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School Vision

Vision (what and why)

Our vision is to provide a happy and secure learning environment, rich in stimulation and
challenge to ensure all members of the school community can grow in self-esteem and
develop to their full potential.

Our vision is underpinned by motto:
‘What does a good life look like for me now and in the future’.

Missions (how)

e By facilitating and promoting the development of happy, confident and enthusiastic
life-long learners

e By guiding, supporting and inspiring every child and adult to fulfil their potential

e By developing a culture of inclusion and diversity

e By adopting a values-led approach to all aspects of school life

e By delivering an exciting and engaging curriculum

e By promoting high aspirations and ambitions for future success

e By working collaboratively with our parents and the local community ensuring all
children achieve the best possible outcomes.

e By maintaining a focus on maintaining the mental health and well-being of children
and adults

Our Core Values

Empathy towards others and a care for the wider community
Fiveways School is a community where everybody is welcomed, and no one should feel
alone.

Respect
We show respect for everyone and care about our school environment.

High expectations
We set high standards of learning and care and celebrate even the smallest achievements of
every pupil.

Partnership and teamwork
We value the partnership which exists between our school, our parents, our community, and
the part we all play in realising our vision.

Excellence and enjoyment
We are committed to providing the best education experiences for all pupils within a caring,
and kind atmosphere.

Ambitious for all

In all we do, we aim to instil in all our pupils an awareness of their own strengths, abilities,
talents, and responsibilities so that they can become as independent as possible in the world
in which they live.
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1. Introduction

The school’s reputation and the trust and confidence of the community in its integrity is of vital
importance. It must discharge its day-to-day responsibilities with openness and honesty. This
code of conduct is presented to assist employees and volunteers (including Governors) in
carrying out their day-to-day responsibilities in accordance with legal requirements placed upon
them and any policies adopted by the school.

This code of conduct sets out the key principles for the creation and maintenance of a safe
school culture. Employees who are contracted under Teachers’ Terms and Conditions of
Employment also have a statutory obligation to adhere to the ‘Teachers’ Standards’ and in
relation to this policy, Part 2 of the Teachers’ Standards - Personal and Professional Conduct.

If an employee fails to adhere to this policy, then this may result in disciplinary action, including
their dismissal.

Objectives of a safe school culture are:

. to safeguard pupils and protect employees.

. to make explicit expectations of performance and conduct.

. to minimise opportunities for abuse.

. for all employees to have confidence to report concerns with full confidentiality.

. to enable the school to respond promptly to any concerns raised: the school will always
investigate and address issues.

. to create and maintain an ethos of mutual respect, openness and fairness.

2. Status of the Code of Conduct

This Code of Conduct applies to all employees of the school and to volunteers. Throughout the
document, reference is made to employees referring or reporting issues to the
Headteacher/Chair of Governors. Where the employee is the Headteacher they should refer or
report issues to the Chair of Governors.

3. Behaviour & Conduct at Work and Outside of Work

Employees and volunteers of the school are expected to set examples of behaviour and conduct
as role models which can be copied by pupils/students. Employees must:

a. avoid using inappropriate or offensive language at all times;

b. demonstrate the highest standards of conduct in order to encourage the school’s
pupils/students to do the same;

C. show tolerance and respect for the rights of others;

d. 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;

e. express personal beliefs in a way that will not overly influence pupils and will not exploit
pupils’ vulnerability or could lead them to break the law;

f. avoid putting themselves at risk of allegations of abusive or unprofessional  conduct.

Employees and volunteers of the school should remember their responsibilities to the local

community and adopt a courteous, high quality, efficient and impartial approach to all groups

and individuals with whom they come into contact in the course of their work. Such courtesy
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and efficiency should be shown to all people with whom employees and volunteers deal with,
remembering that all opportunities need to be taken to enhance the reputation of the school
whether locally, nationally, or internationally.

Employees and volunteers of the school must carry out their duties objectively, professionally,
to the best of their ability and in an impartial manner. Employees and volunteers of the school
are entitled to expect that no other colleague or Governor will seek to pressure or persuade
them to carry out their duties in any other way. Where it is alleged that such action has taken
place, the Headteacher and Chair of Governors will investigate the allegation if requested to do
sO.

