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Staff code of conduct 2020/21

The Code of Conduct outlines the expected conduct of staff at all times. All communication and interaction between members of staff, children, parents, carers and visitors must reflect our Code of Conduct. 

Staff are expected to be conscientious and loyal to the aims and objectives of Grove Vale Primary. In addition, staff are required to develop and maintain the professional character of the school. 

All staff employed by Grove Vale Primary are to follow the Code of Conduct. Staff should be aware that a failure to comply with the following Code of Conduct could result in disciplinary action.

1 PURPOSE, SCOPE AND PRINCIPLES 

A Code of Conduct is designed to give clear guidance on the standards of behaviour all staff are expected to observe, and the school should notify staff of this code of and the expectations therein. Staff may be in a unique position of influence and must adhere to behaviour that models the highest possible standards. Each employee has an individual responsibility to maintain their reputation and the reputation of the school whether inside or outside working hours.

2 SETTING AN EXAMPLE 

2.1 All staff who work at Grove Vale must set examples of behaviour and conduct which can be copied by pupils. Staff must therefore not use inappropriate or offensive language at any time. 

2.2 All staff must, therefore, demonstrate the highest standards of conduct in order to encourage our pupils to do the same. 

2.3 All staff must also avoid putting themselves at risk of allegations of abusive or unprofessional conduct. 

3 STAFF UNIFORM CODE

3.1 All staff should be mindful that their dress sets an example to pupils. If staff dress smartly, pupils are more likely to follow suit. Staff badges should be worn and visible at all times. 

3.2 No jeans, denim or strappy vests should be worn during the normal school day. Staff should wear clothes that appropriately cover any undergarments, tattoos or piercings and will look professional at all times. Shoes should be worn and not trainers, casuals or flip flop type shoes.

3.3 Male staff need to wear a shirt and tie or smart polo shirt in extremely hot weather.

3.4 For particular activities, such as teaching PE, it sets a good example to pupils if staff also change into suitable clothing. For reasons of safety, staff should always change into suitable footwear for PE. PE kit should only be worn by staff when they are teaching physical activities. 

4 SAFEGUARDING PUPILS 

4.1 Staff have a duty to safeguard pupils from: 

· physical abuse 

· sexual abuse 

· emotional abuse 

· neglect 

4.2 The duty to safeguard pupils includes the duty to report concerns about a pupil to a school’s Designated Senior Leaders (DSL) for Child Protection. 

4.3 All staff will have read and received training on Part 1 of the Keeping Children Safe in Education (Sept 20) document 

4.4 The school’s DSL will follow policy and procedures linked to safeguarding and ensure all staff receive regular up to date training (every three years). Training must be in line with SSCB advice.

4.5 Copies of the school’s Child Protection Policy and Whistleblowing Procedure are available from the school. Staff must be familiar with these documents. 

4.6 Staff must not demean or undermine pupils, their parents or carers, or colleagues. 

4.7 Staff must take the upmost care of pupils under their supervision with the aim of ensuring their safety and welfare. 

4.8 Staff must not use their personal mobile phone as a camera in school. Any photograph/video must be taken using school equipment. Staff must only save images on school computers/devices. 

4.9 If staff have concerns with regards to a child’s welfare, the information needs to be shared with the phase leaders and nurture team as a matter of urgency

4.10 Staff who are in contact with pupils can only use their mobile phones in school during their directed hours / paid hours of employment in areas where pupils are not present. Use of mobile phones within the classroom is not acceptable or allowed. 

4.11 All staff must use CPOMS to evidence any concerns they have regarding pupil's welfare, behaviour and attendance and ensure that the designated safeguarding leads are informed. Staff must also ensure they action their CPOMS concerns promptly by adding a comment, noting the action and speaking to the appropriate staff involved.

5. HONESTY AND INTEGRITY

5.1 Staff must maintain the highest standards of honesty and integrity in their work. This includes the handling and claiming of money. 

