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[bookmark: _Statement_of_Intent]

[bookmark: _Statement_of_intent_1][bookmark: _[Updated]_Aim_of]Aim of this code of conduct
[bookmark: _Hlk78277294]Chancery Multi Academy Trust expects all pupils to receive high-quality teaching and learning in a positive and respectful environment. 
Employees of the trust should ensure that their own behaviour, and the manner in which they conduct themselves with colleagues, pupils, parents and other stakeholders, sets a positive and professional example for pupils. 
We recognise that the majority of staff members act appropriately and treat each other with dignity and respect; however, we consider it important to clarify the expected standards. 
This policy forms part of a staff member’s contract of employment and failure to comply with it, along with the associated trust and school policies, may result in disciplinary action being taken, including legal action where this is warranted.
This document applies to staff members who are:
· Employed to work at the schools, including the headteacher 
· Employed to work forthe trust, including the CEO and central team
· Employed in units or bases that are attached to the schools.

We expect all adults who deliver services to the schools within the trust to adhere to this policy e.g.:
· Peripatetic staff members
· School catering staff 
· Employees of external contractors.
· Volunteers
· Trainee teachers

Please note that this code of conduct is not exhaustive. If situations arise that are not covered by this code, staff will use their professional judgement and act in the best interests of the school and its pupils.
This Code of Conduct should be read alongside the Guidance for safer working practice for those working with children and young people in education settings (February 2022).
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The Berkeley Academy is part of Chancery Multi Academy Trust, alongside Pikemere, Excalibur Primary, Willaston Primary Academy and Elworth Hall Primary.
	Our Vision:  
 
 
A thriving family of schools who work together to celebrate differences, and support each other in pursuit of excellence. 
	 Our Values:  FLOURISH 
 
Family 
Lifelong learners   
Openness and honesty  
United  
Respectful  
Inspiring  
Supportive  
Happy 
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1. Safeguarding pupils
In accordance with ‘Keeping children safe in education’ (KCSIE), staff members have a responsibility to safeguard pupils, and protect and promote their welfare.
Staff members have a responsibility to ensure that they provide a learning environment in which pupils feel safe, secure and respected.
To effectively safeguard pupils, staff members are required to follow the procedures outlined in this Staff Code of Conduct and each school’s Behaviour Policy and Child Protection and Safeguarding Policy, ensuring that they do not act in a way that may put pupils at risk of harm, or lead others to question their actions.
Staff will be provided with access to the Every system (where copies of policies and a copy of Part One of KCSIE are saved) at induction. Staff will have a clear understanding of the school’s policies and procedures with regards to safeguarding issues, e.g. abuse, and the important role they play in preventing harm against pupils. Safeguarding information and key contacts are displayed on posters around each school and staff should familiarise themselves with this information.

If a staff member identifies a pupil who is subject to, or at risk of, abuse and neglect, they will follow the necessary reporting and referral procedures outlined in the Child Protection and Safeguarding Policy. Staff will be aware of the procedures to follow if a pupil tells them they are experiencing abuse, exploitation or neglect.
In all cases, if a staff member feels unsure as to whether an incident or pupil would be classed as a safeguarding concern, they will speak directly to the Designated Safeguarding Lead (DSL). Staff will not assume a colleague will take action and share information that might be critical in keeping children safe.
Any staff member that has concerns (“low level” or otherwise) about another staff member’s (including volunteers and supply staff) actions or intent, or believes these actions may lead to a pupil being put at risk of harm, will report this in line with the Allegations of Abuse Against Staff section of the Child Protection and Safeguarding Policy or Whistleblowing Policy immediately so appropriate action can be taken.
All staff will partake in appropriate safeguarding and child protection training, which will include online safety; additionally, staff will receive regular safeguarding and child protection updates at least annually.

School specific details: 
· Louise Gohr is the named Designated Safeguarding Lead to whom you should report any concerns. Richard Birchenough, Dave Wagg, Amy Monaghan and Rachel Stockton are also Deputy Designated Safeguarding Leads. 

· Whilst recording any concerns on CPOM is a priority, the first step is to find a DSL (immediately) to TELL them of any disclosure or concern.  

· If you have concerns around the conduct or well being of a colleague you should speak immediately to the Headteacher.  If you have concerns about the Headteacher you should contact the Chair of Governors. 

· Staff must familiarise themselves with our safeguarding policy and procedures and Prevent, and ensure they are aware of the processes to follow if they have concerns about a child.  

· Our safeguarding policy and procedures are available on the Every system and from the school office. New staff will also be given copies on arrival.  

· [bookmark: _Appearance_and_dress]Please note that main entrance doors (both sets) must be closed at all times. This also applies to all external doors, which must never be left open or unattended at the end of PE or playtimes. 

2. General Information and Expectations for The Berkeley Academy Staff 
Access to school and parking 
· Prior to a holiday, the admin team will let you know when school is open during the holiday period. 

· If you do enter school, please make sure you are have informed a member of senior leadership in line with our Lone Working Policy.

· The Disabled parking bay is for disabled badge holders only and should not be used. Please park thoughtfully in the staff car park and do not block the double gates on to the playground. A visitor car park is available, this is accessed via the next turning on the left after the staff car park.

Hospitality 
· The staff room is available for staff and for students on professional courses.

· Parents and work experience students should be encouraged to use another area during break and lunch times.  It is the class teacher’s responsibility to ensure that parent helpers are provided with drinks.  

· Collectively please make sure that the staffroom area is kept tidy (including the loading and unloading of the dishwasher)

School Closure 
· In the event of adverse weather conditions or other emergency situations the decision to close school will be made by the Headteacher and relayed via the school text system and website.  All staff have a duty to attend school whenever possible.  

Physical Education 
· Staff should be dressed appropriately when teaching PE.  This includes the appropriate footwear. 

· If a child does not wear the correct kit, staff will have discrete conversations with parents to resolve this matter.  

· Staff should remove any larger pieces of jewellery when teaching PE lessons (e.g. long earrings, necklaces) 

· Teaching staff should be aware of those pupils needing medication (including inhalers) before, during or after PE and ensure that procedures are followed. 

· PE should be taught twice weekly.  Please refer to the PE / Hall timetable.

Correspondence out of school 
· Any letters to be sent out should be seen by the Headteacher prior to being sent by the office. Please ensure an email is sent to the office so they have an electronic copy. 

· Any request for references from existing or past colleagues/parents/pupils must be cleared by a member of the Senior Leadership Team. 
Supply Teachers 
· Teachers to provide planning, preparation/ photocopying where possible. It is the responsibility of the team/ year group staff to support a supply teacher covering a class in their team.

· Home School Partnership 

· Please always remember that you are in a professional role, and relationships with parents outside of school need to be managed very carefully.   School conversations should not be happening outside of school. 

· If a parent wishes to raise a concern, please follow the school processes in a professional manner (class teacher in the first instance, senior leader, headteacher).

· Please make sure, if you are on social media, that you have checked your privacy settings carefully.  Please do not message parents in a work capacity – you should always follow school procedures. 

· The Berkeley Academy has an ‘open door’ policy for parents. If parents want to talk to staff, arrangements must be made for before or after school to ensure teaching is not interrupted.  Meetings during the school day should not take place unless agreed with the Headteacher beforehand.  

· Parents should be encouraged to be involved in their child’s learning as much as possible, but remember they are never the teacher. 

· If a meeting with parents is organised please use the office spaces available and inform a member of SLT that it is happening (prior)

· A record of any meetings with parents should be recorded on CPOMS with: 
· date and persons present 
· what was discussed              
· agreed actions  
· outcome  

General Information 
· All payments for lunches should be made in advance.  

· Clearance for visitors and volunteers wanting to come into school, including staff family members, should be sought from the Headteacher.  

· Where appropriate, a DBS check will be carried out.  Staff who are unsure about their visitors should speak to the School Business Manager. 

General  Organisation Registration and school day 
· In the morning, all external gates will be opened at 8:30am. The gates will then be locked by 8.55am 

· Class teachers must have a planned morning task on the IWB for children to come in and get started with straight away (no lining up) 

· Class teachers are asked to welcome their class in via their classroom door.  There will be a steady start to the school day based on the following timings: 

· EYFS / KS1 8:40am – 8:50am
· KS2 8:45am - 8:55am

· All staff should be prompt in opening the doors at this time and welcome all children.

· Registers are official documents. Registers will be saved by 9:00 daily.  

· Any pupil that arrives after these times should enter school by the main office entrance. They must be accompanied by a parent/carer who must sign their child in. 

· Registers will close 20 minutes after their class registration time, therefore any child arriving after class registration time but within 20 minutes,  will be marked a ‘late’. Any child arriving more than 20 minutes after registration closes will be marked as an ‘unauthorised’ absence. 

· All pupils must be registered on the SIMS systems by these times given for the start of the morning sessions and again at the start of the afternoon session. This is a statutory duty for teachers.  Absences of all kinds should be left blank and the office will then take the appropriate action and will update SIMS with the relevant code for absence.  

· If a parent tells a member of staff on the playground that their child is ill or not in school for any reason, they should ask the parent to report this via the main office.  

· We encourage parents to use the online payment systems for any nursery fees, out of school Club fees, trip or dinner money. Any money collected for charitable donations for example when children bring in a pound in for a charitable non-uniform day, should be collected by the class teacher and given to the office in a marked container. 

· Children should never be left unsupervised in a classroom area and this includes play times.  If a child is not able to go outside then they must sit in an area that they can be supervised by an adult. 

· At the end of the school day, all external gates will be opened at 3pm by Mr Wright and then locked at 3:30pm by The Site Team. 

· The end of the day is: 
· EYFS & KS1 - 3:15pm
· KS2 - 3:20pm. 

Playtimes 
· All staff are required to cover break times and provide breaks for each other during this time.

· Staff ensure that children more around school in a calm and safe manner. Adults lead children in a quiet line from the classroom to the playground and collect at the end of playtime.  During the breaktime, staff need to spread out in order to supervise effectively. 

· Adults model the behaviour expected at all times. 

· It is essential that staff are not late for duty and do not leave their allocated role during a duty.  

· If for some reason you cannot do a duty (e.g. course, educational visit) it is your responsibility to organise a substitute. If you are absent on the day of a duty, please inform us when you telephone you absence in.  

· Staff who are not on duty should ensure they are in the appropriate areas to meet pupils returning from breaks promptly. 

· Pupils are encouraged to bring in a healthy snack for morning break. Fizzy drinks are not allowed. Healthy lifestyle choices should be promoted by staff i.e. active at breaktimes, healthy choices and appropriate quantities for snack and lunch. All children should bring a water bottle, with their name clearly on it, to drink in the classroom. Please note that only water can be drunk in the classroom. 

· During wet playtimes, staff members are responsible for the children in their own classroom. Where practical, teaching assistants will ensure that the staff in class have the opportunity to take a short break for drinks etc.  

· All staff must ensure that children know what they must do in the event of inclement weather and a list should be displayed in classrooms used for wet lunchtimes. Mid-day assistants will always follow that guide. MDA supervise children in classes.

Assemblies 
9:30 start and end by 9:40 so all children are back in classrooms and learning by 9:45am
	Day
	Assembly
	Who leads?

	Monday
	Whole school
	Headteacher / Senior Leader

	Tuesday 
	KS2 in the hall
KS1 and EYFS class assembly 

	Rota in place for KS1 – Berkeley’s Best
Class teacher for class assembly 

	Wednesday
	EYFS & KS1 in the hall
KS2 class assembly
	Rota in place for KS2 – Berkeley’s Best
Class teacher for class assembly 
(could double up as a year group) 

	Thursday 
	Singing
	Whole school rota for staff 

	Friday 
	Whole School 
	Headteacher / Senior Leader



· Assemblies daily at 9:30am

· Children should attend the Friday assembly unless staff are taking group intervention.  

· Interventions and reading groups can take place during assembly as long as all children access an assembly during the week. 

· Children should be lined up in manner by which they will sit calmly with no distraction. Children should come into the hall in silence and remain in silence throughout the assembly. 

· Assembly rota will be sent out once finalised.

SEND and permission 
· Mrs C Fowler and Miss R Dillon are the SEND Leads. Staff are responsible for following the Graduated Response (see document in T&L Handbook) 

· Staff should make clear provision in their planning for SEND in accordance with any plans and guidance. 

· If a child is on the SEND register, SFPs are discussed, written, reviewed and shared with parents termly. All other SEND meetings are planning according to need. For some children this can mean several meetings a term.   

· Parents and children (where appropriate) should be part of the review process against any plans that are in place. This should be a face to face meeting arranged before / after school. Once reviewed (with parents) a copy of the paperwork should be sent to them.  

School resources 
· Classes have their own supply of general resources, which are presented to the Headteacher for approval, purchased each year in the summer term ready for the next school year. Teaching assistants are also expected to order any resources required in order to meet the expectations for their role. 

· Everyday resources such as paper towels and hand soap are restocked by the site team. Please ask if this stock runs out.  

· Exercise books are ordered each year by the office/senior leaders and distributed to classes. Additional books are stored in the cupboard in the hall/ corridor spaces.  

· All equipment should be neatly returned to its allocated storage. Staff are responsible for keeping this tidy. Children are not allowed to do this unless they are supervised by an adult. 

· In addition to the computer suite, there are two iPad trollies, which are charged in the computer suite. Individual iPads should be returned and plugged in to recharge. Online safety practices should be followed at all times.  

Staff Involvement in School life 
· All staff are asked to lead an extra-curricular club which is open to a whole year group /key stage.  This could be run during lunchtime or after school.  This should start after October half term and end at the end of Summer 1.  

· All staff are asked to support PTA events. This will be coordinated as a team so that the PTA feel supported by the school team.

Personal CPD 

· All staff are encouraged to access half termly coaching sessions. These coaching sessions should not be in PPA time if possible, unless towards the end of PPA. We are investing in CPD for all staff so this needs to be planned carefully. 

· In addition to CPD planned as a result of the school and Trust development plan, further CPD you are interested in or signposted to should be discussed with the Headteacher before booking. 

· Once approved by the Headteacher, please advise the office of dates so this can be added to the calendar and cover arranged if needed.  

· Please keep a record of CPD attended.

3. Appearance and dress
The school expects that staff members will:
· Ensure that their appearance is clean and neat when at work or representing the school.
· Dress in a manner that is appropriate to their role.
· Not wear jeans unless on educational visits or dress-down days which require casual dress.
· Remember that they are role models for pupils, and that their dress and appearance should reflect this.
· Not dress in a way that would cause embarrassment to pupils, parents, colleagues or other stakeholders.
· Cover any tattoos or body art whilst in school wherever possible; small earrings and discreet body piercings are acceptable, but all other body piercings should be removed.


4. [bookmark: _Attendance]Attendance
The school expects that staff members will:
· [bookmark: _Support][bookmark: _Detterents]Attend work in accordance with their contract of employment and associated terms and conditions in relation to hours, days of work and holidays.
· Make routine medical and dental appointments outside of their working hours or during holidays where possible. 
· Refer to the CMAT Leave and Time Off Policy if they need time off for any reason other than personal illness.
· Follow the school’s absence reporting procedure when they are absent from work due to illness or injury.
School specific details: 
· If staff are going to be absent due to illness, the Headteacher should be informed as soon as possible on the first day of absence by telephone 077391 85618 (not text) or 07572 208561 and also a message left on the school answer phone.  If possible, staff should indicate how long they expect to be absent. If this is not possible, it will be necessary to phone each day before 3.00pm to give updated information so that any additional cover can be organised. 

· Midday assistants should contact the school office to report their absence no later than 9am. 

· If the absence extends into a holiday, staff should continue to send fit notes into school and ring to inform the Headteacher when they are fit to return to work. 

· On return to work, staff should see the School Business Manager where a ‘return to work’ form will be completed. 

· If a member of staff needs to go home during the school day due to illness they must see the Headteacher, Dave, Ruth, Juile or Richard. 

Holidays and time off 
· All staff are contracted to work term time hours with the exception of some support staff who are contracted for 52 weeks of the year.  

· All staff on 38/39 week contracts are not permitted to request holidays during this time unless there are exceptional circumstances.  
 
INSET DAYs 
· If you are a teacher / support staff member working 39 weeks per year, you are required to attend INSET Days.   If you are a full-time member of staff, you are required to attend all 5 INSET Days.   If you are part time, you attend the number of days per week that you work.  So, if you work 3 days per week you will attend 3 out of the 5 INSET Days.  If you work 1 day per week you will attend 1 day INSET training. 

· If you work part time hours the following INSET days should be prioritised
1. September INSET – induction INSET - Autumn
2. Chancery INSET – Specific to Trust / school priorities – Autumn
3. Report writing – Summer 
4. INSET Summer  
5. INSET Summer 


5. [bookmark: _Professional_behaviour_and]Professional behaviour and conduct
Staff members are expected to treat other colleagues, pupils, parents, and external contacts with dignity and respect.
The use of foul and abusive language will not be tolerated. Discrimination, bullying, harassment or intimidation, including physical, sexual and verbal abuse, will not be tolerated.
Staff members will not misuse or misrepresent their position, qualifications or experience, or bring the school or trust into disrepute. 
Staff members will inform the headteacher if they are subject to a criminal conviction, caution, ban, police enquiry, investigation or pending prosecution.
Staff will be aware that professional behaviour and conduct is expected to be extended to extra-curricular trips and visits. Staff attending a trip or visit will act in accordance with this Code of Conduct. 
Staff will act appropriately in terms of the views they express (in particular political views) and the use of school resources at all times and will not use school resources for party political purposes. 
School Specific 
· Staff must follow the school behaviour policy consistently. 

· Staff must model high standards and expected behaviour at all times including at transition times, and when not class teaching. 