There may be occasions when employees, carrying out their duties for the school, find
themselves at odds with national Government advice or guidance. In such circumstances, it is
particularly important that they are seen to behave with complete objectivity and impartiality
obtaining managerial and professional advice and guidance where appropriate. They are
entitled to expect to receive the unequivocal support of senior managers in so doing.

As a rule of thumb, employees and volunteers at the school should act in accordance with three
key guiding principles:

1. Ensure that their conduct complies with these standards, the spirit of these standards,
the school’s policies, and the law.

2. Ensure that their conduct is never influenced by personal gain.

3 Ensure that their conduct could not give any reasonable person cause to question their
motives.

Employees must not engage in activities outside work, including criminal activity, that could
damage the reputation of the school or the employee’s own reputation or the reputation of
anyone connected with the school as this is likely to be regarded as serious misconduct which
could result in their dismissal.

Employees must not make negative comments about the school on social media.
4. Dress code

Employees are expected to dress professionally and, appropriately for the role in which they
are employed.

A person's dress and appearance are a matter of personal choice and self-expression.
However, staff should consider the manner of dress and appearance appropriate to their
professional role which may be different to that adopted in their personal life. Staff at
Fiveways School should ensure they are dressed decently, safely and appropriately for the
tasks they undertake. Those who dress or appear in a manner which could be considered as
inappropriate could render themselves vulnerable to criticism or allegation.

This means that adults should wear clothing which:
a. Promotes a positive and professional image.
b. Is appropriate to their role.
c. Is not likely to be viewed as offensive, revealing, or sexually provocative, therefore
should not be overly revealing. So especially in hot weather to not wear ‘spaghetti’
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straps or low-cut tops (which show/reveal underwear), bare midriffs, short skirts or
‘short’ shorts.

d. Does not distract, cause embarrassment or give rise to misunderstanding.
Is absent of any political, offensive or otherwise contentious slogans.

f. Is not considered to be discriminatory.

5. Confidentiality & Openness

Employees and volunteers of the school may be privy to information which is confidential. Any
express or implied responsibility to keep information confidential should be respected by
employees and volunteers and there should be awareness that such responsibility might arise
from the nature of the information itself, e.g. child protection disclosure. It will, however, be
extremely rare that employees and volunteers will be unable to share confidences with either
the Headteacher or the Chair of Governors.

Employees and volunteers should not use information obtained in the course of their time at
the school for personal gain or benefit, nor should they pass it on to others who might use it in
such a way. When employees and volunteers are acquainted with confidential information
belonging to the school, they must not disclose that information to any person not authorised
to receive it unless such material must by law be made available to specific parties e.g., in child
protection cases to the Local Authority Designated Officer (LADO), Police or Social Services and
disclosure of financial information to Internal or External Auditors.

Sharing of confidential information

Where employees or volunteers have access to confidential information about pupils/students
or their parents/carers, they must not reveal such information except to those colleagues who
have a professional role in relation to the pupil/student if appropriate to do so. Should
employees or volunteers witness behaviours or actions that are concerning, these should be
reported and dealt with in accordance with the appropriate school policy and procedure whilst
maintaining confidentiality. Incidents must not be discussed outside the school, including with
the pupil’s/student’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. Employees and
volunteers have an obligation to share with their line manager or the Headteacher, any
information which gives rise to concern about the safety or welfare of a pupil/student.

6. Relationships

Employee-Governor Relationships:

Mutual respect between Governors and employees is essential to good school management.
Close personal familiarity between individual Governors and employees should be avoided
wherever possible, as it can be detrimental to the relationship and may result in other Governors
and employees feeling uncomfortable.

Employees and Governors involved in recruitment will ensure that appointments are made
based on merit and in accordance with the school’s policies and procedures. Merit is
determined based on matching the chosen candidate with a job specification and ignoring all
other extraneous considerations, e.g., close personal relationships with Governors or other
employees. Employees in the course of their duties should not be involved in the appointment,



pay adjustment, approval of expenses, promotion or discipline of partners, relatives, or close
friends.

Close personal relationships between employees and/or Governors should not be permitted to
influence decisions made and must be declared at the earliest opportunity.

Employee-Parent Relationships:

Employees should seek to establish positive and open relationships with parents/ carers and
should aim to create a welcoming and open relationship whilst maintaining professional
boundaries.

