, or may have harmed a child

· and/or;

· possibly committed a criminal offence against or related to a child and/or;

· behaved towards a child or children in a way that indicates he or she may pose a risk of harm to children; and/or

· behaved or may have behaved in a way that indicates they may not be suitable to work with children (which includes behaviour that may have happened outside school posing a transferable risk to children).

· Responses and actions to behaviours that may meet the harm threshold are contained specifically, within section 16 of the School’s Safeguarding Policy, ‘Allegations Regarding Staff (or volunteers)’. These should be reported to the head teacher without delay. A low-level concern is any concern – no matter how small, and even if no more than causing a sense of unease or a ‘nagging doubt’ (i.e. they believe it could be a concern) – that an adult working in or on behalf of the school may have acted in a way that:

· is inconsistent with the staff code of conduct, including inappropriate conduct outside of work; and

· does not meet the allegations threshold or is otherwise not considered serious enough to consider a referral to the LADO.
· Examples of such behaviour could include, but are not limited to:

· being over friendly with children;

· having favourites;

· taking photographs of children on their mobile phone;

· engaging with a child on a one-to-one basis in a secluded area or behind a closed

· door; or,

· using inappropriate sexualised, intimidating or offensive language.

· Such behaviour can exist on a wide spectrum, from the inadvertent or thoughtless, or behaviour that may look to be inappropriate, but might not be in specific circumstances, through to that which is ultimately intended to enable abuse.

Responsibilities of staff

· It is important that all staff are clear of the expectations the school stipulates from them as contained in this Staff Code of Conduct. This is covered annually by the Designated Safeguarding Lead, and as part of the school’s induction for new staff. It is crucial that any concerns in relation to a staff member’s behaviour, including those which do not meet the harm threshold, are shared responsibly and with the head teacher. This should be done without delay. Where there are concerns/allegations about the Head Teacher, this should be referred to the Chair of Trustees (whose contact details would be shared upon request.)
· Staff members who are concerned about how their behaviour may have been interpreted, or, on reflection, re-evaluate their behaviour as one that may have been in contrary to the school’s code of conduct and expectations, they must self-refer to the Head Teacher.
Dealing with Low-Level Concerns

· All low-level concerns may be shared verbally with the head teacher in the first instance, but must then be recorded in writing. The record should include:

· details of the concern

· the context in which the concern arose

· action taken

· The name of the individual sharing their concerns should also be noted, but if the individual wishes to remain anonymous then that should be respected as far as reasonably possible. Where the low-level concern is provided verbally, the Head Teacher should make an appropriate record of the conversation, either at the time or immediately following the discussion, paying heed to the details above. Records will be signed, timed and dated. Records will remain confidential in accordance with the school’s Data Protection policies and GDPR.

Responding to a Low-Level Concern

· The head teacher will in the first instance satisfy himself that it is a low-level concern and should not be reclassified as a higher level concern/allegation and dealt with under the appropriate procedure below.

· The circumstances in which a low-level concern might be reclassified are where:

a. The threshold is met for a higher-level concern/allegation

b. There is a pattern of low-level concerns which collectively amount to a higher-level concern/allegation or

c. There is other information which when taken into account leads to a higher-level concern/allegation.
· Where the Principal is in any doubt whatsoever, advice will be sought from the LADO, if necessary, on a ‘no-names’ basis.

· Having established that the concern is low-level, the Head Teacher will discuss it with the individual who has raised it and will take any other steps to investigate it as necessary. If the concern has been raised via a third party, the head teacher should collect as much evidence as possible by speaking:

· directly to the person who raised the concern, unless it has been raised anonymously;

· to the individual involved and any witnesses.

· The information collected will help them to categorise the type of behaviour and determine what further action may need to be taken. All of this needs to be recorded along with the rationale for their decisions and action taken. 
· Reports about supply staff and contractors will be notified to their employers, so any potential patterns of inappropriate behaviour can be identified. Most low-level concerns by their very nature are likely to be minor and will be dealt with by means of management guidance, training etc. In dealing with a low-level concern with a member of staff, this will be approached in a sensitive and proportionate way. In many cases, a low-level concern will simply require a conversation with the individual about whom the concern has been raised.

· Details of the concern will be recorded along with the rationale for decisions and action taken. Any conversation with a member of staff following a concern will include being clear with the individual as to why their behaviour is concerning, problematic or inappropriate, what change is required in their behaviour, enquiring what, if any, support they might need in order to achieve and maintain that, and being clear about the consequences if they fail to reach the required standard or repeat the behaviour in question. 
· Ongoing and transparent monitoring of the individual’s behaviour may be appropriate. An action plan or risk assessment may be required. Some concerns may trigger the school’s disciplinary, grievance or whistleblowing procedures, which will be followed where appropriate. Some concerns may be related to performance management and advice may be sought from the school’s HR team.

Monitoring of Low-Level Concerns

· The head teacher will securely retain confidential files on low-level concerns. A central log will be shared and monitored by the school’s Senior Leadership Team on a monthly basis to ensure that all such concerns are being dealt with promptly and appropriately, and that any potential patterns of concerning, problematic or inappropriate behaviour are identified. A record will be kept of this review within SLT Minutes.

· No record will be made of the concern on the individual's personnel file (and no mention made in job references) unless either:

a. the concern (or group of concerns) has been reclassified as a higher-level concern, or

b. the concern (or group of concerns) is sufficiently serious to result in formal action under the school’s Grievance, Capability or Disciplinary procedure

Acceptable use of ICT Equipment 

· This policy should be read in conjunction with the Online Safety, GDPR/Data Protection Policy and Safeguarding Policy. Staff, Governors and Visitors should read and sign the ‘Acceptable Use Agreement’ annually. Staff who are in contact with pupils should not use their mobile phones in school during their directed hours / paid hours of employment. 
· Outside of these times, mobile phones should only be used in areas of the school where pupils are not present. Staff must not use their mobile phone as a camera in school. Any photograph/video must be taken using school equipment. Staff must only save images on school computers.

Personal Letters and On-Line Communication: 
· It will rarely be appropriate for staff to write personal notes or letters, or to send e-mails, to individual students. Staff should keep passwords secure and ensure that no other person can gain access to their e-mail account and maliciously send messages which appear to have been written by them.
·  Ideally, both teachers and students should use an e-mail address provided as part of an official LA Internet service, even if they are sending messages while working at home. Staff should not use unregulated chat rooms in which children are likely to be present. Staff should use social network sites with care. In particular, staff should not allow current students to become ‘friends’ on their personal social networking page.

6. Links With Other Policy Areas
· Relationships, Emotional Regulation & Behaviour Policy

· Whistleblowing Policy

· Dress Code for Staff

· Safeguarding Policy
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