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College Values

Students: as the focus for the work of everyone at the College

Mutual Respect: caring for and valuing students, staff, governors and our community

Integrity: honesty, hard work and personal and social responsibility

Learning: a passion for learning and its capacity to change lives

Excellence: high aspirations, high standards and high achievement

Purpose

The purpose of the Staff Code of Professional Conduct is to give clear guidance and support
to all staff on the way they should carry out their work on behalf of the College, in order to
discharge their professional duties whilst enacting the College’s values, complying with all
statutory guidance and legislation meeting the requirements outlined in the Instruments and
Articles of Governance and creating an environment that is focused on the safety and
wellbeing of the College community.

Principles

The relationship between the College and its employees is based on mutual respect, trust and
confidence. The College treats all staff fairly and celebrates diversity in accordance with the
Equality Act 2010. In light of this and in order to provide education of the highest quality, all
staff must:

e Be polite and courteous at all times showing tolerance and respect for students,
colleagues and all others despite any differences.

e Act professionally, honestly, with the utmost integrity and in ways that protect and
promote the best interests of the College, avoiding any action that could cause harm or
distress, breach confidentiality, weaken confidence in the College or bring the College
into disrepute.

e Actin accordance with all statutory guidance and regulations as well as College policies,
procedures, codes and working practices. In particular, Equality and Diversity,
Safeguarding and Health & Safety matters.

Individual Responsibilities

The College expects a high standard of conduct and performance from its employees both in
their individual professional roles and as members of the College community. All staff are
expected to display the highest level of professionalism at all times and, in particular, in their
relationships with their colleagues, students and their individual standards.




Relations with Colleagues

The College recognises that employees have the right to be treated with consideration,
respect and dignity. The College is committed to creating and maintaining a working
environment free from discrimination, harassment, bullying and victimisation. As such,
all staff are expected to:

e work harmoniously and positively with their colleagues;

e resolve anyissuesin a professional manner and raise any grievance in accordance with
the appropriate College procedures;

e avoid discussions with staff about the conduct, competence or efficiency of other
members of staff except in the pursuance of their professional responsibilities;

e avoid disclosure of any confidential information about a member of staff to anyone
inside or outside the College, except in the pursuance of their professional
responsibilities or if the individual member of staff has given express consent to such
disclosure;

e seek assistance from Human Resources department on any staff related matters that
are causing them concern, or which they do not have experience to deal with.

Relations with Students

All staff have an influential position and act as role models for young people by
consistently demonstrating high standards of behaviour. As such, all staff are expected
to:

e actinaccordance with the most recent Keeping Children Safe in Education — Statutory
Guidance for Schools and Colleges. Staff have a duty to safeguard students from
harm, and to report any concerns they have to the Safeguarding Officers.

e be aware of their responsibilities under The Sexual Offences (Amendment) Act 2000
to avoid any abuse of trust by maintaining professional boundaries with students.

e Ensure that their behaviour does not, even inadvertently, place them at risk of
allegations of harm or abuse to a student.

e Take all reasonable steps to ensure the safety and wellbeing of students.

e show equal favour to all students.

e avoid discussions with students about the conduct, competence or efficiency of other
members of staff or students, except in the pursuance of their professional
responsibilities.

e avoid the disclosure of any confidential information about a student to anyone
outside the College unless required to do so to comply with legal or statutory
obligations.

e avoid exerting influence on the attitudes, opinions or behaviour of students which are
unconnected with the College or the students’ academic development.

e avoid entering into improper or very close association with a student. This includes,
but is not limited to, the exchange of messages of a personal nature which would be
considered unnecessary in the pursuance of professional responsibilities, whether in
person or by any medium including telephones, text, email, virtual learning
environment, virtual conversations, video calls, or social networking websites

e avoid spending time alone with students and exercise particular care in one to one
situation, such as during individual tutoring or interviews and residential activities.
Examples of such care could be: informing colleagues in advance, leaving doors open
and conducting meeting in public areas. Further, staff should not arrange meetings
with students off the College premises, or when the College is not in session, without
the prior approval of the Designated Safeguarding Lead or Deputy. This includes



transporting students in private cars without the expressed permission of the
Designated Safeguarding Lead or Deputy or the parents.

avoid contact with students outside of College hours.

exercise caution and professional judgement over any form of physical contact,
including offering comfort, using force to avert an incident, demonstrations in sport,
interactions during performing arts activities, administering medication or first aid.
be aware of what constitutes malpractice in the eyes of either the examination boards
or the College and avoid any such action (this is any action which compromises the
process of an assessment, the integrity of a qualification, or contravenes accepted
professional practice).

seek assistance from the Vice Principal on any student related matters that are
causing them concern, or with which they do not have experience to deal.

