MARLBOROUGH COLLEGE

Staff Code of Conduct

Lent 2026

Staff Code of Conduct (Lent 20206) 1|Page



Staff Code of Conduct

Contents
1. POLCY ...t 3
2. TOEEOAUCHON oottt taen 3
3. Scope Of the Code.....uiiiiiiicicree e 3
4. Safeguarding and Promoting the Welfare of PUpilS .......cocvivvviciniininiciciciniicccieiens 3
5. General Duties and Responsibilities .........c.oveuieuieeiriciricirieirieicriereeseeeeeeesseeesseeeneeaes 4
6. Attitude and APProOACh c....uvvecviciiiicic s 5
7. LANGUAGE......oiiieiiiic e 5
8. Staff Personal LivINg SPACE ......cccuviiiiiiiiiiiiiiciiiicss s 6
9. PhySICal CONTACT...euvrieiiieiieciiecicireeiee st saees 6
10. Boarding PraCtiCe.... .ottt saens 7
11. Transporting Pupils.........cviiiiiiiiii s 7
12. POSIION Of TLUST.coucvuiviiiiiiiriii s ss s es 7
13. Alcohol, Vaping and DIugs.......ccieiiniieiseeeesssesse e s sens 7
14. Membership of External BOIEs......ccvueueiiieiriiiriiieeieiieeieeceeeeeeeeeieeeeeesieesaessaens 8
15. Use of College Resoutces / FACIHES ....cuuvuiuriicicieiiiicicieiecicisieieeiesiseseseseesaees 9
16. REIAIONSRIPS .. ceeeieiieieii ettt 10
17. Financial Probity / INte@Iity ... oot saesaenes 11
18. DDLESS COUE.iniiiiiiiiiiiie ettt 13
19. The EOVIFONMENT ..eevieiieiieciiciricieeieeee et ese s senas 13
20. Confidentiality of INformation ... 13
21. Communications (Including with Pupils and the Use of Technology).......c.ccccccveecunees 14
22. COMPIANLS ..o 15
23. CrimiNal CONVICHOMNS ...euvuvieerieaieecieieeseie et ese e ea e eaesenaes 16
24, Data PLOtECHON .ttt 16
25. Email and Computer MISUSE.........coveuieeuieerriieiieeirieerieereeeeeiesseiesssaessseeesesessesessesessssesssaes 16
26. DiSCIPHNALT ACHOMN ..ottt naees 16
27. WhiSIeDIOWING .....ouveiieiieiiiiii s 16
28. Version Control ... s 17

Staff Code of Conduct (Lent 20206) 2|Page



1. Policy

This policy sets out clear standards of professional behaviour for all its staff in line with College
values based on Fundamental British Values and the Seven Principles of Public Life which are
selflessness, integrity, objectivity, accountability, openness, honesty, and leadership.

2. Introduction

This Staff Code of Conduct is adopted by the College to ensure that a common set of core values
and standards of behaviour is understood, observed and maintained by all its staff, including agency
staff, contractors, self-employed and volunteers The College’s values and expected behaviour, as
set out in the Staff Code of Conduct, are constantly lived, monitored and reinforced by all staff.
The Code is clear about professional judgement, one-to-one situations and relationships. All staff
have a responsibility to share the College’s duty of care towards its pupils.

3. Scope of the Code

3.1 The standards set out in this Code are aligned to the College’s values and apply to all staff,
agency staff, contractors, self-employed and volunteers working at Marlborough College
(the College), whatever their position, role or responsibilities while they are at work and,
in certain circumstances, when they are off-duty, such as using social media when clearly
identifiable as being linked to the College. While a number of examples are given of
matters which contravene the principles of the Code, no document can be exhaustive or
exclusive and, therefore, statf should use their judgement as to whether a particular course
of action would be likely to bring their conduct into question.

3.2 Staff are under an obligation to take this Code seriously. It is put in place in order to set
out a basic standard of behaviour which is acceptable and required by the College. As a
result, behaviour which goes against any element of the Code is unacceptable both inside
and outside the College ; staff who contravene it may be subject to disciplinary action.
Staff who perceive violations of its provisions should report those violations through the
appropriate College channels. However, staff should seck guidance from their line
manager or HR, as appropriate, before making allegations.

