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Let your light shine 

“Let your light shine before others that they may see your good deeds and 

glorify your Father in heaven.” Matthew 5:16 

 

 

Let your light shine on our vision: 

As God’s children, overflowing with His light, we will shine before others to inspire, nurture 

and bring joy so all may embrace life in its fullness to the glory of God.  
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Staff Code of Conduct  

 

 

This Code of Conduct has been written in conjunction with two guideline documents: 

• Guidance for safer working practice for those working with children and young people in 

education settings (Feb 2022) 

• NSPCC What to include in a code of conduct for school staff 

 

 

 

 

 



 

 

 

 

 



Kingsland CE Primary School 

Staff Code of Conduct 

 

Introduction 

 

 

Responsibilities  

 

 



 

 

Making Professional Judgements  

 

 

Power and positions of trust and authority  

 

 

 



 

 

 

Confidentiality 

 

 



 

 

 

 

 

Standards of Behaviour  

 

 

CONFIDENTIALITY 

Remember that you are party to 

information that could have a 

devastating impact if it spread.  

Employ all wisdom and 

discretion when speaking face to 

face or on social media.  

Professional information or 

viewpoints relating to any person 

in school should not be 

discussed or shared in any way 

out of school other than with the 

permission of the Headteacher. 

Data protection and 

Safeguarding protocol must be 

respected. Gossip will not be 

tolerated.  Use language that is 

non-judgemental and builds 

people up.  

Ensure that in-school 

conversations are held in an 

appropriate place and at an 

appropriate time; usually not in 

corridors.  

 



 

 

 

 

Dress and Appearance  

 

 

Professional Conduct 

• Kingsland CE Primary School is a non-smoking environment (including non-vaping)  

• Staff are required to act in a professional manner at all times when on school premises or representing 
the school.   

• Behaviour should reflect the school’s Christian values.  

• Appropriate and modest smart/casual clothes should be worn in school.  Jeans and flip-flops are not to 
be worn.    

• Staff are expected to maintain an attractive, tidy and stimulating environment to motivate children and 
colleagues alike.   

 



 

Gifts, Rewards, Favouritism and Exclusion  

 

 

 

 

Infatuations and “crushes” 

 



 

 

Social Contact Outside of School 

 

 

 



 

 

Communication with Children (including the use of 

technology) 

 

 

 

MOBILE PHONES and CAMERAS 

(e-safety Policy)  

Pupils are not allowed to bring 

mobile phones or cameras to school.  

If you are aware that a pupil has a 

phone, then it should be sent to the 

school office and collected at the end 

of the day. 



 

 

Physical Contact 

 

MOBILE PHONES and CAMERAS 

(e-safety Policy)  

Staff use:  

o Personally owned mobile phones 

cannot be used when in the 

presence of children on school 

premises.   An urgent call should 

be made in an area where it 

cannot be heard or seen by 

pupils, ideally in the school office.  

o Personal mobiles, cameras or 

video recorders should not be 

used to record classroom / 

playground activities or on visits. 

Only school equipment should be 

used. 

o Photographs and recordings 

should only be stored on a 

school computer unless there is 

a specific and short-term reason 

for doing so agreed by the 

Designated Safeguarding Lead 

or the Governor with 

responsibility for Safeguarding.   

 



 

 

Other activities that require physical contact 

 

 



 

 

 

Intimate Care 

 

 

 

 

In conjunction with our Safeguarding and Child Protection Policy: 

Intimate care is any care which involves washing, touching or carrying out an invasive procedure that most 

children are able to carry out themselves.  However, depending on a child’s stage of development, they may 



need some support, for example dressing, encouragement to wipe their bottom after toileting and changing 

underwear following an accident.  In most cases intimate care is to do with personal hygiene.  

• Every child has the right to privacy, dignity and a professional approach from staff when meeting their 

needs. 

• If a child has an injury to an intimate part of their body or if a child has had an ‘accident’ requiring 

cleaning and changing, two members of staff will always be present to provide care.  

 

Behaviour Management 

 

 

The use of control and physical intervention 

 



 

 

 

Sexual Conduct 

 

 

 

 

 



One to One Situations 

 

 

Home Visits 

 

 



Transporting Children 

 

 

 

 

 

 



Educational Visits 

 

 

 

 



First Aid and Medication  

 

 

 



Photography, Video and Images of Children 

 

 

 



Exposure to Inappropriate Images 

 

 

 

 

 



Personal Living Accommodation 

 

 

Curriculum 

 

 

 



 

 

 

Whistleblowing 

 

 

 

 

 

 

 

 

 



Sharing Concerns and Recording Incidents 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Kingsland CE Primary School 

Data Protection Code of Conduct 

This Data Protection Code of Conduct is in compliance with the Data Protection Act 2018 

 

Laptops / computers 

• Laptops / computers must be locked when staff are not present in the room 

• Log off Arbor when it is not in use 

• Never use someone else’s log-in details 

• Change your log-in password twice a year  

• Log-in passwords must have at least one capital letter, one small letter, one number AND one 

symbol, and be at least 8 characters long 

iPads 

• iPads must be locked when not in use 

• iPads must be locked when staff are not present in the room 

• iPads have been set with a compliant password which must only be changed by Sitech 

support 

• Photos must be removed from the iPad at least twice a year – saved onto the Media Drive and 

deleted from the iPad 

Cameras 

• Remember, cameras are NOT password protected 

• Photos must be saved onto the server and deleted from the camera straight after use 

• Photos must not be stored on cameras 

• When using cameras outside the school grounds, staff must ensure that the memory card is 

clear before taking the camera offsite  

Emails 

• Check that no identifiable data is being sent by unencrypted email 

• Take care when replying within email chains that no identifiable data is being sent  

• Identifiable data must be sent via Anycomms 

• Documents that contain identifiable data must be encrypted before emailing – passwords for 

these documents must be sent separately  

Memory Sticks 

• No memory sticks are allowed in school devices  

Photographs 

• Staff must know which children have no consent for photographs to be taken / used – this 

must be adhered to  

• No photographs must be taken of children / school activities on personal devices 

 



Paper records 

• Paper records which contain identifiable information must be carefully stored if taken off-site 

• Paper records which contain identifiable information should only be taken off-site if it is 

essential to do so 

• Paper records which contain identifiable information must be kept locked in cupboards / 

drawers when in school 

• Paper records with sensitive details should be destroyed after use by either shredding or 

placing in the secure refugee collection bin 

Data Breaches / potential data breaches 

• Examples of data breaches include: 

o Losing a laptop / iPad / camera / memory stick 

o Sending identifiable information to the wrong email address 

o Leaving laptops / iPads logged-in when staff are not present in the room 

o Losing paper documents which contain identifiable information 

• Data breaches must be reported to Mr Debenham on the same day they are identified  

• A log of data breaches will be kept by Mr Debenham for all data breaches  

 

A culture of tight data protection (just like safeguarding) must prevail, where staff can support and 

challenge each other in an understanding environment. It is NOT a question of “catching people out” 

but these data protection principles must become embedded in daily practice.  

 

Staff photographic consent (please complete if not already done so - tick as appropriate): 

 Agree Disagree 

Kingsland CE Primary School newsletter 
 

  

Kingsland CE Primary School website 
 

  

Kingsland CE Primary School prospectus 
 

  

Class and team photographs 

 

  

Whole school photographs 
 

  

Newspapers (e.g. Hereford Times) 
 

  

Internally, within school e.g. on displays, in Worship Time, in classrooms 
 

  

Tapestry learning journey (Class 1 only)  
 

  

 

You can change your mind at any time – just notify the school office.  

Name: _____________________________________ 

Date: ______________________________________ 

Signed: ____________________________________ 



Kingsland CE Primary School 

Acceptable Use of ICT 

 

Appendix 1c - Acceptable use policy agreement – staff & volunteer 

Background 

Technology has transformed learning, entertainment and communication for individuals and for all organisations that 

work with young people. However, the use of technology can also bring risks. All users should have an entitlement to 

safe internet access at all times. 

I understand that I must use school ICT systems in a responsible way, to ensure that there is no risk to my safety or to 

the safety and security of the ICT systems and other users. I will, where possible, educate the young people in my care in 

the safe use of ICT and embed e-safety in my work with young people.  

For my professional and personal safety: 

• I understand that the school will monitor my use of the ICT systems, email and other digital communications. 

• I understand that the rules set out in this agreement also apply to use of school ICT systems (laptops, email,  
etc) out of school.   

• I understand that the school ICT systems are primarily intended for educational use and that I will only use the 
systems for personal or recreational use within the policies and rules set down by the school in the e-safety 
policy.  

• I will not disclose my username or password to anyone else, nor will I try to use anyone else’s username and 
password. 

• I will immediately report any illegal, inappropriate or harmful material or incident I become aware of, to the 
appropriate person.   

I will be professional in my communications and actions when using school ICT systems:  

• I will not access, copy, remove or otherwise alter any other user’s files, without their express permission. 

• I will communicate with others in a professional manner, I will not use aggressive or inappropriate language and 
I appreciate that others may have different opinions.  

• I will ensure that when I take and / or publish images of others I will do so with their permission and in 
accordance with the school’s policy on the use of digital images. I will not use my personal equipment to record 
these images, unless I have permission to do so. Where these images are published (e.g. on the school website) 
it will not be possible to identify by name, or other personal information, those who are featured. (see section 
A.3.3 of the e-safety policy)  

• I will only use chat and social networking sites in school in accordance with the school’s policies. (see section 
A.3.2 of the e-safety policy)  

• I will only communicate with pupils and parents / carers using official school systems. Any such communication 
will be professional in tone and manner. (see sections A.3.1 and A.3.2 of the e-safety policy))  

• I will not engage in any on-line activity that may compromise my professional responsibilities. 

The school and the local authority have the responsibility to provide safe and secure access 
to technologies and ensure the smooth running of the school: 

• I will only use my personal mobile ICT devices as agreed in the e-safety policy (see section A.3.1) and then in the 
same way as if I was using school equipment.  I will ensure that any such devices are protected by up to date 
anti-virus software and are free from viruses.   



• I will not use personal email addresses on the school ICT systems except in an emergency (A.3.2).  

• I will not open any attachments to emails, unless the source is known and trusted, due to the risk of the 
attachment containing viruses or other harmful programmes.  

• I will ensure that my data is regularly backed up, in accordance with relevant school policies (see e-security 
policy).  

• I will not try to upload, download or access any materials which are illegal (child sexual abuse images, criminally 
racist material, adult pornography covered by the Obscene Publications Act) or inappropriate or may cause 
harm or distress to others. I will not try to use any programmes or software that might allow me to bypass the 
filtering / security systems in place to prevent access to such materials. 

• I will not try (unless I have permission) to make large downloads or uploads that might take up internet capacity 
and prevent other users from being able to carry out their work.  

• I will not install or attempt to install programmes of any type on a machine, or store programmes on a 
computer, nor will I try to alter computer settings, unless this is allowed in school policies.  

• I will not disable or cause any damage to school equipment, or the equipment belonging to others. 

• I will only transport, hold, disclose or share personal information about myself or others, as outlined in the 
School / LA Personal Data Policy (see e-security policy). Where personal data is transferred outside the secure 
school network, it must be encrypted. 

• I understand that data protection policy requires that any staff or pupil data to which I have access, will be kept 
private and confidential, except when it is deemed necessary that I am required by law or by school policy to 
disclose such information to an appropriate authority.  

• I will immediately report any damage or faults involving equipment or software, however this may have 
happened. 

When using the internet in my professional capacity or for sanctioned personal use: 

• I will ensure that I have permission to use the original work of others in my own work 

• Where work is protected by copyright, I will not download or distribute copies (including music and videos). 

I understand that I am responsible for my actions in and out of school:  

• I understand that this Acceptable Use Policy applies not only to my work and use of school ICT equipment in 
school, but also applies to my use of school ICT systems and equipment out of school and my use of personal 
equipment in school or in situations related to my employment by the school. 

• I understand that if I fail to comply with this Acceptable Use Policy Agreement, I could be subject to disciplinary 
action.  This could involve a warning, a suspension, referral to Governors and / or the Local Authority and in the 
event of illegal activities the involvement of the police (see section A.2.6).  

 