Individual Standards

All staff are expected to:

enact the College’s values.

understand the legislative and statutory frameworks and work in accordance with all
internal policies and procedures or externally accepted professional practice
guidelines.

communicate with others in a professional and appropriate manner, both within and
outside the College and by whatever medium, (i.e. refraining from the use of
language, tone or a behaviour that could be interpreted as rude, offensive, abusive or
discriminatory).

dress professionally in a way that is appropriate for their role and enables them to
discharge their duties effectively. Staff must not wear clothes that display any
offensive slogans, are distracting, embarrassing, revealing or sexually provocative.
More formal standards of dress are expected at external liaison events.

follow all health and safety rules and regulations and take precautions in accordance
with departmental and area codes.

wear their IDs visibly.

ensure that alcohol is not consumed during normal working hours/days. Staff must
not smell of alcohol and/or be impaired in any way during working hours through the
consumption of alcohol at other times.

observe the College and statutory requirements not to smoke (including e-cigarettes)
on the College premises, except in designated smoking areas.

ensure that intoxicating substances (e.g. drugs, solvents) are not brought onto or
consumed on the College premises at any time. Staff must not smell of intoxicating
substances and/or be impaired in any way during working hours through the
consumption of prohibited substances at other times.

maintain confidentiality and not disclose confidential or sensitive information to
anyone who does not have a proper or legitimate purpose for receiving it, in
accordance with Data Protection legislation and GDPR. Staff should seek guidance
from the Data Protection Officer, the HR Department or a member of Senior
Leadership Team in all instances of doubt, particularly regarding the release of
information about students to people or organisations outside the College. Please
note that this does not apply to situations where there is a legal responsibility to
disclose confidential information (e.g. safeguarding cases where there is a duty on the
member of staff to report safeguarding concerns).

Use technology to enable them to undertake their professional duties in accordance
legal restrictions and what is deemed as acceptable usage by the College.



e ensure that any communication with the media about the College should only be
made with the express consent of a member of Senior Leadership Team.

e inform the College of any matters that arise during the course of their employment
which may have a bearing on their employment or the duties they are able to
undertake. Such instances may include receiving penalties on your driving licence
which would affect your eligibility to drive College vehicles and or offences where
prosecution is pending or a conviction has been received which may impact future
DBS clearance.

e give notice to the Principal if they have any interest in any contract that is connected
with the College.

e treat with caution any offer, gift or hospitality which could suggest a favour is
expected in return.

e ensure that their conduct outside of work does not negatively impact the College (or
any member of it), weaken confidence in it or bring it into disrepute. This includes
any activity on social media.

4, Additional Policies
The Code of Professional Conduct links with all the College policies and procedures but has
particular emphasis on the following key documents:
e Data Protection Policy
e Educational Visits Policy
e Gifts & Hospitality Policy (with specific emphasis on Bribery Act 2010)
e Health & Safety Policies
e Home Working Guidance
e Instruments and Articles of Governance
e |T Acceptable Use Policy
e Physical Restraint Policy
e Safeguarding Policies
e Social Media Policy
e Staff Disciplinary Policy and Procedures
e Staff Grievance Policy and Procedures
e  Whistleblowing Policy

Notes:

1. The Code of Professional Conduct is in addition to, and separate from, the terms and conditions
in the contract of employment for staff.

2. The Code of Professional Conduct is not an exhaustive or exclusive list. Conduct of a similar nature
or within the spirit of the Code will be deemed part of the Staff Code of Professional Conduct.

3. All staff are bound by College policies, procedures, guidance, codes and working practices. These
may be found on the College intranet or via the HR Department.

4. Staff should inform any member of the Senior Leadership Team or the HR Department, if they
require guidance or if they believe there has been any breach of the Staff Code of Professional
Conduct.

5. Staff are advised that a breach of this Code will result in an investigation, which may lead to

disciplinary action (up to and including dismissal), a formal referral being made to DBS and/or
legal proceedings being taken against them.



Please detach and return this slip

I confirm that | have read and understood this Staff Code of Professional Conduct. In addition, | confirm
that | understand my responsibilities in relation to the Keeping Children Safe in Education statutory
guidance and that | will be working in a position of trust with all students (even those above-the age
of 18). I am fully aware that any abuse of this trust, or action inconsistent with this Code, will result in
an investigation which may lead to disciplinary action (up to and including dismissal), a formal referral
being made to DBS and/or legal proceedings being taken against me.

Name: Signature: Date:




