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1. Introduction

This code applies to all employees of The Hall School. Like a good deal of documentation the
code will develop over time and modifications will be made in light of experience and in
accordance with national policy, legislation and guidelines, as well as best practice at a national
level.

It should be read in conjunction with other school policies and guidance notes. This document
has been developed in accordance with DfE guidance which was initially produced by the
National Network of Investigation and Referral Support Co-ordinators and the document
Guidance for Safer Working Practice for Adults who work with Children and Young People in
Education Settings (2022).

The guidance recognises that the vast majority of adults working with children in education
settings act professionally, seeking to provide a safe and supportive environment to secure the
well-being and best outcomes for the young people in their care. Members of staff have a crucial
role to play in shaping the lives of young people and must demonstrate examples of behaviour
and integrity which pupils will aspire to emulate.

This code has been produced to help staff establish the safest possible learning and working
environments to protect both boys and staff.

The Professional Code of Conduct and Safe Working Practice for School Employees forms part
of an employee’s’ contract. Failure to comply with it and associated policies may result in
disciplinary action being taken.

2. School Policies

All members of staff should follow all the procedures outlined in all policy documents. It is
essential that our practice mirrors what our documentation states. This will help to ensure that
our approach to boys is consistent. All policies are available on the School server and School
website. Key policies which are part of our safeguarding procedures include:

e Anti-bullying

e Behaviour Policy

e Safeguarding Policy

e FEqual Opportunity

e Rewards and Sanctions
e Health and Safety

All of the above policies should be read annually by all members of staff.
3. Equal Opportunities

The school will not tolerate discrimination on grounds of race, gender, religious belief, disability,
sexuality, marital status, personal circumstances or any relevant criminal conviction. It expects all
staff to deal with boys, parents and other members of staff with respect, courtesy and
helpfulness. It is our responsibility to play a role in providing a positive ethos and culture for all
community members.



4. Duty of Care

All staff have a duty to keep young people safe and to protect them from physical and emotional
harm. This duty is in part exercised through the development of respectful, caring and
professional relationships between staff and pupils and behaviour by staff that demonstrates
integrity, maturity and good judgement.

Employers have a duty of care towards their employees under the Health and Safety at Work Act
1974 which requires them to provide a safe working environment for staff and guidance about
safe working practices. The Act also imposes a duty on employees to take care of themselves and
anyone else who may be affected by their actions or failings. In this respect, the duty of care
towards both staff and children can be demonstrated through the use of these guidelines. An
employer's duty of care and the staff duty of care towards children should not conflict.

5. Working with Other Staff

Effective schools are those where staff work cooperatively together within a positive ethos and
culture. Staff are expected to work together showing respect, courtesy and helpfulness, whatever
the staff membet’s position in the school. The school will not accept the use of intimidatory,
offensive, threatening or insulting words or behaviour.

6. Exercise of Professional Judgement and Training

This guidance cannot provide a complete checklist of what is, or is not, appropriate behaviour
for staff. It does highlight, however, behaviour that is illegal, inappropriate or inadvisable. There
will be occasions and circumstances in which staff have to make decisions ot take action in the
best interests of the child or young person which could contravene this guidance or where no
guidance exists.

The School recognises the importance of appropriate training in informing teachers’ professional
judgement. The Headmaster is responsible for ensuring that all staff who are new to the school
receive training in Safe Working, Child Protection and Acceptable use of ICT as part of the
induction process. This training will also include informing staff about behaviour which may
constitute serious misconduct, as outlined in the School’s Disciplinary Procedure (Conduct). The
Headmaster is also responsible for informing all staff of any substantive changes to policies and
guidelines which relate to child protection and safer working.

7. Power and Positions of Trust

As a result of their knowledge, position and/or the authortity invested in their role, all adults
working with children and young people in education settings are in positions of trust in relation
to the young people in their care. A relationship between a member of staff and a pupil cannot
be a relationship between equals. There is potential for exploitation and harm of vulnerable
young people and staff have a responsibility to ensure that an unequal balance of power is not
used for personal advantage or gratification.