Employee-Pupil Relationships:

Section 16 of The Sexual Offences Act 2003 provides that it is an offence for a person aged 18
or over to have a sexual relationship with a child under 18 where that person is in a position
of trust in respect of that child, even if the relationship is consensual. Employees and
volunteers working within a school would be deemed to be in a position of trust and must
conduct themselves in accordance with the statutory requirements of the guidance "Keeping
Children Safe in Education” (DfE 2025) and must not engage in a employees/pupil relationship
that extends beyond the professional requirements of their role in any circumstance.
Employees and volunteers at the school are required to adhere to the school’s safeguarding
and child protection policies.

Employees will observe proper boundaries with pupils that are appropriate to their
professional position. They will act in a fair and transparent way that would not lead anyone
to reasonably assume they are not doing so.

If employees and pupils must spend time on a 1-to-1 basis, employees will make sure that:
e this takes place in a public place that others can access.
e others can see into the room.
e a colleague or line manager knows this is taking place.

Employees should avoid contact with pupils outside of school hours if possible.
Personal contact details should not be exchanged between employees and pupils. This
includes social media profiles. Gifts from employees to pupils are not acceptable.

If an employee is concerned at any point that an interaction between themselves and a pupil
may be misinterpreted or is concerned at any point about a fellow employee and a pupil, this
should be reported in line with the procedures set out in the school Safeguarding Policy.

Communicating with pupils who attend the school over social media could be viewed as
developing/attempting to develop an inappropriate relationship. As such specific regard should
be given to the school’s ICT Acceptable User & Social Media Policy. As a rule, employees and
volunteers should not engage in communication with pupils of the school over social media
unless explicitly agreed by the school and for the purpose of fulfilling their professional duties.
Any communication should remain professional in nature. If employees are unsure of the
appropriateness of any communication, they should discuss this with the Headteacher.

Employee-Contractor Relationships:
Relationships with contractors or potential contractors who are engaged or may be engaged to
carry out work at the school should be made known and in the case of Governors, an interest
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declared to the Headteacher or Chair of Governors in accordance with the legal requirements
in respect of declaring financial interest.

Low Level Concerns

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

Being over-friendly with children

Having favourites

Taking photographs of children on a personal device

Engaging in one-to-one activities where they can't easily be seen

Using inappropriate language

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

All staff should share any low-level concerns they have using 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, we encourage staff to report it.

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

Reporting and responding to low-level concerns are covered in more detail in our Child
Protection and Safeguarding Policy and Managing Allegations Policy. Those are available in the
staff room, school share drive and the school website.

7. Sexual Harassment

Employees will help create a positive environment that works to prevent sexual harassment.
This includes calling out sexual harassment that they witness. All witnesses will be provided
with appropriate support and will be protected from victimisation.

If an employee is concerned at any point about incidents of sexual harassment (either directed
at them or someone else), they should report their concern to the Headteacher. If the concern
is about the Headteacher/other employee, or it is believed they may be involved in the
wrongdoing in some way, the employee should report their concern to the Chair of the
Governing Body. Further information regarding Prevention of Sexual Harassment in The
Workplace can be found in the school’s Dignity at Work Code of Practice.

8. Whistleblowing

o Whistleblowing reports wrongdoing that it is “in the public interest”, eg, criminal
offences, such as fraud or corruption.

o Pupils’ or employee health and safety being put in danger.

o Failure to comply with a legal obligation or statutory requirement.

o Breaches of financial management procedures.

o Attempts to cover up the above, or any other wrongdoing in the public interest.
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. Damage to the environment.

Employees are encouraged to report suspected wrongdoing as soon as possible. Their
concerns will be taken seriously and managed in accordance with the school’s Whistleblowing
Policy.

Employees should report their concern to the Headteacher. If the concern is about the
Headteacher, or it is believed they may be involved in the wrongdoing in some way, the
employee should report their concern to the Chair of the Governing Body.

9. Political Neutrality

All employees and volunteers of the school are required to be politically neutral and must not
allow their own personal or political opinions to interfere with the way in which they carry out
their work or duty to implement the policies.

Under the Education (No 2) Act 1986 the Governing Body and the Headteacher are required to
ensure that where political issues are brought to the attention of pupils, they are offered a
balanced presentation of opposing views.