· A significant number of pupils require assistance with personal care to a greater or lesser degree. Staff should ensure that they respect pupils’ rights to dignity, privacy and time. They should also ensure that pupils’ medical or physical conditions, personal issues or circumstances are not discussed in front of them, and that all comments made about pupils are of a positive nature. Pupils should be referred to and spoken to by their given first name.
Office access 

· Please note that the school office is an exceptionally busy place, so please think carefully before interrupting the team.  

· Prior to each holiday period the school office team will communicate school opening times during the holidays.  

· Staff must make sure that they notify the Headteacher / Deputy Headteacher if they are entering the site alone (in line with our Lone Working Policy)

6. [bookmark: _Conduct_outside_of]Conduct outside of work
[bookmark: review]Staff may undertake work outside school, either paid or voluntary, provided that it does not conflict with the interests of the school. The nature of the work cannot be seen to bring the school into disrepute, nor be at a level which may contravene the working time regulations or affect an individual's work performance.
Staff will not engage in outside work which could seriously damage the reputation and standing of the school, the employee’s own reputation, or the reputation of other members of the school community. In particular, criminal offences that involve violence, possession or use of illegal drugs, or sexual misconduct are unacceptable.
Staff will not engage in inappropriate use of social network sites which may bring themselves, the school, school community or employer into disrepute or breach confidentiality. This is explored further in the Acceptable use of technology section of this policy.

7. [bookmark: _Smoking,_alcohol_and]Smoking, alcohol and other substances
Staff will not smoke or vape on the school premises or immediately outside the school grounds.
Staff will not smoke whilst working with or supervising pupils off-site, such as when on educational visits and trips.
The taking of illegal drugs or alcohol during working hours is unacceptable and will not be tolerated. Staff members must never attend work under the influence of alcohol or illegal drugs.
If alcohol or drug usage impacts on a staff member’s performance, the school has the right to discuss the matter with the employee and take appropriate action in accordance with the school’s disciplinary procedures, including referral to the police. 

8. [bookmark: _Health_and_safety]Health and safety
Staff members will:
· Be familiar with, and adhere to, the school’s Health and Safety Policy and ensure that they take every action to keep themselves and everyone in the school environment safe and well.
· Comply with health and safety regulations and use any safety equipment and protective clothing which is supplied to them.
· Comply with hygiene requirements.
· Comply with accident reporting requirements.

School specific details: 
· All staff are responsible for Health and Safety and have a responsibility to report any concerns.  This should be done via the EVERY system so that jobs can be prioritised according to risk.  This is important so please make sure you do this. 

· All staff have a responsibility for their own health and safety whilst at work and that of others who might be affected by their work. Any concerns should be brought to the attention of the Senior Leadership Team. 

· The Berkeley Academy and its grounds is designated a ‘No Smoking’ area.

· Julie Richardson is the named Health and Safety Coordinator.  The Site Manager will monitor health and safety and report back any issues.  

· The Local Governing Board considers Health and Safety as part of its remit on a termly basis.  

Control of substances hazardous to health (COSHH) 
· No substances should be in school that are not in their original container. 

· No unmarked substances should be used. 

· All substances must have the appropriate COSHH data sheet – Site Manager and our      school cleaners will action appropriately.  

· Staff should not bring any substances into school without consulting Senior Leaders.  

· All electrical appliances in school undergo annual PAT testing.  Staff must not bring any electrical appliances into school without first consulting the Senior Leadership Team.  

Risk Assessments 
· Must be carried out for educational visits, moving and handling, and other identified activities.

· Residential trips must be completed by the Trip Leader on Evolve. 

· New assessments should be completed as necessary by the person in charge of the activity.  

· Electronic proformas are available on Staff Share - T Drive.  

· Risk assessments are required for children attending any multi agency activities, e.g. CAT. 

· Risk assessments are required for any children with specific needs. These will be written in liaison with the SENDCo.

· Pupils with significant medical needs (e.g. diabetes or a broken leg) require an individual risk  assessment. These should be written by the class teacher in liaison with Health and Safety Lead and Headteacher. 

· Further advice can be sought from Lizzie Slater who is the named Educational Visits Coordinator (EVC).  

· Recommended ratios must be followed for all visits and staffing agreed with the Headteacher (before being communicated with parents (1:10 KS2, EYFS / KS1  1:6/8)

When organising an educational visit:  
· The Headteacher / Deputy Headteacher should be consulted over the proposed date for the visit and a costing is established.  

· Visits should have a very clear link to an aspect of the curriculum being delivered. 

· Visits must be planned with appropriate staffing ratios, making all aware of the purpose and  responsibilities in relation to pupil safety.  This should be discussed with HT/DHT before speaking to staff who maybe supporting the visit.