3.3 Acceptance of an appointment to the staff body of Marlborough College will be construed
as acceptance of this Code.

3.4 If at any time a member of staff has, or may have, difficulty in complying with this Code
of Conduct, they should discuss the matter with the Master. Any decision of the Master
in relation to such a matter will be recorded on the member of staff’s personnel file and a
copy provided to the member of staff.

3.5 In the case of the Master, the matter should be discussed with the Chair of Council who
will ensure that any decision is recorded on the Mastet’s personnel file and a copy provided
to the Master.

4. Safeguarding and Promoting the Welfare of Pupils

4.1 Safeguarding and promoting the welfare of children is everyone’s responsibility. All staff,
members of Council and visitors have a statutory responsibility to safeguard and
promote the welfare of children (The Children Act 2004). In order to fulfil this
responsibility effectively, all practitioners should make sure their approach is child
centred. This means that they should consider, at all times, what is in the best interests of

the child.
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4.2

All staff are required to adhere to the College’s safeguarding policies and fully comply
with all statutory safeguarding regulations, practice requirements, and national guidance
that is applicable.

4.3 Safeguarding and promoting the welfare of children are defined for the purposes of this

44

guidance as:

e protecting children from maltreatment
e preventing the impairment of children’s mental and physical health or development

e cnsuring that children grow up in circumstances consistent with the provision of
safe and effective care

e taking action to enable all children to have the best outcomes

All staff, members of Council and visitors should note that the Staff Code of Conduct is
not exhaustive in defining acceptable and unacceptable standards of conduct and they
should use common sense in adhering to the underpinning principles. If any member of
staff is ever unsure what the expectations are in any given circumstance, they should seek
guidance from their line manager or a member of the Senior Management Team (SMT).

5. General Duties and Responsibilities

5.1

52

53

5.4

5.5

While staff are at work, acting in the course of employment and/or on College business,
they are expected to observe the standards of conduct which the law and this Code require,
as aligned to the College’s values.

All staff have a duty to carry out their jobs to the best of their ability, and, when necessary,
to give the best professional advice on all matters within the scope of their experience. It
is expected that they will make a full commitment to their post and to the College and
promote and implement the policies of the College.

All staff are under an obligation to give faithful service and not to act in a way which is
contrary to the best interests of the College; to obey lawful and reasonable instructions;
and to exercise reasonable care and skill in the discharge of their duties.

Staff are expected to work flexibly and efficiently and to maintain the highest standards,
both professionally and in the areas of behaviour and personal honesty and integrity; and
to devote their full time, attention and abilities to their College duties during their working
hours. They are required to comply with such rules, regulations and procedures as the
College may from time to time introduce in order to ensure the efficient operation of its
business and the welfare and interests of its pupils and employees.

The College is aligned with Fundamental British Values under the following areas:

e individual liberty

e democracy

e rule of law

e mutual respect and tolerance

As well as the Seven Principles of Public Life:

o sclflessness
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6.

integrity
objectivity
accountability
openness
honesty
leadership

Attitude and Approach

Staff are required to maintain a professional attitude and approach towards their pupils
and their colleagues, both on and off duty.

Professionalism through the Seven Principles of Public Life

Staff attitude and approach to one another can have a very powerful effect on the
atmosphere and morale in an organisation. On the one hand, statf who treat one
another with respect and courtesy can help to bring about a calm and professional
atmosphere in the workplace; on the other hand, rudeness and lack of
consideration tend to spread and give rise to an atmosphere of negativity.

Staff must also not speak about internal matters (internal politics) - to others, and
in particular to pupils, in any circumstances, particularly those which could bring
the College into disrepute. The College has an obligation under the Seven
Principles of Public Life to maintain the trust and confidence of the community
which it serves. Adverse or unguarded comments by members of staff may
undermine that trust, particularly if such comments were to come to the attention
of the media.

In relation to pupils, this responsibility is especially important. Staff must ensure
that anything they say cannot be misconstrued or regarded as a breach of
confidentiality. Staff have an obligation to set standards for pupils in the way they
behave and the things they say. They should always remember where they are and
to whom they are speaking before expressing robust opinions which could be
repeated or overheard.

Staff relations with their colleagues must be based on the principles of value and
respect for others and involve taking responsibility for their actions and behaviour

in a way which demonstrates integrity and professionalism.

Examples of behaviour to avoid:

e staff discussing other members of staff with pupils in a negative way; this can
include via telephone, email or any other method of communication.

e malicious gossip

e staff talking to pupils about internal College politics or their own personal or
confidential affairs

Staff must avoid belittling others, having robust discussions or reprimanding colleagues in
front of pupils or other staff. Such behaviour causes public humiliation and, as such, can
be felt as harassment or bullying by the recipient.

0.1
6.2
6.2.1
6.2.2
6.2.3
0.2.4
Language

Staff Code of Conduct (Lent 20206) 5|Page



7.1

7.2

7.3.

General

The use of inappropriate or profane language by staff to or within the hearing of pupils is
unacceptable, regardless of provocation. Staff must not use threatening, offensive or
obscene language in any circumstances while at work.

It is inappropriate and unacceptable for staff to use such language towards colleagues;
while different teams of staff may have their own style of communication, and what is
acceptable in one setting may not be acceptable in another. In all circumstances, the use
of offensive or inappropriate language should be avoided. Staff should be mindful that
individuals have different sensitivities, and language that some may consider acceptable
may cause offence to others.

All staff must use respectful, inclusive, and professional language at all times.
Employees are strictly prohibited from using discriminatory, offensive, or derogatory
language, whether direct or implied, including jokes, innuendo, or remarks that demean
ot stereotype any individual or group. This applies to all verbal, written, and digital
communications, as well as informal interactions. Staff are expected to foster an
environment where everyone feels safe, respected, and valued.

8. Staff Personal Living Space

8.1

8.2

8.3

8.4

8.5

Boarders must not have access to staff residential accommodation, other than in
exceptional circumstances. Where this occurs, a one-to-one situation with pupils should
be avoided and another adult should always be present. The DSL must be informed.

Pupils must not be invited into the private residences of members of staff whether
provided by the College or not, nor should they be asked to provide a service such as
babysitting. Any one-to-one meeting with a puplil, including extra tuition or tutoring,
should take place on campus, in an appropriate venue. It is important to ensure that
whetever possible, there is visual access and/or an open door in one-to-one situations. It
is expected that members of staff would inform HMs of such meetings if they take place
outside of “normal” teaching hours. Pre-arranged meetings with pupils outside of term
time are not appropriate unless specific permission is obtained from parents and the HM.

Any Old Marlburian who wishes to visit or stay in the private accommodation of a
boarding house with a friend (children of house staff) should inform the Deputy Head
(Safeguarding).

Staff who live in boarding houses, their own homes or College property must not have
pupils visit them in their home (or garden). If there are children of staff living in the
property who wish to invite pupils to their home, the visiting pupil/s must have the
permission of their parents and HM. This must only occur when the child of the member
of staff is present. The same applies to private events and holidays.

Staff who wish to take pupils out for a celebration or for a similar reason must have the
permission of the Second Master and their HM. There should always be more than one
pupil present and there must be no element of favouritism. It is advisable to have two
members of staff present. There must be no alcohol consumed without permission of the
Second Master.

9. Physical Contact

9.1

Staff must never touch a pupil in a way that may be considered inappropriate, indecent or
aggressive. Staff who need to initiate physical contact with a pupil (e.g. in order to support
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10.

11.

12.

13.

9.2

a pupil to perform a task safely or to demonstrate or teach a particular skill) should place
the needs of the pupil first at all times. Staff should be sensitive to any discomfort
expressed verbally or non-verbally by the pupil. Contact should only be with the pupil’s
agreement, the reason for and form of the contact should be clear to the pupil, the context
should be an open and relevant one (e.g. lesson, coaching session, rehearsal), and contact
should last for the minimum time necessary. Staff should consider alternatives to achieve
the same ends without physical contact.

Staff must not use shared toilet or changing facilities at the same time as pupils and must
never shower or change with pupils. Staff are expected to use designated staff facilities,
wherever these are available.

Boarding Practice

10.1

10.2

Pastoral/tutorial work in houses must not take place in pupil bedsits. Staff should knock
before entering a pupil bedsit and wait for a clear invitation to enter. Any intrusive
behaviour should be avoided, and pupils’ need for privacy balanced against supervisory
House duties.

Staff visiting houses at other times (e.g. for maintenance, deliveries etc.) should make their
presence in the House known to a member of staff and should, ideally, visit at prearranged
times so not to coincide with times of the day when pupils will typically be changing or
washing.

Transporting Pupils

111

11.2

Staff should not transport pupils one-to-one in their own vehicle other than on approved
College business and with a risk assessment in place agreed by the Deputy Head
(Safeguarding), or a member of the Senior Management Team (SMT); or in the case of
emergency.

Wherever possible and practicable, transport should be in a vehicle other than a private
vehicle, with at least one adult additional to the driver acting as an escort.

Position of Trust

12.1

Members of staff must not form or promote a relationship with a pupil, or with a recent
ex-pupil (defined as a pupil still within full-time education, or under the age of 21) which
is of an emotional or sexual nature. Where a pupil has recently left the College (see above),
any such relationship will be a cause for concern and will be treated as a breach of trust
established in that prior relationship. Staff should be aware that conferring special
attention and favour on a pupil might be construed as part of a grooming process, which
is an offence.

Alcohol, Vaping and Drugs

13.1

13.2

Staff must not purchase alcohol for pupils in social situations.

Staff should not drink alcohol while solely and directly supervising pupils. Members of
staff should bear in mind that they may be called upon to act if an emergency occurs. Staff
must never drive a pupil/s while under the influence of any alcohol. Staff should exercise
caution and moderation in respect of their consumption of alcohol, bearing in mind their
accountability for the welfare of the pupils in their care.
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13.3

13.4

13.5

13.6

13.7

13.8

13.9

Staff must not drink alcohol with current pupils in public, or in private, in situations
beyond College business. There are several situations where members of staff may be
drinking alcohol in the presence of pupils: Captains’ suppers or other significant meals
with pupils, hosting guests for academic societies, etc. In all such situations, the
importance of modelling responsible behaviour and the need for moderation should be
paramount.

Staff must be aware of the College rules regarding alcohol. These are specific to the event
and day of the week. Under no circumstances may a Lower School pupil consume alcohol.
Upper School pupils must not drink more than two glasses of wine, beer or cider, and may
only do so with the written permission of parents, and as per the rules regarding the event.

Organising dinners or functions that involve pupils should always request the permission
of the Second Master if they wish to serve alcohol.

All alcohol stored on College premises must be locked away at all times.

Generally, if a member of staff finds themselves, while not on College business, in a pub
ot bar in which current pupils are drinking, they should not join the pupils and may need
to draw the attention of bar staff to the age of the pupils.

Staff should not smoke or vape in the presence of pupils. Staff must not engage in
irresponsible risk-taking behaviour with respect to alcohol, drugs or sexual conduct, nor
discuss the same with pupils in such a way as to appear to condone such behaviour.

Use of illegal drugs during work time, during work related events and/or on College
premises is expressly forbidden. However, staff who are suffering from an alcohol or
drugs-related illness will have the support of the College, provided that they are open and
co-operative in their attempts at rehabilitation.

14. Membership of External Bodies

14.1

The College accepts that what staff do in their off-duty hours is their personal concern.
However, they should not put themselves in a position where their work and their private
interests conflict; and if they have private or personal interests in any matter which they
have to deal with at work, they must not let those interests influence how they act on
behalf of the College. This is particularly the case in relation to membership of external
bodies (including religious organisations) since there are a small minority which could be
classified as secret, subversive or cults. While it is for the member of staff's own personal
conscience and professional judgement to decide whether they wish to belong to such a
group, they must not attempt to promote its doctrine at work or to recruit colleagues or
pupils to it.

14.2  Since it is a matter of personal judgement whether an organisation is considered

subversive or not, for the avoidance of doubt, staff:

e should not indulge in the activities set out above in relation to any group or
organisation not formally endorsed by the College

e must seck and abide by the Mastet's decision as to whether any group or
organisation is so endorsed

e must disclose their membership of such a group or organisation if requested by the
Master

14.3  In addition, overt political activity, particulatly in relation to recruitment of possible

Staff Code of Conduct (Lent 20206) 8| Page



members of any political party, whether from staff or pupils, should be avoided.

144 Charity fundraising is permissible in the work environment, provided that activities are
approved in advance by the line manager or the Master, and it does not take up work

time.
15. Use of College Resources / Facilities
15.1  Asa general rule, staff may not use College facilities for private purposes unless prior

agreement has been obtained from their line manager and arrangements made for payment
(where appropriate). Unauthorised personal use of College facilities is effectively
theft, even when it is on a minor scale: not only of the item used but also of working time.

152 Where working time is concerned, staff are required to behave in a way which sets a
good example to others and to be on campus for their allotted hours (unless otherwise
authorised by their line manager).

15.3 Private / Domestic Matters

15.3.1 It may be necessary, as a matter of good employment practice, for employees to
be able to deal with a reasonable level of private/domestic matters during working
hours, provided such activity is kept to a minimum. For this reason, staff must
always seck permission from their line manager before making personal use of
College facilities. Such use might include:

e using the telephone for private calls

e usc of the internet/email for private purposes during working hours

15.3.2  Reasonable use of the internet, including for non-work activities, during working
hours is permitted provided it does not impinge on staff's normal duties; excessive
use will be treated in the same way as misuse of any other facilities.

15.3.3  For the avoidance of doubt, staff should note the following:

e while it is acceptable for a member of staff to make an authorised and brief
telephone call to home, for example, to confirm some domestic
arrangements, or an email, for example, to confirm a holiday booking, a
lengthy chat on the phone or excessive internet use to search for hotels with
vacant rooms would not

e calls, where approved, should be timed to cause minimum disruption to the
work of the College, and other than in cases of genuine emergency, should
be made during break or other quieter times

e in most cases the College will absorb the cost of such calls unless their length
or frequency becomes unacceptable, in which case the individual will be
required to reimburse the College the cost of such calls

15.3.4 However, misappropriation of College property, including not only deliberate

theft but also unauthorised use such as using or selling College property for
personal gain, is a disciplinary offence.
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16. Relationships

16.1  The Director of HR serves as the primary point of contact for any matters relating to
personal relationships that arise or exist during an employee’s association with the College.
Employees are required to disclose any such relationships to the Director of HR prior to
interview and at any point during their employment where a situation may arise. Timely
disclosure ensures appropriate guidance, transparency, and the effective management of
any potential conflicts of interest.

16.2  In an organisation as large as the College, and given the fact that many relationships
between colleagues begin at work, it is inevitable that some colleagues will develop
emotional relationships, whether these begin at work or exist prior (including married or
other stable partnerships). While such relationships are acceptable in the College
environment, staff must ensure that their behaviour at work is not open to criticism or
allegations of impropriety. In particular, physical displays of affection should be avoided,
as staff are expected to set a positive example for pupils, and inappropriate contact could
lead to allegations of harassment. Staff must avoid situations in which allegations of
financial impropriety or favouritism could be made.

16.3 Recruitment and Selection
16.3.1 Recruitment and selection of staff is concerned wholly with identifying the

candidates who would best serve the College in the job(s) for which they have
applied. However, circumstances may arise in which:

e the interviewer is related to the interviewee

e the interviewer and interviewee are close friends, or at least known to each
other

16.3.2 It would be inappropriate for a member of the interviewing panel to be personally
closely acquainted with or related to one of the interviewees. If this should be the
case, the relationship must be declared at the beginning of the process to the
Director of HR and consultation from the Director of HR provided. This will

avoid the possibility of later accusations of unfair treatment, favouritism or bias.

16.3.3 Any requests for references from prospective employers for current Marlborough
College staff must be directed to the HR Team: hrteam@marlboroughcollege.org.

16.3.4 'The Director of HR will consult with the appropriate line manager or with the
Master, as required, before agreeing a formal response.

16.3.5 Staff members may provide personal references but must ensure they explicitly
state that the reference is not being provided on behalf of the College

16.3.6 Personal references must not:

e be sent via a College email address
e be written on College letterhead

16.4 Line Management
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16.4.1 Relationships within the College should not, where at all possible, exist in
circumstances where one party line manages the other. There are a number of
reasons for this:

in relation to allegations of financial impropriety - this is a particularly
sensitive issue where the line manager has control of funds and where it could
be alleged that they use them to benefit their partner (for example, by signing
variable hours claim forms or approving excessive petty cash claims)

the line-manager could be open to allegations of favouritism in relation to,
for example, approving staff development funding, timetabling their partner
more favourably than others, giving a partner a rather higher profile than the
role demands, better resources (separate offices, new equipment, etc.)

the line manager is required by College policies and procedures to be involved
in sensitive issues such as discipline, grievance and appraisal, and however
objective they intend to be, it is almost impossible objectively to assess the
performance and/or conduct of one's partner. This will therefore lead to
alternative arrangements having to be made which lie outside normal College
procedutes, and/or to setting unwelcome precedents. In these citcumstances
arrangements must be put in place whereby the line manager is 'mentored’ by
a colleague at the same level who has an input to the day-to-day supervisory
process.