Staff should avoid behaviour which might be misinterpreted by others, and report and record
any incident with this potential.



8. Confidentiality

Members of staff may have access to personal details about pupils in order to undertake their
everyday responsibilities. In some circumstances, staff may be given additional highly sensitive or
private information. Such information should be treated in a discreet and confidential manner.
Confidential information about a child or young person should never be used casually in
conversation or shared with any person other than on a need to know basis. In circumstances
where the child's identity does not need to be disclosed, the information should be used
anonymously.

9. Sharing Concerns and Recording Incidents

All staff should be aware of the school's safeguarding procedures, including procedures for
dealing with allegations against staff. Staff who are the subject of allegations are advised to
contact their professional association.

In the event of an incident occurring, which may result in an action being misinterpreted and/or
a spurious allegation being made against a member of staff, the relevant information should be
clearly and promptly recorded and reported to the Headmaster or the Head of the Junior School
(or in their absence, the Chair of Governors). Early discussion with a parent or carer could avoid
any misunderstanding and it is expected that the Headmaster and/or the Head of the Junior
School will be present at such a meeting.

Members of staff should feel able to discuss with their Head of Department, Head of Year or a
member of the Senior Leadership Team any difficulties or problems that may affect their
relationship with pupils so that appropriate support can be provided or action can be taken.

There are some circumstances in which a member of staff may be expected to share information
about a child, for example when abuse is alleged or suspected. In such cases, individuals have a
duty to pass information on without delay, in accordance with the Safeguarding and Child
Protection Policy.

If a member of staff is in any doubt about whether to share information or keep it confidential
he or she should seck guidance from one of the Designated Safeguarding Leads.

The Low Level Concerns Policy provides an opportunity for staff to share their
concerns, no matter how small, about their own or another member of staff’s behaviour. — see
Appendix 1 for the Low Level Concerns Policy.

10. Whistleblowing

Whistleblowing is the mechanism by which staff can voice their concerns, made in good faith,
without fear of repercussion. The School has a whistleblowing policy, published in the staff
handbook that meets the terms of the Public Interest Disclosure Act 1998. Details of this can be
found in the School's Safeguarding and Child Protection Policy.

Staff should acknowledge their individual responsibilities to bring matters of concern to the
attention of senior management and/or relevant external agencies. This is particularly important
where the welfare of children may be at risk.



All staff have a duty to report any child protection concerns to the Designated Safeguarding
Lead, or in his/her absence, the Deputy Designated Safeguarding Lead.

11. Low Level Concerns Policy

The Low Level Concern Policy outlines procedures by which staff can share their concerns, no
matter how small, about their own or another member of staff's behaviout.

These are concerns which do not meet the harm threshold as stated in the school’s Safeguarding
Policy, in which case the procedures in Appendix 2 of the School’s Safeguarding Policy
(Procedure to be followed in the event of an allegation against a member of staff or
volunteer of abuse) should be followed.

A low-level concern is any concern that an adult working in or on behalf of the school may
have acted in a way that falls outside expectations set by the Staff Code of Conduct.

The policy describes some of the behaviours that might trigger these concerns, the people that
you should speak to if you have such a concern and what will happen following the sharing of a
concern.

12. Disclosure and Barring Service checks

All staff are subject to an enhanced Disclosure and Barring Service check before taking up their
position at the School. It is the responsibility of members of staff to inform the Headmaster in
confidence if they are charged with a criminal offence whilst in the employment of the School.
The School has the right to seek further checks throughout the course of employment.

13. Mobile Phone Use and Communication

Mobile phones

e Staff may have mobile phones in school.

e Staff must not use personal mobile phones to communicate with pupils

e Staff are not to use mobile phones in the classtoom, during lessons. Phones are to be on
‘silent’ or switched off during class time. Phones should also not be used whilst on

playground duty or during the teaching of a lesson outside.
e Phones must be kept out of sight (eg. drawer,bag, pocket) when staff are with children.
e Phones should also not be used whilst on playground duty or during the teaching of a

lesson outside.

o Calls/ messaging must be made/ received in private during non-contact time. As a
courtesy to colleagues, calls should not be made on a mobile phone in the any of the
staff rooms.

e There is no obligation for a member of staff to have their school email on their phone or
the iSams app.

e The school has a number of phones / devices and cameras that can be used to
communicate with parents and to record events

e For their own protection, staff must avoid using personal mobile phones to
communicate with parents via messaging services and calling. If the use of a personal



mobile phone is unavoidable then the call should be logged with the relevant Head of
Section — Junior, Middle and Senior

We expect staff to act in a responsible professional manner with regards to the use of
mobile phones in school, including to facilitate communication on school business.

It is important that a mobile phone is available when a visit, event or sporting fixture is
taking place away from school. A school mobile is available if required.

Mobile phones must not be used whilst driving minibuses.

Photography, Videos and other media

Staff must not take any images of pupils on a personal mobile phone or device. A school
phone/device / camera must be used if an event is to be photographed. The school has
a number of phones / devices and cameras that can be used.

Staff are encouraged to take digital/video images involving pupils to support educational

aims, assessment, for publicity purposes or to celebrate achievement. When doing so
staff should always think carefully about the images they take and where these are stored.

All images once downloaded must be stored in the shared area - SS Staff Data — Documents —
Photos or ]S Staffa Data - Photos

Communication

Staff must avoid giving their personal email account details to parents or pupils — current
or former.

Staff must not have any contact details on their phone for pupils — current or former and
parents.

If a member of staff receives a message on their phone from a parent they must reply via
school email.

Staff must not put themselves in a position where they could be accused of improper
behaviour by engaging in private online communications with pupils or parents including
messaging or being part of Whatsapp groups or other social media sites.

Staff must not accept current pupils as ‘friends’ on any social networking site and must
avold accepting past pupils as ‘friends’ until they have completed secondary education.

Any communication with current or past pupils if required must be made through the school

email system. If an email is received from a former pupil then any reply must also be copied to a

colleague.

Staff should also be aware of the Social Media Policy. School staff should assume that all online
activity is covered by this policy and should follow these guidelines in relation to any social

media that they use, both at work and to an extent in their personal situation.

While acknowledging the benefits of social media and the internet it is also important to

recognise that risk to the safety and well-being of users is ever-changing and that the

misuse/abuse of these facilities can range from inapproptiate to criminal; and school has this

policy in place to deal with any misuse of social media.



14. Propriety and Behaviour

A teacher is expected to demonstrate consistently high standards of personal and professional
conduct. The following statements define the behaviour and attitudes which set the required
standard for conduct throughout a teacher’s career.

Teachers uphold public trust in the profession and maintain high standards of ethics and
behaviour, within and outside school, by:

e Treating pupils with dignity, building relationships rooted in mutual respect, and at all
times observing proper boundaries appropriate to a teacher’s professional position.

e Having regard for the need to safeguard pupils’ well-being, in accordance with statutory
provisions.

e Showing tolerance of and respect for the rights of others.

e Not undermining the key values of the School.

e Ensuring that personal beliefs are not expressed in ways which exploit pupils’
vulnerability or might lead them to break the law.

e Teachers must have: proper and professional regard for the ethos, policies and practices
of the school in which they teach, and maintain high standards in their own attendance
and punctuality.

e Have an understanding of, and always act within, the statutory frameworks which set out
their professional duties and responsibilities.

All staff employed by and associated with the school are expected to demonstrate the standards
set out above.

15. Subject Teacher Expectations

Subject teachers are expected to adhere to all school policies and in particular these following
school policies:

e Mark work promptly in accordance with the School’s Curriculum, Teaching, Learning
and Assessment Policy as well as departmental guidelines.

e Incorporate the Policy to Reward and Sanction.
e Set homework in line with the School’s Homework Policy.

Teachers make the education of their pupils their first concern, and are accountable for achieving
the highest possible standards in work and conduct. Teachers act with honesty and integrity;
have strong subject knowledge, keep their knowledge and skills as teachers up to date and are
self-critical ; forge positive relationships; and work with parents in the best interest of their

pupils.

The following is expected:

e To promote the good name and reputation of the school and in doing so serve as
inspiration to the pupils, parents and one’s colleagues in and out of the classroom.



e Be ready for a prompt start and monitor boys’ attendance at lessons. Pupils should not
be dismissed eatly.

e Plan stimulating, challenging and varied lessons incorporating technology where
appropriate, using a variety of teaching approaches that cater for a range of preferred
learning styles so that pupils of all abilities are able to reach their full potential.

e Employ the ‘Language of Learning’ which reflects the ethos of learning and teaching in
the School.

e Keep records and evidence to show what has been planned, taught and assessed in
lessons.

e Create a safe and organised environment where all pupils are able to make progress
without fear of mistakes.

e Treat pupils with respect at all times, avoiding unnecessary shouting, personal remarks or
inappropriate sarcasm. Treat each other as they would expect to be treated themselves.

e TFollow the schemes of work and all departmental policies and guidelines. Keep up to
date with developments in their subject and play an active role within the department.

e Be aware of both pupils who are gifted and talented and on the learning support register
and make sure that this is recorded in their personal record-keeping/mark books
including details of pupils who are allowed extra time in exams and assessments. Staff are
also expected to utilise and keep report summary sheets or Pupil Action Plan on relevant
boys in their records.

e Be fully conversant with the range of data which is available for all boys. Keep detailed
records of progress for all pupils and provide individual guidance and support when
necessary.

e Display pupils’ work in the classroom and in other designated places around the school.

e Consult with form teachers and interested parties ( Learning Support staff, SLT,
Matrons, Year Heads) about boys who are a cause for concern.

e Adhere to all requirements of the communications cycle which includes meeting
deadlines, writing Progress Reports and school reports and attending staff/parent
meetings.

e To participate in all meetings (staff, transfer, departmental, HoD’s) and attend all
relevant professional development events both in and outside of normal school hours.

e To attend and support the pupils and staff in after school and weekend events where
appropriate.

e To ensure that key information such as future school and Learning Support suggestions
occur at the appropriate level.

e To cover for absent colleagues, attend assemblies, fulfill duties and support any other
reasonable requests.

16. Form/Class Teacher Expectations

The role played by the form/class teacher is key to the success of the pastoral care system at the
school. Staff will act as the general coordinator for all matters concerning boys in the form/class,
passing on information and overseeing the academic progress and pastoral care. They aim to
provide direct and individual support and guidance to pupils on issues that affect their
development and achievement both in and beyond the classroom with a view to maximisin
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potential and ensuring overall well-being of the boys concerned.



It is hoped that pupils will turn to form/class teachers to raise any concerns and that there is a
strong two-way relationship with all parents in the group. Clear links of communication with
parents should be established early on in the Autumn Term and further contact should be
regular and proactive rather than reactive.

Parents appreciate early notice of an issue and enjoy receiving regular, positive feedback.

Form/Class teachers are expected to:

e Ensure registers and absentee lists are recorded and passed on with appropriate
information, including notes for absence and off Games information, working alongside
the School Matrons.

e Supervise pupils in their forms from 8.00am each morning and again between 3.50pm
and 3.55pm in the afternoon. This supervision ensures that pupils are appropriately
settled at the start of the day and are safely dismissed or prepared for departure at the
end of the school day.

e Sce that pupils are propetly dressed and possess and use the correct equipment eg: hymn
books, Prep Diaries, calendar, timetables etc.

e Ensure that pupils are familiar with school expectations and rules and any emergency
procedures.