10. Personal Interests

Employees and volunteers must declare to the Headteacher and/or Chair of Governors financial
and any other interests that they consider could bring about direct conflicts with the school'’s
interests, including membership of any organisation which does not open to the public that
requires of members any form of commitment or allegiance and which has secrecy about rules
and membership or conduct.

11.  Business or Financial Interests
Schools must keep a register of business and financial interests for staff and Governors. This
register should be kept up to date and be freely available for inspection by Governors, staff

and parents and reviewed regularly.

The register must state:

. business interests that they, or a member of theirimmediate family, have (for example,
that they work for a supply company that your school uses);

o governance roles in other educational institutions;

. relationships they have with other Governors or school staff (e.g. spouses, partners and

close relatives).
12. Other Employment
The Governing Body will not unreasonably stop employees from undertaking secondary
employment, but such employment must not, in the view of the Governing Body, conflict with

or act in a way which is detrimental to the school’s interest or have the effect of weakening
public confidence in the proper conduct of the school.
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The Headteacher and Governing Body expect that all staff employed in the school will give full
commitment to the school whilst employed there and will not take up other employment which
may directly impact on their ability to fulfil their contractual requirements.

13. Honesty & Integrity

Employees must maintain the highest standards of honesty and integrity in their work. This
includes the handling and claiming of money and the use of school property and facilities.

All employees 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 an
employee believes that a person has failed to comply with the Bribery Act, they should refer to
the Whistleblowing procedure.
14 Behaviour Outside Work
a. Employees must not engage in activities outside work, including criminal activity, that
could damage the reputation of the school or the employee’s own reputation or the
reputation of anyone connected with the school as this is likely to be regarded as serious
misconduct which could result in their dismissal.
b. Employees must not make negative comments about the school on social media.

15. Gifts & Hospitality

Gifts given to employees at Christmas time or the end of an academic/term year or after a
particular event such as diaries, confectionery, calendars, pens etc are allowed.

Gifts given to employees from suppliers or associates of the school must be declared to the
Headteacher or to the Chair of Governors if the Headteacher is the recipient, with the exception
of “one off” token gifts (with a value of less than £20/£30) from students or parents. Employees
of the school should not accept significant personal gifts, services or other benefits from
contractors and service providers such as drink, cars, holidays, tickets etc. Where unsolicited
gifts are received, they should be drawn to the attention of the Headteacher or Chair of
Governors who will keep a record of circumstances. Employees should only accept offers of
hospitality including invitations to functions, meals and site visits if there is a genuine need to
impart or receive information or represent the school and/or the community, e.g., careers events.
Offers to attend social or sporting functions at another’s expense should be accepted only when
these are part of the life of the community or where the school should be seen to be represented
perhaps including occasions when a genuine business benefit may be obtained by the school
as a result. Such visits should be properly authorised by the full Governing Body and recorded
on a maintained register e.g., Logbook, Governing Body minutes and must not be excessive in
the context of the occasion or the justification for attendance. If an employee is in any doubt
about the propriety of accepting a gift, advice should be sought from the Headteacher or Chair
of Governors.

Personal gifts from individual employees to pupils/students are inappropriate and could be
misinterpreted. Therefore, in normal circumstances gifts should not be given to pupils/students
as this could, unintentionally, be viewed as extending or attempting to extend a relationship
beyond the professional requirements of the role. As such, if an employee does feel a gift is
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appropriate, then explicit agreement should be gained from the Headteacher with regards to
the reason and nature of any gift.

16. Use of Electronic Technologies and Personal Communication Devices

a. Employees must exercise caution when using communication technologies and be aware
of the risks to themselves and others. They must not engage in inappropriate use of
social network sites which may bring themselves, the school, school community or
employer into disrepute.

b. Employees must not use social media e.g. Facebook with pupils or former pupils who
are still of statutory school age.

c. Employees must only use their school e-mail account or school learning  platform
account when communicating electronically with pupils/students and parents.

d. Employees must not use personal electronic communication devices such as mobile
phones or iPads as cameras in school. Any photographs/video footage must be taken
using school equipment. Employees must only save images on school IT
hardware/computers.

e. Employees who are in contact with pupils should not use personal mobile phones in
school during their directed/paid hours of employment unless there are exceptional
circumstances and they have requested and been given explicit permission to do so by
the headteacher. Outside of these times, mobile phones should only be used in areas
of the school where pupils are not present.

f.  Further information can also be found in the appropriate school policies and procedures
(as listed below).

