B

wépping
high school

Wapping High School — Staff Code of
Conduct

Policy Date Frequency of Ratified By = Date Review Date
Review Ratified

March 2021 Annual GNE March January 2022
2021

March 2022 Annual GNE March March 2023
2022

July 2023 Annual GNE/TRA July 2023 July 2024

June 2024 Annual TRA June 2024 July 2025

September Annual TRA Sept 2025 September

2025 2026

September Annual TRA Sept 2026 September

2026 2027



1. Introduction

This Code of Conduct applies to all employees based at Wapping High School. For
the purpose of this code, references to employees also include agency workers and
cover supply staff. It is intended as a guide to assist all those working within this
school to understand and comply with the school’s expectations in terms of their
standard of conduct and behaviour. All employees are expected to adhere to the
principles contained within this code during their work and/or when representing the
school, as well as to our core values of PACK, especially those pertaining to
‘community and kindness’.

We aim to provide high-quality provision for all students, staff, and external partners,
and to promote public confidence in the integrity of the school. All employees are
expected to reflect high standards of behaviour both at work and in their private lives
and set a good example to students and others at all times. Employees should be
mindful of their behaviour outside of school and the reflection this may have on
themselves, the school, and their profession.

2. General Obligations

Staff set an example to pupils. They will:

e Maintain high standards in their attendance and punctuality.

e Never use inappropriate or offensive language in school.

e Treat pupils and others with dignity and respect in line with the shared values
contained within PACK.

e Show tolerance and respect for the rights of others.

e Not undermine fundamental British values, including democracy, the rule of
law, individual liberty, and mutual respect and tolerance of those with different
faiths and beliefs.

o Not express personal beliefs in a way that exploits pupils’ vulnerability or
might lead them to break the law.

e Understand the statutory frameworks they must act within.

e Adhere to the Teachers’ Standards.



3. Low-Level Concerns About Members of Staff

A low-level concern is any behaviour towards a child by a member of staff that does
not meet the harm 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:

e Being over-friendly with children

e Having favourites

e Taking photographs of children on a personal device

e Engaging in 1-to-1 activities where they cannot easily be seen
e Humiliating pupils

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

All staff must share any low-level concerns using CPOMS and in accordance with
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, they are required to report it via CPOMS regardless.

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 behavior are constantly lived,
monitored and reinforced by all staff, while minimising the risk of abuse.

4. Roles & Responsibilities

As individuals employed at Wapping High School, we agree to the following:

e Staff of the school must ensure that they adhere to the relevant professional
standards where they apply to their role.

e Employees must safeguard children’s wellbeing and maintain public trust in
their profession as part of their professional duties.

e Staff must comply with Wapping High School’s policies and procedures that
support the wellbeing and development of students. Staff must cooperate and
collaborate with colleagues and with external agencies where necessary to



support the development of students. Staff must follow reasonable
instructions that support student development.

e Any breaches of this code may result in a formal investigation being carried
out under the school’s policies and procedures and could result in disciplinary
action.

5. Equality & Diversity in the Workplace

All employees have a personal responsibility to promote equality and diversity within
this school in respect of their colleagues, governors, students, parents/carers, and
the local community.

Wapping High School celebrates the rich diversity within its community. All
employees will recognise and value diversity of others within the workplace and
understand how differences benefit others, our school, and the wider community.

6. Dignity & Respect

All employees are expected to maintain a high standard of behaviour and personal
conduct at all times to ensure that everyone in school is treated with dignity and
respect.

Wapping High School Commitments

e \Welcomes all members of the community.

e Encourages employees to be the very best they can be.

e Promotes equality of opportunity and treatment of others.

e Respects diversity and promotes employee health and wellbeing.

e Communicates expectations around behaviour and personal conduct clearly.

e Strives for improvement, openness, and transparency.

e Encourages open and honest communication between employees.

e Ensures that all workplace disputes are dealt with effectively under relevant
policies.

Staff Expectations

All WHS employees are responsible for treating others with dignity and respect and
must not purposefully make anyone feel excluded or unaccepted. Staff must act with



personal and professional integrity by:

e Never using inappropriate or offensive language in school.

e Acting in the best interests of the school and its ethos.

e Being honest and acting with integrity at all times.

e Treating students and others with dignity, showing tolerance for the rights and
beliefs of others.

e Acting as a role model by consistently demonstrating high standards of
behaviour.

e Not undermining fundamental British values (democracy, the rule of law,
individual liberty, and mutual respect/tolerance).

e Not expressing personal beliefs in a way that overly influences students,
exploits vulnerability, or leads them to break the law.

e Complying with Equal Opportunities legislation in all aspects of work.

Communication & Professional Standards

e Tone & Language: Use positive statements and strategies so students learn
expectations. Use a calm tone of voice at all times when giving instructions.
Speak respectfully to other adults, even during disagreements.

e Teamwork: Work collaboratively, contributing to and learning from others to
maintain a strong workplace community.

e Consistency: Work strictly within agreed policies and practices.

e Workplace Environment: Avoid workplace gossip and negativity. All staff
have a duty to actively divert conversations away from gossip. Maintain a
positive professional demeanor regardless of personal circumstances.

e Reputation: Staff must not engage in conduct outside work that could
damage the reputation and standing of Wapping High School, their own
professional standing, or the reputation of other school community members.

Where an employee believes they have been unfairly treated, they may refer to the
school’s Grievance Policy. Where an employee has exhibited inappropriate
behaviour, formal disciplinary action may be taken.

7. Safeguarding & Child Protection

This section must be read in conjunction with the latest statutory DfE guidance
‘Keeping Children Safe in Education’ (KCSIE) and the “Guidance for Safer



Working Practice for those Working with Children in Education Settings”.

e All employees must familiarise themselves with our Child Protection and
Safeguarding Policy, IT filtering/monitoring expectations, and Prevent initiative
procedures.

e All employees, governors, and volunteers have a statutory duty to safeguard
students.

e Any concerns regarding breaches of KCSIE, unsafe practice, or potential
failures must be logged immediately on CPOMS and reported to the
Designated Safeguarding Lead (DSL).

o Concerns regarding the Headteacher should be raised directly with the
Chair of Governors.

e All employees will receive appropriate Safeguarding/Child Protection training.
Any missed training must be made up as soon as possible. Staff are expected
to stay up to date with annual updates to KCSIE.

8. Sexual Relationships, Infatuations, and Crushes

Under the Sexual Offences Act 2003, it is a criminal offence for a person over 18 in a
position of trust (such as a teacher or support staff member) to have a sexual
relationship with a child under 18 at the same establishment, even if consensual.

A relationship between a staff member, volunteer, or governor and any student can
never be a relationship of equals. Adults must ensure the power imbalance is never
used for personal advantage or gratification.

Where a pupil develops an infatuation or crush on a staff member:

e The situation must be taken seriously and handled cautiously.

e No encouragement of any kind must be given.

e (Careless or insensitive reactions must be avoided to prevent false
accusations or emotional distress.

e The staff member must report and discuss the situation at the earliest
opportunity with the Headteacher or DSL.

9. Data Protection & Confidentiality

In accordance with the Data Protection Act 2018 and UK GDPR, all employees



handling personal data must ensure it is:

e Processed fairly, lawfully, and transparently.

e Collected for specified, explicit, and legitimate purposes.

e Adequate, relevant, and limited to what is necessary.

e Accurate and kept up to date.

e Retained no longer than necessary.

e Processed securely, protected against unauthorized access, loss, or damage.

Requirements for Staff:

e Never disclose or misuse confidential information regarding school business,
staff, students, or parents during or after employment.

e Access personal data only through authorized user accounts for legitimate
professional purposes.

e Keep screens locked when unattended, store physical documents securely,
and protect login credentials, passwords, and security codes.

e Securely transmit personal/sensitive data externally using approved
encryption or secure channels.

e Use strong passwords and enable security settings across all profiles.

e Seek guidance from the Headteacher if uncertain about sharing specific
information.

Wapping High School reserves the right to monitor technology, system usage (e.g.,
SIMS/MIS), internet access, and emails for safequarding and compliance. Unlawful
or criminal misuse will be reported to the police.

10. IT & Mobile Device Security

e Photos of Students: Staff must ONLY use school-owned equipment to
capture images of students. Images must be uploaded to the secure school
network drive immediately and erased from the portable device.

e School Devices: School-issued IT equipment is provided for work purposes.
Staff must maintain absolute control of allocated devices.

e Email Communication: All work-related correspondence must be conducted
exclusively through official school email accounts.



11. Declarations of Interest & Conflicts

Staff are encouraged to participate in community activities outside of work but must
avoid conflicts of interest or actions that bring the school into disrepute.

e Any actual or potential conflict of interest must be declared in writing to the
Headteacher.

e Failure to declare a known conflict of interest may result in disciplinary action.
Any queries should be raised with line managers immediately.

12. Gifts & Hospitality

e Employees must not accept or offer gifts or hospitality that could be construed
as bribery, favouritism, or an attempt to influence decisions.

e Threshold: Gifts of appreciation (e.g., end-of-term or Christmas gifts from
students/parents) under £25 in value may be accepted without formal
declaration.

e Gifts of substantial value (>£25) or business hospitality must be declared to
the Headteacher and politely declined where appropriate. Any provision of
hospitality that is seen as necessary to represent the school may be accepted
with the approval of the Headteacher (or in the case of the Headteacher, the
Chair of Governors).

e Cash Rule: Accepting cash gifts is strictly prohibited under all circumstances
(excluding charitable donations made directly to school funds).

13. Mobile Phones & Personal Handheld Devices

Personal mobile phones and handheld devices must not be used:

e During lesson time / active teaching.
e While supervising students (inside or outside the classroom).
e |n front of students for personal matters.

Strictly Prohibited Actions:

e Using personal devices/numbers to contact students or parents/carers.
e Taking photos of students on personal devices or storing student data on
personal clouds/drives.



e Storing inappropriate or illegal content on devices brought onto school
premises.
e Recording audio or visual footage of peers or students without authorization.

In emergency circumstances requiring deviation from these rules, staff must notify
the Headteacher immediately. The school accepts no liability for lost, stolen, or
damaged personal equipment.

14. Disclosure of Cautions, Convictions, and Personal
Relationships

Criminal Disclosures

Existing employees must immediately disclose any new criminal cautions,
convictions, or driving offenses received during their employment to the
Headteacher.

Personal Relationships at Work

Where close personal, romantic, family, or financial relationships exist between
colleagues:

e Staff must ensure the relationship does not adversely affect their work duties
or create bias/conflicts of interest.

e Employees with personal relationships must NOT be involved in recruitment,
pay decisions, performance management, or disciplinary proceedings
involving the related party.

e Staff must disclose any personal relationship that develops or ends during
their employment in writing to the Headteacher.

15. Care of School Premises, Property & Equipment

Staff are responsible for the safe keeping and proper handling of all school property
under their control (laptops, keys, security passes, textbooks, credit cards,
confidential files).

Staff must:



e Take reasonable precautions to prevent loss, theft, or damage to school
property on or off site.

e Obtain written authorization before using school equipment for
non-work/community purposes.

e Comply with Health & Safety regulations at all times.

e |mmediately report lost keys or security passes to the Finance Manager.

e Return all school property upon termination of employment.

16. Sickness Absence Reporting Procedures

All staff must comply with the official sickness reporting procedures to ensure
adequate cover and safeguarding across the school.

o Daily Notification Deadline: If you are unable to attend work due to iliness,
you must send an email to staffabsence@wappinghigh.organd CC
your direct line manager by 7:30 AM on each day of absence.

e Daily Contact: You must make contact every day of absence by 7:30 AM
unless you have submitted a Fit Note / doctor's medical certificate covering a
specified period to HR.

e Advance Notice: Staff must not contact the school the day before to
anticipate being unwell the following morning.

e Medical Evidence: Fit Notes/medical evidence must be submitted directly to
the designated HR contact.

Failure to follow official sickness reporting procedures may result in formal
disciplinary action.

17. Substance Misuse & Healthy Workplace

All Wapping High School employees must:

e Never be under the influence of alcohol, illegal drugs, or substances that
impair performance or safety during working hours.

e Never possess alcohol or illegal substances on school grounds.

e Store prescription/over-the-counter medication (e.g., paracetamol) in a
secure, locked location inaccessible to students. Alcohol received as a gift
must be secured immediately.



e Inform line managers if prescribed medication may impact operational duties
or driving.

e Report suspected substance misuse on school premises immediately to the
Headteacher or SLT.

18. Social Media Guidelines

Staff must read this section alongside the ICT Acceptable Use Policy. Employees are
personally responsible for all content, comments, photos, "likes", and shares
published on personal social media accounts (X, Facebook, Instagram, LinkedIn,
TikTok, WhatsApp, etc.).

Key Rules:

e Set personal social media profiles to strict privacy settings.

e Do not add students or parents as contacts/friends on personal profiles
(except where the pupil is a direct family relative).

e Do not post derogatory, offensive, or defamatory remarks regarding the
school, colleagues, students, or parents.

e Do not discuss students or post details/images that could identify students or
their homes.

e Do not represent personal views as those of Wapping High School.

e Do not access or update personal social media accounts using school
equipment or school internet networks.

e Do not communicate with parents or students on personal accounts; use
official school channels only.

Inappropriate social media conduct outside of working hours that impacts the
school's reputation may lead to disciplinary action.

19. Whistleblowing

Whistleblowing refers to reporting wrongdoing that is in the public interest (e.g.,
health and safety risks, statutory breaches, financial impropriety, or cover-ups).

e Concerns should be submitted in writing to the Headteacher.
e If the concern involves the Headteacher, the report must be made directly to
the Chair of Governors.



e Reports should detail names, dates, context, and evidence. Confidentiality will
be protected throughout the investigation process. Refer to the Trust
Whistleblowing Policy for full procedural details.

20. Disciplinary Action

Failure to comply with any section of this Code of Conduct may lead to formal
investigation and disciplinary action, up to and including summary dismissal. This
applies to:

e Direct personal breaches of the Code.
e Failure to promptly report known or suspected breaches.
e Directing or encouraging others to breach the Code.

Staff seeking clarification on any aspect of this policy should consult the
Headteacher.
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