· Following approval from the SLT, parents should be made aware of the visit in writing.  (Class teacher to be responsible for this) 

· All necessary risk assessments and other relevant paper work completed on EVOLVE          

4 weeks prior to the event. 

· Routine head counts must be performed and all necessary medication procedures followed. 

· Class teachers to ensure the medical needs of all pupils are catered for and the appropriate forms completed 

· A trained first aider must be present on each visit. 

· Residential educational visits involving absence outside the school day and exceptional trips during the school day require additional detailed planning and require signed consent from the Headteacher, Governors and Local Authority.  

· The School Office have a checklist to assist class teachers when organising an event or trip. 


Reporting of injuries, disease and dangerous occurrences regulations (RIDDOR) 
· Any accidents, injuries or incidents that occur, involving any adult employed or not, within The Berkeley Academy must be reported to the Headteacher immediately.  The office will also record the incident onto PRIME.  

· Any child seriously hurt at school, or needing to attend hospital, must also be recorded onto PRIME.

· In the case of pupils being hurt during the school day, they should be seen by a first aider and the School Accident Report forms completed. The duplicate copy should be sent home.

· If any first aider has concerns about a child’s injury, they should seek advice from SLT. 

· They may advise a phone call home to parents/carers. 

· Phone calls to parents/carers should be completed by the first aider who has treated the child wherever possible and therefore has the full details to pass on to parents/carers. 

Fire Regulations
· Procedures for emergency evacuations are displayed in each classroom and all staff and regular visitors should be familiar with these. 

· The fire alarm is sounded by a continuous ringing bell. 

· On hearing the alarm, staff must lead the pupils, in silence, out of the area through the nearest fire exit to the designated assembly point on the far end of the field.  

· The person in charge of the group should ensure that all pupils are out of the building and if possible closing the door behind them. 

· When at the assembly point, the staff member in charge will be given a class list by the office and a green and red card. The card should be held up high showing the green side if all present and the red side if anyone is missing or if there is a problem. A senior member of staff will ask for confirmation that all children are present.  Office staff will be responsible for making sure that all adults and visitors are accounted for.  

· No-one should re-enter the building until given permission by the person in charge. 

· Movement of pupils in and around school should be managed safely and in a controlled way, especially outside where there are parked or moving vehicles. Staff are responsible for assessing the level of support needed to ensure the safety of pupils. 

· Staff must ensure they are wearing their ID badge and gate key, to ensure they are able to unlock gates on route to the assembly point. 

· A fire drill is carried out at least once a term. These are carried out at different times of the school day, including breaktimes and lunchtimes. Obstacles are also sometimes set up to ensure that procedures are followed.

Medical 
· In case of an emergency (potential 999 call), the Walkie Talkies should be used calling a code red (channel 1) Or assistance requested by contacting the school office. 

· Medication can only be administered by school if prescribed.  It should be brought to the school office where parents will be asked to complete necessary paperwork.  The office staff will store the medicine appropriately (usually in the Medicines Fridge in the staff room). Any medicine administered must be recorded in the Medicine file kept in the office. 

· All staff should be aware of any medical conditions that require medication, monitoring or extra diligence, e.g. epilepsy, diabetes and dietary needs for pupils with whom they work.  Staff must make themselves aware of the pupil’s medical needs plan. 

· Medication will normally be administered by office staff, but in the event of no office staff being available, this will be done by a member of the Senior Leadership Team. In all circumstances, details of the administration will be recorded in the medicine book held in the main office. 

· Inhalers will be stored in the appropriate classroom and will be returned home at the end of the school year. 

· All medication will be returned home at the end of the school year or if out of date. 

· There are First Aid kits situated in every area, as well as a list of trained First Aiders. Staff should make themselves aware of any allergies which pupils may have.  

· If there are specific concerns regarding a pupil’s health, the Headteacher or Senior Leaders should be consulted. 

· Decisions regarding sending pupils home will be made by a member of the Senior Leadership Team.

9. [bookmark: _Declaration_of_interests]Declaration of interests
Staff members are required to declare personal and financial interests, in accordance with the CMAT Conflict of Interest policy. 
This is to ensure that the decisions and decision-making processes at the trust and its schools are, and are seen to be, free from personal bias and do not unfairly favour any individual or company connected to the Trust and its schools.
Membership to a trade union or staff representative group does not need to be declared.
Staff members will also carefully consider whether they need to declare their relationship with any individual where this might cause a conflict with school activities. 
Failure to make a relevant declaration of interests is a serious breach of trust and, therefore, if employees are in doubt about a declaration, they are advised to contact the school or trade union.
All declarations, including nil returns, will be submitted in writing  for inclusion on the Register of Business Interests.