17. Use of ICT including emails and Social Media sites

The school acknowledges that the personal use of ICT including e-mails and social media sites
can provide a positive way for employees to keep in touch with colleagues, friends and parents
and can be used to exchange ideas and thoughts on common interests, both personal and work
related.

However, employees also need to be aware that even if the privacy settings on their social media
sites are set to private, information can still end up in the public domain and, therefore, should
not be considered as private. This applies to the information accessed or shared both outside
and inside of work. Information that employees may consider to be private could be deemed
to be unacceptable conduct where for example:
o their work performance is affected;
o they have potentially broken the Law;
o they have breached confidentiality;
o they have published comments, videos, or photographs which reveal some form of work-
related misbehaviour, for example feigning illness or avoiding work;
e they have blurred professional boundaries;
e they have expressed a personal view that the school would not want to be associated
with, and which may well bring the school into disrepute;
e they have disclosed data or information about the school, colleagues and partner
organisations, clients or service users that could breach the Data Protection Act 1998;
o they have not complied with school’s Standards of Conduct resulting in an inappropriate
reference to people working at or for the school, or people receiving services from the
school;
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e they have abused people working at or for the school or people receiving services from
the school.

Employees whose conduct is deemed to be unacceptable may be subject to disciplinary action
in accordance with the school's Disciplinary Procedure, not excluding dismissal.

18. Equal Opportunities

The school is committed to ensuring equal opportunities in employment and provision of
education and believes that an effective equal opportunities policy is an essential means of
increasing the value of its personnel by developing the potential of all its individual employees.
The school’s equal opportunities policy is designed to ensure that no employee or job applicant
should receive less favourable treatment than another because of a protected characteristic as
defined by the Equality Act 2010 i.e, age, disability, gender reassignment, marriage & civil
partnership, pregnancy & maternity, religion or belief, sex, or sexual orientation. All employees
and volunteers must comply with both the spirit and letter of the Equality Act and the school’s
equal opportunities policy and treat all members of the public and work colleagues with respect
and fairness.

Employees and volunteers should be fully aware of the school's commitment to equal
opportunities and the employment of disabled persons.

Employees should note that the following acts may be unlawful as well as constituting
misconduct liable to disciplinary action (which could in some cases include summary dismissal):

1. Discriminating improperly in the course of their employment against members of the
public, clients, stakeholders, fellow employees, job applicants or in respect of job transfer
or promotion applications, because of a protected characteristic as listed above.

2. Instructing, causing or inducing, or attempting to induce, staff, volunteers and Governors

to practice unlawful discrimination.

Verbal or physical harassment of a nature that is offensive to the victim.

4. Victimising individuals who have made allegations or complaints of discrimination or
harassment or who have provided information about such discrimination or harassment.

w

For its part, the school will investigate any allegation of discrimination or harassment and will
act as appropriate.

19. Health & Safety

The school (and the Local Authority where the LA is the employer) share a legal obligation to
protect the health, safety, and welfare at work of all its employees and others in the workplace.
Equally, employees should always be aware of and fulfil their legal responsibility to protect their
own and others health, safety and welfare at work. This legal obligation is supported by the
school’s health and safety policy.

20. Post-Employment

The duty of fidelity which each employee owes to the school, and which requires an employee
to act in an honest fashion and not in a manner which will harm the school may, in certain
respects, continue following the end of the employee’s employment. For example, even though
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they are no longer employed by the school, a former employee must not disclose confidential
information which belongs to the school.

Certain employees may have access to intellectual property (such as copyright and materials
which belong to the school). An employee might even have contributed to the creation of that
intellectual property during a period of employment. However, where part or whole of that
property belongs to the school it cannot be used by a former employee for any purpose without
the agreement of the school as appropriate.

21  Staff and/or Volunteers working with pupils out of hours.
and employed for: Respite Care, under the Direct Payments Scheme, through Somerset
Supporters or on any other basis (also see Staff Handbook for further advice)

Staff and Volunteers employed by parents/carers to work with pupils outside of school
MUST:
a. adhere to the same levels of confidentiality concerning school matters and maintain
professional boundaries between the two roles at all times.
b. seek advice from the Headteacher if there is any conflict of interest or difficulty in
carrying out the respite care of any pupil.
c. inform the Headteacher immediately of any safeguarding concerns.