5.2 All staff must comply with the Bribery Act 2010. A person may be guilty of an offence of bribery under this act if they offer, promise or give financial advantage or other advantage to someone; or if they request, agree or accept, or receive a bribe from another person. If you believe that a person has failed to comply with the Bribery Act, you should refer to the Whistleblowing procedure. 

6 CONDUCT OUTSIDE WORK

6.1 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. Any such conduct could lead to dismissal.

6.2 In particular, criminal offences that involve violence or possession or use of illegal drugs or sexual misconduct are likely to be regarded as unacceptable and could lead to dismissal.

6.3 Staff must exercise caution when using information technology and be aware of the risks to themselves and others. Staff must not use social media e.g. Facebook with pupils and parents.

6.4 Staff must not engage in inappropriate use of social network sites which may bring themselves, schools or wider community into disrepute.

6.5 Staff must only use their school email account when communicating electronically for work purposes.

6.6 Staff have a duty to report any incidents that may compromise their position of trust directly or through disqualification by association

7 CONFIDENTIALITY 

7.1 Where staff have access to confidential information about colleagues, pupils or their parents or carers, staff must not reveal such information except to those colleagues who have a professional role in relation to the individual. 

7.2 All staff are likely at some point to witness actions which need to be confidential. For example, where a pupil is bullied by another pupil (or by a member of staff), this needs to be reported and dealt with in accordance with the appropriate school procedure. It must not be discussed outside of the school, including with the pupil’s parent or carer, nor with colleagues in the school except with a senior member of staff with the appropriate role and authority to deal with the matter. 

7.3 However, staff have an obligation to share with the Head of School or school’s Designated Senior Person any information which gives rise to concern about the safety or welfare of a pupil/student. Staff must never promise a pupil/student that they will not act on information that they are told by the pupil.

7.4 Concerns with regards to a child’s health or family circumstance needs to shared with relevant parties as a matter of course.

8 PUNCTUALITY/ STAFF ABSENCE/DIRECTED TIME (also refer to staff protocol and guidance linked to COVID)

8.1 If a member of staff is too ill to work, then they must call the Head Teacher or Deputy Head Teacher as early as possible and no later than 7:30am on the morning of illness.  It is important that the staff member speaks to the HT/DHT rather than send a text message.

8.2 Staff need to call school or the HT/DHT before 2.30pm of the day of illness to inform the school if they are to return to work the following day or if they are still ill.  Staff need to speak to the HT/DHT on each day of illness unless it is on a long term basis. 

8.3 On return to work, staff need to complete a P70 immediately. The business manager will ensure you have one given to you. It is the staff member’s responsibility to collect and complete the form. The form needs to be returned to the HT.

8.4 All requests for leave of absence need to be directly discussed with the Head Teacher. It is up to the discretion of the HT if the leave is paid or unpaid. All staff should, fill out a Leave of Absence form as soon as they know that they will be requiring leave.  Forms are found in the staff room in the metal drawer unit.  These should then be handed to Darren Thorpe in the main school office.  If for some reason he is not there, then place any confidential information along with the request form in an envelope and leave on desk.  Please ensure to detail all times and dates that you will require for your leave request.  Please note that if insufficient detail is handed in then the form will be returned to your pigeon hole for you to complete further.  Therefore please be aware that incomplete forms may delay the process in getting a decision to you.
All requests should be accompanied with appointment letters or any other proof that will support your request.  Please be aware that your request may be challenged, especially where letters state that appointments can be re-arranged if they are not suitable for you.   
· Any requests for leave will be treated on an individual basis, however the school will endeavour to treat everyone equally in line with the policy.
· All staff should try and arrange appointments, such as doctors, dental, etc… outside normal working hours.  The school understand that this is not always possible, but request that all staff should consider the effect that any leave has on the pupils and their teaching and learning. 
· A decision regarding your request will be detailed on your request form and all documents submitted will be returned to your pigeon hole, including any appointment letters. Therefore, you should not have to make copies of your letters as they should be back with you before your appointments.  However, you may still want to do this if you feel this is appropriate.
· If you are not happy with the decision made regarding your request for leave then please, in the first instance, talk about this to Darren Thorpe in the main office.  Any information will be treated sympathetically and in strictest confidence.
Emergency Care of Dependants
· All above points apply
· Employees will be granted reasonable time off without pay to enable them to take emergency action for the care of a dependant in circumstances such as: 
· When the arrangements for caring for a dependant unexpectedly break down or are terminated; 
· When a dependant child is involved in an unexpected incident at school or on a school trip and 
· When an elderly relative living alone is injured and emergency arrangements/contacts need to be made.
A dependant is either a family member or other person who relies on the employee for assistance in the particular circumstances.
IMPORTANT NOTE:  As a good will gesture, the school previously agreed that each employee may be given a maximum of 3 paid occasions of such emergency leave. This will no longer be the case as it goes against the leave of absence policy.  
The need for paid occasions of emergency leave will be assessed by the school in order to support staff to have reasonable time to support their situation.  This should not be seen as an entitlement and will be allocated entirely at the headteacher’s discretion.   
8.5 Staff absence will be monitored and recorded in the line with the Management of Absence policy