10. [bookmark: _Relationships_with_pupils]Relationships with pupils
The school expects that staff will:
· Maintain professional boundaries and relationships with pupils at all times, and will consider whether their actions are warranted, proportionate, safe and necessary.
· Act in an open and transparent way that would not lead to others questioning their actions.
· Ensure that they do not establish social contact with pupils for the purpose of securing a friendship, or to pursue or strengthen a relationship.
· Ensure that they do not develop personal or sexual relationships with pupils: this includes sexual remarks and discussing their own sexual relationships with, or in the presence of, pupils.
· Only contact pupils via the school’s established mechanisms: personal phone numbers, email addresses or social media platforms will not be used to contact pupils.
If staff members and pupils must spend time on a one-to-one basis, staff will ensure that:
·  This takes place in a public place that others can access
·  Others can see in to the room
·  A colleague or line manager knows this is taking place
 Staff should avoid contact with pupils outside of school hours if possible.
Personal contact details should not be exchanged between staff and pupils. This includes social media profiles.
If a staff member is concerned at any point that an interaction between themselves and a pupil may be misinterpreted, this should be reported to their line manager or the headteacher.
Under the Sexual Offences Act 2003, 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 to that child, even if the relationship is consensual. 
11. Physical contact with pupils 
The school understands that there are circumstances in which it is entirely necessary for staff to have physical contact with pupils, e.g. when applying first aid and assisting with intimate care, but staff will only do so in a professional and appropriate manner in line with relevant school policies.
When physical contact is made with pupils, it is imperative that it is conducted in a way which is responsive to the pupil’s needs, is of limited duration and is appropriate to their age, stage of development, gender, ethnicity and background.
Staff will seek the pupil’s permission, where possible, before initiating contact. Staff will always use their professional judgement when determining what physical contact is appropriate, as this may differ between pupils. As such, the pupil’s feelings and wishes will always be taken into account. Staff will never touch a pupil in a way which is indecent and will always be prepared to explain their actions. Staff will be aware that even well-intentioned physical contact may be misconstrued by a pupil, an observer or by anyone to whom this action is described and, therefore, will be prepared to justify their actions.
Physical contact will never be secretive; if a member of staff believes an action could be misinterpreted, this will be reported to the headteacher, or the chair of governors if the concern is about the headteacher, and appropriate procedures will be followed.
Where it is necessary in PE classes for teachers to demonstrate use of equipment, this will be conducted with another member of staff if possible. If a pupil is required to participate, their consent will be given before doing so.
If a child is in distress and in need of comfort as reassurance, staff may use age-appropriate physical contact, such as placing their hand on the pupil’s shoulder. Staff will remain self-aware of their actions at all times and ensure that their contact is not threatening, intrusive or subject to misinterpretation.
[bookmark: _Transporting_pupils]Staff may also use reasonable force as a means of physical contact with pupils for restraint purposes, such instances will always be in accordance with the CMAT Physical Intervention Policy.
12. Transporting pupils
When it is necessary to transport pupils off-site, staff will ensure that the transport arrangements of the vehicle meet all legal requirements, they have an appropriate licence and the vehicle is roadworthy, has a valid MOT certificate and business insurance.
Staff will gain consent from parents before transporting pupils and will be aware that the welfare of all pupils in the vehicle is their responsibility.
Two or more staff will be present in the vehicle to avoid any discrepancy regarding safeguarding concerns.
13. Gifts and Hospitality
From time to time, staff members may be offered gifts, hospitality, awards, prizes or other benefits. In order to comply with the trust’s Gift and Hospitality policy, staff must seek approval for the Headteacher for any gift over the value of £50. These must be declared in the trust’s Gift and Hospitality Register. See section 6 of the policy for gifts which must not be accepted.
14. Acceptable use of technology
Staff will adhere to the procedures outlined in the school’s Online Safety Policy and the CMAT Acceptable Use Policy at all times.
Staff will be aware of how the use of technology can impact safeguarding and wellbeing issues, e.g. online abuse. Staff will be vigilant to ensure their own behaviour is respectful and that pupils are using technology appropriately while under their care.
Staff are required to employ the highest security settings on any personal profiles they may have.
Staff will not engage in inappropriate use of social networking sites including contacting pupils or their family members, accepting or inviting friend requests from pupils or their family members, or following pupils or their family members on social media.
The Trust understands that some staff members are also parents of pupils at the school and, therefore, may wish to contact other parents. When doing so, staff will exercise their professional judgement and will not contact family members on social media if this would lead to a conflict of interest.
Staff will remain mindful of their use of social media and their web-based presence including written content, videos or photographs, and views expressed directly or indirectly which may bring themselves, the trust, the school or the school community into disrepute and/or breach confidentiality.
15. [bookmark: _Premises,_equipment_and]Premises, equipment and communication
School equipment and systems are available only for school-related activities and will not be used for the fulfilment of another job or for personal use, unless specifically authorised by the headteacher.
Illegal, inappropriate or unacceptable use of school equipment or communication systems may result in disciplinary action and, in serious cases, could lead to an employee’s dismissal. 
The school reserves the right to monitor emails, phone calls, internet activity or document production on school-owned equipment, principally in order to avoid offensive or nuisance material and to protect systems from viruses, but also to ensure proper and effective use of systems. 
School Specific 
Communication systems 
· All Policies and Procedures are accessible via the Every system. Staff are responsible for making themselves familiar with these. Please ask the office if you need help with accessing Every. 