Adhere to the requirements of the school’'s Online Safety Acceptable Use Agreement in
relation to the taking of photographs outside of school, the use of social media and the
posting, copying and sharing of photographs.

22. Physical Contact
Reference should be made to Schools Behaviour Policy: Section 6 Positive Handling and
Restrictive Intervention

The behaviour policy and guidance acknowledge that all Fiveways School staff are responsible
for the education of pupils, some of whom may require support in managing behaviours which
could be described as challenging. There is a clear need for staff to be advised and supported
by the school and the Local Authority (LA) and given complete reassurance that any actions in
accordance with this policy will receive unequivocal support. Physical interventions referred
to in this guidance may only be used by Team Teach trained staff. Definitions, guidelines and
training of the Team Teach physical interventions are available from the team of Team Teach
tutors who work within the school. Staff at Fiveways School are trained in the use of Team
Teach physical interventions and receive updates in line with Team Teach principles.

Staff must acknowledge that the starting point for physical intervention should be that all
other strategies have failed, and the use of Restrictive Physical Intervention is an absolute last
resort to support a pupil in need.

Restrictive Physical Intervention is the term used by the DfE to include interventions where
bodily contact using force is used. The use of any Restrictive Physical Intervention will only be
considered as a last resort, and in ways that will maintain safety and dignity of all concerned.
A record in kept of current Team Teach physical interventions by the school.
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All Restrictive Physical interventions will be in the best interest of the child, and every effort
will be made in seeking to avoid injury. However, injury is possible, and this can be a regrettable
and infrequent side effect.

This policy applies to the use of restrictive physical interventions. However, it is important to
recognise the significance, and the place physical contact has at Fiveways. Physical contact can
and should be used positively as an act of care and to reinforce relationships. It should also be
used to support pupils in their learning where appropriate.

All members of school staff have a legal power to use reasonable force (Use of Force Guidance
July 2013).

Only adults trained in the use of Team Teach approaches are authorised to use “reasonable
force”. There is no legal definition of “reasonable force”, but use of force is regarded as
reasonable to prevent.

Self-harming or being self-injurious.

Causing injury to other children, adults or staff

Committing a criminal offence

Causing serious damage to property

Engaging in extreme behaviour which is prejudicial to maintaining good order and discipline in
school

Only the minimum force for the minimum time necessary to prevent injury or damage should
be applied when danger is immediate. It must be shown that any RPI was in the best interest
of the pupil, reasonable, necessary and proportionate to the circumstances of the incident and
that every possible step was taken to de-escalate the situation. Staff will not be
required/advised to carry out any form of restrictive physical intervention which will put
themselves at risk.

Restrictive physical intervention (RPI) should not have punishment or the idea of controlling
a child as its central aim but rather the need to support, demonstrate care and as part of a
planned intervention with the long-term aim of helping pupils develop skills which will make
physical intervention less likely in the future. The school carries the notion "I care enough
about you to not let you be out of control”. RPI may be used in immediate crisis situations but
must be reported to a member of the Senior Management Team as soon as possible and
review the support used before seeking to update or write into a Learning Support Plan. Staff
should be aware that some pupils enjoy physical contact or restraint or that physical
intervention may escalate the behaviour or situation, particularly for pupils who are touch
sensitive or dislike close physical contact (for these pupils’ physical intervention may not be
appropriate). A debrief with the pupil following the RPI is essential.

Fiveways follows Team-Teach techniques which seek to avoid injury to the pupil, but whilst
some physical injury potential can be reduced there remains some risk, with potential for
possible bruising or scratching that may occur accidentally, and these are not to be seen
necessarily as a failure of professional technique, but a regrettable and infrequent side effect
of ensuring that the service user remains safe.

23. Transporting Children
In certain situations, e.g. out-of- school activities, staff may agree to transport children.
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A designated member of staff (Visit Leader) should be appointed to plan and provide an
oversight of all transport arrangements and respond to any difficulties that may arise.
Wherever possible and practicable it is advisable that transportis undertaken other
than in private vehicles, with at least one adult additional to the driver acting as an escort.
Staff must carry out and record Minibus Checks before each outing.
Staff should ensure that their behaviour is safe and that the transport arrangements
and the vehicles meet all legal requirements. They should ensure that the vehicle is
roadworthy and appropriately insured and that the maximum capacity is not exceeded.
This means that staff should:
a. Plan and agree arrangements with all parties in advance, responding sensitively and
flexibly to disagreements.
Ensure that they are alone with a child for the minimum time possible.
c. Be aware that the safety and welfare of the child is their responsibility until this is
safely passed over to a parent/carer.
d. Report on the nature of the journey, the route and expected time of arrival in
accordance with agreed procedures.
e. Ensure that their behaviour and all arrangements ensure vehicle, passenger and
driver safety.
f. Appropriate risk assessments are considered.
Formally report any issues/need for repairs using the Defect Record Books contained in each
Minibus Folder

24. Educational Visits

Staff should refer to the Off-Site Visits and Activities Policy (available on the school website
or from the Office) and seek further guidance from the LA guidelines on External Visits (web
link can be found on EEC: External Visits Management) for detailed guidance on
safeguarding during visits.
Staff should take particular care when supervising pupils in the less formal atmosphere of a
residential setting, after-school activity or holiday activity scheme.
During school activities that take place off the school site or out of school hours, a more
relaxed discipline or informal dress and language code may be acceptable. However, staff
remain in a position of trust and need to ensure that their behaviour cannot be interpreted
as seeking an inappropriate relationship or friendship.
This means that staff should:

a. Always have another adult present in out of school activities, unless otherwise

agreed with the Headteacher.
b. Undertake a risk assessment.
c. Have parental consent to the activity.
Ensure that their behaviour remains professional at all times.

25. Intimate Care
(See Treating section of Behaviour Policy and Intimate Care Policy)
All children have a right to safety, privacy and dignity when contact of an intimate nature is
required for example, assisting with toileting or removing wet/soiled clothing.
Children should be encouraged to act as independently as possible and to undertake as
much of their own personal care as is practicable. When assistance is required, staff should
ensure that another appropriate adult is in the vicinity and is aware of the task to be
undertaken.
Additional vulnerabilities that may arise from a physical disability or learning difficulty
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should be considered with regard to individual teaching and care plans for each child.
In addition, the views / emotional responses of children with special educational needs,
regardless of age and ability must be considered in reviews of these arrangements.
This means that adults should:
a. Consult with colleagues where any variation from agreed procedure or care plan is
necessary.
b. Record the justification for any variations to the agreed procedure or care plan and
share this information with parents/carers.

26. Photography, Videos, Creative Arts and ICT

Staff and volunteers MUST be aware of and have signed the ‘Online Safety Acceptable Use
Agreement’.

Many school activities involve recording images. These may be undertaken as part of the
curriculum, extra school activities, for publicity or to celebrate achievement.
Staff need to be aware of the potential for these aspects of teaching to be misused for
pornographic or 'grooming' purposes and careful consideration should be given as to how
these activities are organised and undertaken.
Particular regard needs to be given when they involve young or vulnerable pupils who may
be unable to question why or how the activities are taking place. Children who have been
previously abused in this way may feel threatened by the use of photography, filming etc. in
the teaching environment. Staff should remain sensitive to any children who appear
uncomfortable and should recognise the potential for misinterpretation.
Use of images of pupils for all purposes must be in line with school permissions and
consent from parents/carers. Images should not be displayed on websites, in publications
or in a public place without such consent.
It is recommended that when using a photograph, the following guidance should be
followed:
a. If the photograph is used, avoid naming the pupil. If the pupil is named, avoid using
their photograph.
b. Images should be securely stored and used only by those authorised to do so.
c. Schools should establish whether the image will be retained for further use and for
how long.
Under no circumstances should staff use their personal mobile phone or equipment or have
it on their person during work contact time. The only exception to this is offsite visits where
the restricted use of mobile phones will be permitted in accordance with the school’s Offsite
Visits and Activities Policy.
Under no circumstances should staff take photographs or videos of pupils on their personal
mobile phone or video camera during school hours.
Social Networking sites e.g. Facebook, Instagram, X, MUST NOT be accessed on the
school network for anything other than school purposes. Public comments on such
networking sites that may be detrimental to the school will result in possible disciplinary
procedures.

Staff will not use technology in school to view material that is illegal, inappropriate or likely
to be deemed offensive. This includes, but is not limited to, sending obscene emails,
gambling and viewing pornography or other inappropriate content.

Staff will not use school equipment for personal use in school hours.

We have the right to monitor emails and internet use on the school IT system.
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27  Facilitated Conversation

(see appendix 1)

Fiveways is committed to promoting and nurturing a positive working environment with
good working relationships where people are treated with mutual respect. We recognise
that disagreement /conflict in the workplace occurs from time to time. When it does, we
wish to support staff to work together to resolve any issues which have not been
successfully restored through prior collective attempt.

A facilitated conversation is aimed at securing constructive and lasting solutions to
workplace disputes, conflicts and complaints.

28. Additional Requirement

Although this code of conduct highlights overall expectations, employees are also expected to
be aware of, and adhere to, other key legislation, professional standards, policies, procedures,
and guidance in order to effectively carryout their duties during the course of their employment.
Of particular importance we would highlight the following documents and advise staff and
volunteers to familiarise themselves with them where appropriate to their role:

Keeping Children Safe in Education (DfE 2025) — All staff and volunteers must have at least read
Section 1 of this document:

Child Protection Policy

Whistleblowing Policy

Equality and Respect Policy

Health & Safety Policy

National Standards of Excellence for Headteachers
Teachers’ Standards

Professional Standards for Teaching Assistants (Non-Mandatory, Non-Statutory)
Governance Handbook

ICT Acceptable User & Social Media Policy

Dignity at Work Code of Practice

Disciplinary Procedure

Grievance procedure

Individual schools should ensure any polices listed above have been adopted by the
Governing Body and all employees and volunteers are made aware of them and have easy
access to them.

I understand that if I fail to comply with this Code of Conduct Policy, I could be subject to
disciplinary action. This could include a warning, a suspension, referral to Governors and / or
the Local Authority, in the case of a serious breach could result in dismissal and in the event
of illegal activities the involvement of the Police.
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I have read, understand and agree to comply with this policy.

Name - Please Print

Signed

Date
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Appendix 1

Facilitated Conversation

Introduction

Fiveways is committed to promoting and nurturing a positive working environment with
good working relationships where people are treated with mutual respect. We recognise that
disagreement / conflict in the workplace occurs from time to time. When it does, we wish to
support staff to work together to resolve any issues which have not been successfully
restored through prior collective attempt.

A Facilitated Conversation is aimed at securing constructive and lasting solutions to
workplace disputes, conflicts and complaints.

Process

A facilitated conversation is designed to address issues at a formative stage to help prevent
issues becoming more deep-seated and escalating to a more formal process. It uses the
principles of mediation to support productive dialogue between two parties.

A facilitated conversation is considered an early intervention for a situation where an
individual may be trying to resolve a problem but cannot quite work out the best way to
move forward for all parties. The facilitator will be able to support and help focus a
discussion between the parties to move forward.

The process is designed to approach any issues positively and constructively. The facilitators’
role is to support conversation, be impartial and neutral; guiding parties to agree solutions
and actions.
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Stages of Facilitated conversations

Pre-meeting

Individuals being support will have a meeting with the facilitator prior to the Facilitated
conversation (these will be held separately). These meetings will help identify concerns,
discuss the process and offer the opportunity to clarify any misunderstandings.

The facilitator will take notes to help support the joint conversation.

Facilitated Conversation

The facilitated conversation brings both parties together.

1.The facilitator outlines the expectations

e Mutual respect shown

e Listening to each other

e Taking turn to speak without interruption
e Collectively agree outcomes / actions

2. The Facilitator outlines a summary of the disagreement / challenge / conflict / event.
3. The Facilitator asks parties to share from their perspective (in turn)
During which they outline what the issues are and the impact on them.

4. The facilitator will summarise when both have finished talking and ask, if necessary, the
impact/consequences on both parties.

5. The facilitator will then draw parties towards problem solving. Through revisiting key
issues, the facilitator will support parties to reach agreed outcomes / actions.

6. The facilitator will thank each person for their contributions.

7. The facilitator will provide an email summary of the Facilitated conversation and highlight
the actions / outcomes.

21