8.6 Staff should not leave school early or move their contracted hours/days without the knowledge and agreement of the Head Teacher.

8.7 Staff should ensure their arrival at school in a morning leaves ample time for preparation before the start of the day

8.8 Teaching staff and HLTA’s will have directed time each week in the form of a staff meeting. This will be on Wednesdays. If you need leave of absence during directed time this will have to be agreed prior to the meeting with the head teacher.

8.9 All staff must check their emails at least daily as this is the most effective way of communication across school.

9 ROUTINE   (please refer to PowerPoint on INSET DAY 1.9.20 for changes to routines linked to COVID)

9.1 School starts at: -

(I) Juniors (soft start – 8.35-8.45am)


Morning session 
8.45 am. - 12.00 noon.  



Afternoon session 
1.00 p.m. - 3.30 p.m.

(ii) Infants (soft start - 8.40-8.50am)


Morning session 
8.50 a.m. – 11.45 a.m.



Afternoon session 
12.50 p.m. - 3.25 p.m.

Morning break times – 10.30-10.45 am

Afternoon break for children – KS1 (Super movers) KS2 (Daily Mile) 15 minutes negotiated by classteacher

9.2 The teacher on duty before school is responsible for locking the gate at the start and end of the school day in the Juniors.  They also will bring any children not collected on time over to the school office and inform Miss Maloney  (please write names on the list on her desk and cross off as they are collected) 

9.3 In the Infant playground, teachers collect their children at the end of playtime and escort them to be handed over to their parent/guardian at the end of the school day.

9.4 Each teacher has the responsibility at the end of school to ensure that every child in their class has safely left the school premises.

9.5 In the case of Juniors, Class teachers will escort the children to the Junior playground gate at the end of the school day.

10 REGISTERS 

10.1 The record of attendance for each child is held on computer. The class teacher marks the presence or absence on the class computer and this is then sent on-line to the school office.  Each classroom has guidance to support E Registration. It is every teachers responsibility to check the register overview of the week on a Friday to ensure it is accurate. Please contact the school office if there are any difficulties.

10.2 You should insist upon written notification from parents to explain any absences. If you are concerned about continued or regular absenteeism or lateness, the office should be informed. 

11. MONEY
11.1 All payments in school are to be made online via Parentpay. Lunches need to be ordered through your own School Grid account before 9am on the day who require it.

12 DUTIES

12.1 Breaks occur from 10.30 to 10.45a.m. in the morning. 

12.2 Every Teacher should ensure that all children visit the toilets/wash hands immediately before the start of break.  This should reduce the need to leave the playground during playtime. Teachers must ensure that all their children have left the classroom and made their way to the playground before they leave. Once the children are on the playground, the intention is that they remain outside.  Children need to ask a member of staff if they wish to return to the school building.

12.3 KS1 staff must escort children to the playground to and from the classroom at the start and end of break.

12.4 Junior and infant teachers/ support assistants are on duty each day, they should endeavour to be in the playground at the commencement of breaks and must arrange cover if they are unable to carry out their duty.  Duty teachers are also responsible for:

· Being about to observe the playground as children arrive. 

