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SAINT NICHOLAS SCHOOL  
STAFF CODE OF CONDUCT POLICY 
 

Note: This policy applies to all sections of the school including EYFS 
Reviewed February 2016 

Review Date January 2018 

1. INTRODUCTION 
All members of staff are expected to maintain high standards in all areas of their professional lives and be role 
models for the pupils they teach. 

2. TIMEKEEPING 
Staff should be punctual in arriving for lessons, especially following morning break and lunch break, in order to 
monitor the punctuality of the pupils and maximise teaching and learning opportunities.   

• All teachers should be in school by 8:30 am.  

• Lower school teachers should be ready to collect their pupils from the playground at 8:40 am.   

• Middle and upper school form teachers should be in their classrooms by 8:40 am.  At least one of the 
form staff needs to be punctual for afternoon registration at 3:50 pm. 

• All staff are expected to remain on the premises until 4:00 pm 

3. DRESS CODE 
3.1 Professional appearance 

All staff are expected to maintain a smart, professional appearance and to wear appropriate clothing at all times.  
Shorts and very short skirts (except when required for sporting activities) and revealing garments are not 
considered appropriate, nor is denim acceptable.  Male staff  are required to wear a tie. 

3.2 Academic dress 
Staff are encouraged to wear academic dress on formal occasions such as Speech Day, Carol Service or for 
school photographs. 

4. MAINTAINING YOUR TEACHING ROOM 
It is the responsibility of all teachers to ensure that teaching rooms are maintained in an organised and tidy 
condition.  Wall displays should represent all children’s work and be changed regularly and at least on a termly 
basis. (See Display Policy) 

5. SHARED TEACHING SPACES 
5.1 Classroom Etiquette 

The School is investing extensively in teaching room furniture and equipment, please help us to keep your 
environment in the best condition possible. We rely on you to treat the teaching rooms with respect and to leave 
them as you would wish to find them. 

Please don't leave rubbish, spilt coffee etc. in rooms and if you re-arrange or remove furniture, please return it to 
its original place at the end of your class. 

We rely on you to treat the teaching rooms with respect and to leave them as you would wish to find them. 
Please don't leave rubbish, spilt coffee etc. in rooms and if you re-arrange or remove furniture, please return it to 
its original place at the end of your class. 

It is vital that rooms such as the libraries, ICT rooms, lower school art and science room and other shared 
teaching areas are left in a tidy and acceptable state in readiness for other teachers and classes to use. This also 
applies when using a room that is a colleague’s base. Pupils should always be asked to clear their belongings 
and check for litter at the end of a lesson, leaving the room in a clean and tidy state. 

5.2 Libraries 
Please leave all tables and chairs tidy and return all books to the correct shelves. 
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5.3 ICT rooms 
Ensure all pupils log off correctly. Straighten keyboards and push chairs under the work bench.  

5.4 Theatre 
The theatre is used extensively by many classes for a wide range of events. However please remember that this 
is the primary teaching space drama and it is vital that the space is left ready for use in drama lessons. The 
drama teachers should not have to reorganise the theatre before their lessons, wasting valuable teaching time.  

• Do not pin items to the curtains which may become damaged 

• Remove all items which you may have been ‘blue-tacked’ to walls 

• Do not move any items belonging to the drama staff without prior discussion 

5.5 Room use for Friends events 
The Friends will be responsible for liaising with the caretaking staff to ensure all spaces are returned to normal 
after events. 

5.6 Use by outside agencies 
The Operations Manger is responsible for liaising with outside agencies who use the school’s facilities clarifying 
what they are permitted to use. It will be made clear that they are responsible for ensuring all facilities are left as 
they were found, ready for school use. 

6. MEDICATION  AND DRUGS 
6.1 Smoking 

The school is a smoke-free environment and smoking is not permitted in any of the school buildings or anywhere 
on the school site 

6.2 Alcohol & other substances  
Alcohol is not permitted on the site unless they are part of a function which has been sanctioned by the Head. All 
staff including those practitioners in EYFS must not be under the influence of alcohol or any other substance 
which may affect their ability to care for children. Any member of staff carrying out their duties under the influence 
of alcohol will face disciplinary action (see Capability and Discipline Policy). 

6.3 Medication 
Prescribed medications are allowed on site but staff must ensure that these are locked away and cannot be 
accessed by pupils. Any member of staff found in possession or under the influence of illegal drugs will be dealt 
with in accordance with the school’s Capability and Discipline Policy. 

If staff and those practitioners in EYFS are taking medication which may affect their ability to care for children, 
those practitioners should seek medical advice. The school will ensure that those practitioners only work directly 
with children if medical advice confirms that the medication is unlikely to impair that staff member’s ability to look 
after children properly. 

Staff medication on the premises must be securely stored, and out of reach of children, at all times. 

7. COMMUNICATION DEVICES 
7.1 Internet use 

The internet is a vital teaching resource and staff should feel free to use this appropriately to support their 
classroom teaching. However staff should not use the internet for personal reasons during lesson time and if 
discovered could face disciplinary action (see Capability and Discipline Policy). The school does not advocate 
staff use of social networking sites and under no circumstances should staff post photographs of pupils on these 
or other sites with the exception of the school’s official sites.. 

7.2 Mobile ‘phone use 
Staff should not use their mobile ‘phones in lessons except in emergencies. All ‘phones should be switched off or 
on ‘silent’ mode during teaching sessions. 

7.3 Use of cameras and mobile ‘phones for collecting images of children 
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Staff should not use their personal mobile ‘phones or cameras to store pictures of children. If there is a need to 
do so then images must be transferred to the secure staff drive as soon as possible and deleted from the camera 
or ‘phone. This is important in EYFS where photographic evidence is collected regularly. 

7.4 EYFS -  Use of tablets and laptops 
The school take steps to ensure that there are effective procedures in place to protect children, young people, 
and vulnerable adults from the unacceptable use of iPads and laptops in the setting. 

Whilst at work iPads can be used for the Tapestry, accessing suitable music/programmes and games. 

Staff are able to access Tapestry and the photographic evidence that supports this whilst at home, they are 
made aware that this programme contains photographs of the children they are key worker to, and password 
protections are put into place to ensure that the device, tablet  and Tapestry cannot be access by anyone other 
than themselves. 

Whilst at home Staff are able to use their iPads for their own use, ensuring that there are not any unsuitable apps 
or search history on them.  

8. PHYSICAL CONTACT WITH PUPILS 
Please note that no corporal punishment is used in any part of the school. 

8.1 Principles 
As a general rule, staff are advised to avoid all physical contact with pupils.  On occasion, it may be necessary 
and appropriate to make physical contact with a pupil under the following conditions: 

Touching small children should be confined to hands, shoulders and head.  Under no circumstance should pupils 
be grabbed or pulled by their arms or any other limb unless the child is in danger. To protect staff pupils should 
never be allowed to sit on a member of staff’s lap. 

Older pupils could be touched on the shoulders if weeping, but extreme care should be exercised by male staff. 

Sporting and other injuries should be treated as the need dictates. 

If possible, make sure that other people, preferably adults, are present. 

Contrary to some views expressed, it is not illegal to touch a pupil. There are occasions when physical contact, 
other than reasonable force, with a pupil is proper and necessary. Examples include: 

• holding the hand of the younger child at the front/back of the line when going to assembly; 

• when comforting a distressed pupil; 

• when a pupil is being congratulated or praised; 

• to demonstrate how to use a musical instrument  

• to demonstrate exercises or techniques during drama including contact relevant to the exercise such as 
hand-holding; 

• to demonstrate exercises or techniques during PE lessons or sports coaching including contact relevant 
to the activity such as supporting a pupil in gymnastics and supporting young swimmers in the pool; and 

• to give first aid. 

8.2 Physical restraint of pupils 
A pupil may be physically restrained as a last resort only in the following cases: 

• To protect a pupil from harm.  This could be direct physical danger, for example in laboratories or on the 
sports field, or potential danger, such as preventing a 5 year old from running out of a classroom with the 
possibility of running out of the school grounds into the street. 

• To prevent a pupil from committing a criminal offence. 

• To prevent damage to property. 

• To prevent a pupil from engaging in any behaviour that is prejudicial to maintaining good order and 
discipline at the school or among the pupils. 
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• To remove disruptive children from the classroom where they have refused to follow an instruction to do 
so. 

• To prevent a pupil behaving in a way that disrupts a school event or a school trip or visit; 

• To prevent a pupil leaving the classroom where allowing the pupil to leave would risk their safety or lead 
to behaviour that disrupts the behaviour of others; and 

• To prevent a pupil from attacking a member of staff or another pupil, or to stop a fight in the playground. 

Staff should use ‘reasonable force’ and ensure that physical contact is restricted to that which is absolutely 
necessary, depending on the age of the pupils and the circumstances.  Staff should be aware that intervening in 
a fight could possibly lead to legal action by parents, so great caution should be exercised. 

Any member of staff involved in physically restraining a child should record the event in the Accident/Incident 
Book kept in the office and also report it to the Head, who will inform the parents. 

8.3 Meetings with individual pupils 
Staff should be aware of their potential exposure to false claims and allegations in certain circumstances, such 
as one-to-one lessons and private meetings with individual pupils.  The following guidelines should be followed 
by all staff to minimise any risks: 

• Notify colleagues or, where appropriate, parents in advance of any private meeting with a pupil. 

• Avoid locations that could appear clandestine.  If necessary, leave the door open. 

• Avoid being in close proximity with the pupil whenever possible.  Talk to the pupil with a desk between 
you.  It is unwise to give any instructions which require physical contact in a one-to-one situation. 

• If a pupil becomes emotional or physical, report this promptly to a colleague, in writing if appropriate. 

8.4 Addressing pupils appropriately 
When communicating to or addressing pupils inside or outside the school all staff should use appropriate tone 
and language. 

8.5 Entering changing rooms / toilet areas 
It is only acceptable for staff to enter the changing rooms/toilets of opposite gender pupils in the case of an 
emergency. 

8.6 Confiscation of pupils’ property 
Confiscation of property requires that ‘reasonable’ care is taken of it and that it is returned ‘in reasonable time’.  
Any confiscated item which is unlikely to be brought back into school can be returned to the pupil at the end of 
the school day or at the end of the week.  The standard confiscation letter should be sent home.  Expensive or 
inappropriate items such as cigarettes or alcohol should be returned directly to parents. 

The procedure is as follows: 

• Confiscated items should be kept in an envelope labelled with the date of confiscation, pupil’s name, 
description of the article and date for return and should be kept in the school safe. 

• A ‘confiscation letter’ should be sent home and a record of this made in the staff room. 

• Where items of religious jewellery are removed for games lessons the child is responsible for leaving 
these in their locker which must be secured shut.  Parents are advised not to allow expensive items as 
these will be the pupils’ own responsibility. 

Pupils are responsible for collecting their own confiscated property. 
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