16.4.2  The relationship issue could occur in circumstances such as:

where an individual is interviewed and appointed to a subordinate position
by their partner

where changes in College structure, promotions etc., mean that an existing
relationship develops into one of line management

where a line management relationship develops into an emotional one during
the course of employment

16.4.3 Under the above circumstances, the following must be considered:

the member of staff should make genuine, robust and concerted efforts to
avoid being put in this situation, ideally by dissuading their partner from
applying in the first place. If their partner is genuinely the only suitable or
most appropriate candidate then the line manager must already have plans in
place to avoid the problems outlined above (for example, by changing the
reporting arrangements within the department)

where the change arises through a College restructure, changes must be made
beforehand to reporting arrangements such that the line management does
not fall to the partner

if an emotional relationship develops in the course of employment

17. Financial Probity / Integrity

17.1 Staff must disclose in writing any financial interest, direct or indirect, which they may have
in any contract or other work that the College has entered or may enter into, or any
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relationship which exists with the contract. If this is the case the member of staff should
not have any input to the decision- making process.

17.2 Disclosure

e Many kinds of relationships - not just the openly financial - can sometimes
influence the judgement of staff (or be thought to do so), and if the
connection is close enough to give rise to any subsequent suspicion, the
Master must be notified at the time the work is being negotiated.

17.3  False Claims for Pay and Expenses

17.3.1 Staff must also remember that claims for pay and expenses are robustly audited.
They must therefore carefully check their claims before submitting them to ensure
that they are claiming only for work done and that the details are all correct. 1f
staff knowingly make a false claim with a view to personal gain, disciplinary action
will be taken, and the individual could be dismissed.

17.3.2  Individuals who do not have to submit pay claim forms to receive their pay still
have the same obligation to fulfil their obligations in respect of working time: for
example, staff who do not fulfil their contractual working hours, or who do not
carry out work for which teaching time is remitted, are in the same way defrauding
the College and appropriate action may be taken.

17.4 Acceptance of Gifts

17.4.1  All staff are to treat with caution any offer, gift, favour or hospitality.

17.4.2  Staff should not receive gifts, including entertainment or hospitality, on a regular
basis or of significant value (i.e. more than £100). Staff who are in any doubt should
consult with the Finance Department and declare such gifts. All staff must notify
the Director of Finance of the acceptance of any gifts or hospitality with a value
in excess of £100. The Director of Finance will maintain a Gifts Register to
monitor all such activity. The Gifts Register records the name of the provider
together with a description of the gift or hospitality and estimated value. Small gifts
or minor hospitality with a minimal value (i.e. estimated at less than £100) may be
acceptable, as long as it could not be seen as giving rise to a conflict of interest. In
general, staff should NOT give personal gifts to pupils. An exception may be small
gifts (e.g. for religious festivals or birthdays) given by Tutors to Tutees. These
should be of insignificant value and given to Tutees equally and without
preference.

17.4.3  Staff should inform the Director of Finance, in writing, of any offer which exceeds
the set limits.

17.4.4  Staff responsible for the purchase of supplies or equipment should take particular
care to ensure that there can be no criticism that unequal treatment has been given
to suppliers involved in a tender process.

17.4.5 When gifts are offered to staff in return for their contribution as part of their duties
to particular events, such as prize-giving, the opening of a new building or speaking
engagements, they may be accepted provided that the value of the gift does not
exceed £100. Where a more valuable gift is offered, it should be accepted on behalf
of the College but must be passed to the Director of Finance for display or disposal.

17.4.6  Senior staff have a particular responsibility to ensure that they comply at all times
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with the rules set out in the College's financial regulations and that staff under their
control are aware of, and comply with, such regulations and requirements.

18. Dress Code

18.1

18.2

18.3

Appropriate Dress

It is unacceptable for staff to come to work dressed in a way which is excessively casual;
this is particularly the case where the member of staff has direct contact with parents or
pupils, but in general terms there is a minimum standard of appearance which is required
for all staff in the workplace.

This includes:

e wearing clothes which are clean, tidy and appropriate to the
circumstances/environment

e maintaining a good standard of basic personal hygiene

e not wearing jeans or trainers, unless clean and appropriate to the work being
undertaken (e.g. jeans in workshop, trainers for sports activities)

e keeping long hair under proper control (particularly in workshop/kitchen situations),
and in general keeping hair clean and tidy

e having due regard for health and safety issues in relation to dress and jewellery

Staff who work in areas such as workshops and kitchens are obliged to comply with the
requirements of health and safety and hygiene as well as ensuring that they come to work
practically and appropriately dressed for the working environment. Where personal
protective clothing or safety equipment is required, it must be worn.

The College reserves the right to determine what dress is considered appropriate under
any particular circumstances.

19. The Environment

19.1

Staff should make every effort to cause as little disruption to the environment as possible.
Wilful damage or destruction of the natural world is not acceptable, nor is unjustifiable
excess or waste of the College's or the earth's resources; and reference may be made to the
College’s Whistleblowing Policy in circumstances where such wilful destruction is
perceived among College staff. Staff should therefore act in ways which set a good
example to others: for example, by turning off unnecessary lights, not dropping litter and
in general being considerate of their surroundings. By doing so they give a good example
to pupils and encourage them to act in the same way for the future.

20. Confidentiality of Information

20.1

20.2

Staff are contractually obliged to comply with the College rules on confidentiality and
conflict of interest.

For the avoidance of doubt, items considered as confidential by the College and which
staff may therefore not use for their own purposes (or for any purposes other than those
of the College) or divulge to any person, company or other organisation whatsoever
include (this list is not exhaustive or exclusive)
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20.3

e information concerning the services offered or provided by the College or any
subsidiary, including the names of any person, company or organisation to whom such
services are provided, their requirements and the terms upon which services are
provided to them (save that such information shall not be regarded as confidential
once it has been published in any prospectus or other document which is available to
members of the public), and including details of courses run by the College and their
content

e the College's marketing strategies and business plans ot those of any subsidiaty

e any information relating to a proposed re-organisation, expansion or contraction of
the College's activities or those of any subsidiary, including any such proposal which
also involves the activities of any other organisation

e financial information relating to the College or any subsidiary, save to the extent that
such information is included in published audited accounts

e details of employees of the College or any subsidiary, the remuneration and other
benefits paid to them and their experience, skills and aptitudes

e any information which you have been told is confidential or which you might
reasonably expect to be confidential

e any information which has been given to the College or any subsidiary in confidence
by pupils or other person, company or organisation

e the content of the Special Circumstances and Serious Medical Conditions list should
only be used within a professional and confidential context; information should only
be shared outside of the College when it pertains directly to the welfare and safety of
pupils and in no other circumstances

In addition, deliberate or negligent misuse of data, whether by unlawful disclosure or
otherwise, would contravene the College's data protection policy and may be considered
gross misconduct and may result in summary dismissal in the most serious cases.

21. Communications (Including with Pupils and the Use of Technology)

211

21.2

21.3

Staff must not request or respond to any personal information from pupils other than that
which may be necessary in their professional role. Staff must not give their personal
contact details to children for example, personal email address, personal telephone
numbers, details of personal web-based identities. If pupils locate these by any other means
and attempt to contact or correspond with the staff member, the adult must not respond
and must report the matter to the DSL. The child should be firmly and politely informed
that this is not acceptable.

Staff are permitted to use personal mobile devices in a discreet manner and out of sight of
pupils to access all Office 365 work-related apps, iSAMS, SOCS and for multi factor

authentication.

Staff must:

e only use the equipment and internet services provided by the College, unless in
exceptional circumstances
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214

215

21.6

21.7

21.8

e only use internet-enabled personal devices in line with the acceptable use policies (not
for contact with pupils or taking photos)

e ensure that their use of technology should not bring the College into disrepute

e communicate with pupils using the Microsoft Teams App. This includes 1-1
messaging and group chats; WhatsApp should not be used

Staff must not:

e seek to communicate/make contact or respond to contact with pupils outside of the
purposes of their work

e give out their personal details including personal phone number
e take images or videos of pupils for their personal use

e display or distribute images of pupils unless they are sure that they have parental
consent to do so (check the No Photos list on Connect)

e take images or videos of children using personal equipment

e take images of children in a state of undress or semi-undress

e take images of a child’s injury, bruising or similar (e.g. following a disclosure of abuse)
e make audio recordings of a child’s disclosure

e take images of children which could be considered as indecent or sexual

Staff should be aware of those pupils that appear on the No Photos list found in the
Safeguarding Section on Connect and not include them in any images or publications.

Any screening of film content by whatever means to pupils must be appropriate to the age
group, following British Board of Film Classification guidelines where they exist, with
particular attention to an 18-film rating. Screening of any footage or image must be from
legal sources.

Staff must not make unauthorised disclosure to third parties (for example, the press,
interest groups etc.) of confidential information or details of internal College issues of
whatever nature which may generate adverse publicity. Any requests for such information
must be passed directly and without comment to the relevant Head of Department for
discussion with the Master. Staff should refer also to the College's Whistleblowing Policy
for the limited circumstances in which it is permissible to speak to external bodies about
internal College matters.

Staff who are involved in politics in their own private time must not carry out any political
activity in a way which might lead the public to think they are acting in their capacity as
College employees.

22. Complaints

221

Any complaint must be referred to the Master (or Chair of Council in the case of the
Master), this will ensure that the complaint is propetly and fairly investigated as quickly as
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23.

24.

25.

26.

27.

222

possible. A response must be made promptly to the complainant in line with the College
Complaints Procedure. Any complaints of an equal opportunity nature will be referred by
the Master or Director of HR.

A serious complaint, whether made by a member of the public, a pupil or a member of
staff, which carries a suggestion of malpractice, corruption or other impropriety, may have
to be investigated according to the College’s Whistleblowing Policy.

Criminal Convictions

23.1

232

All prospective staff are required to complete a Criminal Conviction Disclosure (DBS) as
part of the Application for Employment process.

Staff who work in appropriate posts (normally those with direct unsupervised access to
pupils) are required by their contract of employment to disclose to the College any
convictions, other than minor motoring offences (for the purposes of the contract, 'minor’
means an offence attracting three penalty points or fewer) and convictions which are
regarded as 'spent’ under the Rehabilitation of Offenders Act 1974, which may be received
not only prior to employment but also at any time during employment. Failure to disclose
such convictions may be considered as gross misconduct and may result in disciplinary
action, or summary dismissal in the most serious cases.

Data Protection

241

Staff must ensure that they comply with the requirements the Data Protection Act, the
College Data Protection Policy and such other policies and procedures in respect of the
safeguarding of information as may be in force at any time. This ensures that organisations
and individuals who collect, store or use information about other individuals do not abuse
that information, and that those people about whom information is held know that it is
being held and have the opportunity to correct it if it is wrong.  Deliberate or negligent
misuse of data, whether by unlawful disclosure or otherwise, may be considered gross
misconduct and may result in summary dismissal in the most serious cases.

Email and Computer Misuse

251

252

253

The creation or exchange of messages or attachments, whether between pupils or staff,
via email or other computer-generated medium, which are offensive, harassing, obscene,
racist, sexist, threatening or libellous is strictly prohibited in the College environment.

Activities which fall under this heading will be treated as disciplinary matters, may be
considered gross misconduct and may result in summary dismissal in the most serious
cases.

Reasonable use of the internet, including for non-work activities, during working hours is
permitted provided it does not impinge on staff's normal duties; excessive use will be
treated in the same way as misuse of any other facilities.

Disciplinary Action

26.1

This Code has the force of a Code of Practice: that is to say, contravention of the guidance
set out in it will not automatically bring about disciplinary action other than in specific
instances, but failure to act in accordance with the Code may lead to disciplinary action.

Whistleblowing
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27.1  Whistleblowing is the mechanism by which staff can voice their concerns, made in good
faith, without fear of repercussion. The Whistleblowing Policy is available on Connect or
directly from the Director of HR.

272 Staff members are expected to understand and take seriously their individual
responsibilities to bring matters of concern to the attention of senior management and,
where necessary, relevant external agencies. This includes concerns about the behaviour
of another staff member in addition to concerns about poor or unsafe practices or
potential failures in the College’s safeguarding regime.

28. Version Control
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