· Calling the classes to walk in at the end of playtime

12.5 The duty teacher must make a decision as to whether or not play is cancelled due to inclement weather and notify other classes; consult the Head Teacher or Deputy Head Teacher for a second opinion if unsure. Should play be curtailed due to worsening conditions notify the staff room immediately

12.6 Teachers must remain in their classroom in order to supervise their own children for a short break to visit toilet. After this short break children will continue working. However, to ensure that teachers are able to have a drink and toilet visit for themselves children can be supervised in their phase groups.

12.7 There will be designated first aiders in the Junior and Infant sections of the school
13 GDPR

What is GDPR

The General Data Protection Regulations came into force on 25th May 2018. It is an extension of the Data Protection Act 1998 and is here to ensure that personal data is kept appropriately. Everyone must adhere to GDPR. Non-compliance could lead to fines being placed on the school by the Information Commissions Office. Please make yourself familiar with the schools GDPR policy.

Seven Principles of GDPR

Accountability-As a school we need to demonstrate our compliance with GDPR 

Lawfulness, fairness and transparency- All personal data must be processed in this way and we must show how we do this in our privacy notices

Purpose Limitation- Personal data is only collected for specific and legitimate reasons

Data Minimisation- Personal data is only processed under the purpose which it was originally intended

Accuracy-Personal data must be accurate and kept up to date

Storage Limitation-Personal data should only be retained for the period detailed in the retention document

Two Types of Data

1. Personal Data

Any information relating to an identified or identifiable data subject who can be identified directly or indirectly from the data available. This may be a name, an identification number, location data, or one or more factors to the physical, physiological, genetic, mental, economic, cultural or social identity of that person.

2. Special Category Data

Any information relating to an identified or identifiable data subject who can be identified directly or indirectly from the sensitive data available. Sensitive data can be:

· Race

· Ethnic origin

· Politics

· Religion

· Trade union membership

· Genetics

· Biometrics

· Health

· Sex life

· Sexual orientation

What is a breach

The GDPR defines a data breach as a breach of security leading to “accidental or unlawful destruction, loss, alteration, unauthorised disclosure of, or access to personal data.

Examples

· A file with personal data is accidentally deleted from the server.

· A memory stick with personal data becomes corrupt and the data cannot be accessed/restored from anywhere else.

· A diary with old passwords is lost

· A hack into an email account

· A conversation about personal data overheard by someone who doesn’t need to know the information.

· Personal data emailed to the wrong person

· Files containing personal data left in an unsecured drawer/cupboard

· An unlocked computer screen

· A document with personal data is left in the photocopier tray

· An email has been read in your inbox but you don’t remember reading it- This may indicate that someone has hacked your account

 What to do in the event of a loss?

· DON’T panic

· INFORM the controller (Head Teacher) or the Business Manager (if the controller is unavailable) IMMEDIATELY even if this is out of hours. The sooner the controller can act the risk to the data subjects can be reduced

· The controller may require you to complete a breach form so that we can investigate why, and how this has happened and how to prevent further breaches

· ACT on the advice given by the controller SBM or DPO to avoid a future breach

Be a GDPR Friend to others

· If you find a document left in the staffroom containing personal data return it to the person who it relates to immediately and inform the controller or SBM

· If you overhear a conversation that is about personal information, politely stop the conversation and ask them to move to a confidential area and inform the controller or SBM

· If someone has sent you personal data via an unencrypted email you both need to delete the email and explain to them how to encrypt data in future and then inform the controller

By taking these steps we may have what’s called a “near miss” this means it’s not a breach but could have been if someone hadn’t intervened. We can log the “near misses” and see if there’s a pattern or trend and implement training if required.

What is a Subject Access Request?

A subject access request is simple a written request made by or on behalf of an individual for information which he or she is entitles to ask under section 7 of the Data Protection Act 1998. The request does not have to be in any particular form. 

The most likely situation you will encounter is a parent asking for information that we hold on their child, if you do receive such a request please do not action it yourself. Please inform the headteacher who will then advise on next steps.

Password Tips
1. Change passwords REGULARLY (every 3 months as a minimum)

2. DON’T just change the last number in the password by 1 e.g. grovevale1 to grovevale2 as this can be easily hacked

3. DON’T write passwords down

4. DO use a combination of random words in upper and lower case, use symbols and numbers within the password

5. Do have different passwords for home and work

6. DON’T share your password with others

Key Points to Remember

1. THINK about who is around you when you are discussing personal data

2. Keep personal data SECURED at all times

3. USE the most secure way to transfer data to another person/organisation. 

4. You MUST encrypt personal data if sending via an email

5. Only collect and keep personal data if you a LAWFUL REASON 

6. LOCK your computer when you are away from your desk

7. If you need further support on GDPR please speak to the DPO or Business Manager

8. LIMIT the personal data you take off site to only what you need

9. DESTROY data in line with the destruction policy

10. UPDATE your data mapping as you hold new data, change the way you hold, transfer or destroy data.

Contact Information

Controller- Head Teacher- Alison Connop – Alison.connop@grovevale.sandwell.sch.uk 

DPO – Dawn Price- dpo@grovevale.sandwell.sch.uk
SBM – Darren Thorpe – darren.thorpe@grovevale.sandwell.sch.uk
Appendix 1 – aide memoire for all staff 
When we speak to others we will: 

· use a positive statement rather than a negative one so that children can learn what we expect of them in any situation. 

· use a calm tone of voice at all times, to explain something to or instruct the children, so that they can follow our words without feeling threatened or uncomfortable. 

· avoid using sarcastic words or phrases as these demean children and prevent them from developing high self-esteem. 

· speak respectfully to other adults at all times, even if we disagree with them. 

As professionals we will: 

· avoid workplace gossip and negativity as it breeds resentment and becomes a roadblock to effective communication and collaboration. We all have a duty to take active steps to divert conversations away from this if we come across it. Address any issues directly with Senior leaders rather than gossip about them.

· maintain confidentiality about anything that we see or hear in the workplace or in schools, so that colleagues, parents, children and outside agencies can trust us, and as a way of showing respect to our fellow professionals. 

· work as part of a team, contributing as well as learning from others and helping to build up a strong workforce. 

· work within the policies and practices set out by Grove Vale Primary, so that what we do is consistent with what has been agreed between all members of the staff. 

· treat everyone with respect. 

· dress appropriately to show that we are here to work. All staff should dress professionally. Men wearing a tie. Staff should not wear denim or casual clothes including vests and shorts. Shoes should be worn and not trainers, casuals or flip flop type shoes

· Teaching sports activities

           When teachers are to deliver PE or sports sessions, they should model appropriate 

           dress to the children.  

· behave in a positive way despite any personal problems that we may have, especially in front of children. 

Appendix 2- from Teachers' Standards Effective from 1 September 2012 (DfE) 

PERSONAL AND PROFESSIONAL CONDUCT 

A teacher is expected to demonstrate consistently high standards of personal and professional conduct. The following statements define the behaviour and attitudes which set the required standard for conduct throughout a teacher’s career. 

· Teachers uphold public trust in the profession and maintain high standards of ethics and behaviour, within and outside school, by: 

· Treating pupils with dignity, building relationships rooted in mutual respect and at all times observing proper boundaries appropriate to a teacher’s professional position having regard for the need to safeguard pupils’ well-being, in accordance with statutory provisions. 

· Show tolerance of and respect for the rights of others not undermining fundamental British values, including democracy, the rule of law, individual liberty and mutual respect and tolerance of those with different faiths and beliefs ensuring that personal beliefs are not expressed in ways which exploit pupils’ vulnerability or might lead them to break the law. 

· Teachers must have proper and professional regard for the ethos, policies and practices of the school in which they teach, and maintain high standards in their own attendance and punctuality. 

· Teachers must have an understanding of, and always act within, the statutory frameworks which set out their professional duties and responsibilities. 

Updated for September 2020
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