· All staff on a permanent or fixed term contract should have an email account and address. If you do not have a school email account please report it in the APEX file held in the office or by asking a member of the school office.  

· Staff are responsible for checking emails regularly, as all memos and information are circulated by this means. All staff must be able to access their work emails.

· Can staff please acknowledge emails and make sure that emails requiring action are done so within 24 hours (and that senior leaders are aware of actions completed).

· The Berkeley Academy operates an online school calendar through Office 365 and staff are responsible for ensuring they check this regularly.   

· Any information regarding educational outings, courses, changes to curriculum, medicals, visitors etc. should be given to the office not later than the Friday of the previous week for the details to be put in the school diary.  Email / in person conversation is needed here please.

Photocopiers 
· Staff have a code which allows them to access the copier, this enables remote printing from the classroom. 

· Copy as and when you need it in accordance with guidance. The copier can make colour copies, but these are considerably more expensive than black and white and should only be used if deemed necessary.  

16. [bookmark: _Photography_and_videos]Photography and videos
Photographs and videos should be taken using school equipment – using personal mobile phones for this purpose is strongly discouraged, in accordance with the trust’s Acceptable Use Policy.  If personal devices are used, photographs must be transferred to school devices as soon as possible and the images deleted from the personal device.
Consent for taking photographs will be obtained from parents on admission, and these records must be checked by staff before taking or publishing videos and photographs of pupils.  
Careful consideration will always be given to the activities which are being filmed or photographed, to ensure that images or videos are not indecent and cannot be misused.
School Specific:
· Parental permission is required for a variety of reasons such as use of photographs for publication, participation in swimming, hygiene programmes and educational visits which are part of the curriculum.  

· Permission forms are kept by the school office.  

· Staff should ensure they are aware of parental wishes and comply with these.  

17. Data protection and confidentiality
The trust has a legal right to hold information about children and staff. It also has a safeguarding responsibility to share that information appropriately, so staff must be careful who information is shared with. A general rule of thumb is that, if a child can be identified from the information shared, staff must first check whether the school has permission to share it. 
Staff members will not disclose sensitive information about the school, trust, iemployees or pupils to other parties. 
The only exception whereby it is acceptable for a staff member to disclose information that would otherwise be considered confidential is when the confidential information gives rise to concerns about the safety or welfare of a pupil.
Staff members have the right to request access to data that is held about them (a Subject Access Request). Such requests will be made to the headteacher in writing in accordance with the trust’s Data Protection Policy.
18. [bookmark: _Probity_of_records]Probity of records
The deliberate falsification of documents, such as references, academic qualifications or legal documents, is unacceptable. Where a staff member falsifies records or other documents, including those held electronically, this will be regarded as a serious disciplinary matter and potentially a criminal offence.

19. [bookmark: _Contacts]Contacts
Staff members will not use school business contacts for acquiring materials or services at trade/discount prices for non-school activities, unless participating in concessionary schemes arranged by trade unions or other such groups.

20. [bookmark: _Monitoring_and_review]Monitoring and review
This document will be reviewed on a 3 yearly basis by the central team and any changes made will be communicated to all members of staff.
[bookmark: _GoBack]All members of staff are required to familiarise themselves with this document as part of their induction programme.
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At The Berkeley Academy our vision is
‘to equip all our children with the knowledge,
understanding and enquiry skills to embrace lifelong
learning, achieve their personal best and advance
their social, emotional and physical well-being.”
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At The Berkeley Academy
WE STRIVE TO DO OUR BEST
Be Respectful « Be Responsible - Be Safe