e Encourage all pupils to play a positive and full part in the life of the school to include
activities, house events, clubs, rewards and competitions.

e Collect and monitor rewards and sanctions applied to pupils to include weekly collection
of credits or housepoints.

e Ensuring that the classroom is decorated with interesting, inspirational and engaging
items that are utilised and changed regularly. Pupils should be encouraged to take on
class monitor roles on a weekly/termly rota basis.

e Responsible for overseeing the Boy’s Files and for updating information on iSams. To
include records of assessments, personal interviews, Progress Reports, interviews, health
issues and any significant conversations or correspondence with parents/staff. To raise
boys’ names at relevant meetings to discuss and inform others.

e Opversee all aspects of pupil development to include social, musical, sporting, artistic,
cultural and overall personal performances. Staff should seck information at the start of
each year and ensure that the personal interview with each pupil happens in the Autumn
Term.

e Monitor the behaviour of pupils, responding to disciplinary issues and use strategies to
promote good behaviour and a positive attitude.

17. Dress Code

Members of staff are expected to maintain the high standards of dress and appearance
commensurate with the emphasis placed on dress and appearance for the boys. Teaching is a
formal, professional occupation and our dress code reflects this. All staff should dress to
conform to the appropriate professional standards of an independent school and it is important
that staff project a professional image to boys, parents and other members of our community. It
is understood that more casual clothing may be required when attending a trip but this should be
smart and appropriate.



¢ Blue denim jeans must not be worn in school.

e Skirts and dresses should be of a reasonable length (ideally at or just above the knee) and
must remain modest and professional.

e Flip-flops and similar casual footwear are not permitted.

e Male staff are expected to wear shirts with collars.

e Plain, clean trainers are acceptable where appropriate.

e Lycraleggings, vests, or other tight-fitting sportswear should not be worn unless required
for a specific physical activity.

e Tattoos and piercings should be kept discreet.

e Shorts may only be worn by PE or Games staff.

e PE staff may wear shorts during the school day.

e Games staff may wear the school games kit when teaching; however, tracksuit bottoms
should be worn during classroom lessons.

e Caps should not be worn during the school day, except when required for outdoor
games teaching.

e The above code also applies to support statf, although members of the maintenance
team may wear appropriate shorts during the school day.

e Dress code during INSET days is smart casual, and jeans may be worn.

18. Attendance

Staff should always seek leave of absence from the Headmaster. Absence through ill health, vital
appointments, emergencies or authorised courses should be arranged with the Deputy Head of
the Junior School and the Assistant Head: School Management for Middle School and Senior
School staff providing as much advanced warning as possible. Staff who are ill should ring or
email details by 7.30 a.m. on the day of absence. Set work should be arranged if possible and if
not the Head of Department or Head of Year should make arrangements. The HR department
records all staff absences.

19. Use of alcohol and illegal drugs

The School has a general duty under the Health and Safety at Work Act 1974 to ensure, as far as
is reasonably practicable, the health, safety and welfare at work of our employees and pupils.
Consequently the taking of illegal drugs during working hours or on school premises is
unacceptable and all employees are expected to attend work without being under the influence of
alcohol or illegal drugs and without their performance being adversely impacted by the
consumption of alcohol or illegal drugs. Equally if persons in a position of responsibility
knowingly allow an employee under the influence of drug or alcohol misuse to continue working
and his or her behaviour places the employee or others at risk, the persons and the School could
be prosecuted. In either circumstance the School will view the behaviour of staff as Gross
Misconduct.

There will be social occasions in school when alcohol will be served to staff and it is expected
that a member of staff takes a sensible approach to the consumption of alcohol that might be
available ensuring they are able to interact with colleagues and guests in a professional manner at
all times.



The School is a considerate employer and committed to promoting the health and well-being of
its members of staff and will endeavour to support staff discreetly who seek help for alcohol or
substance dependency problems.

20. Gifts

A Register of Gifts and Interests is a formal record of hospitality, gifts and donations received by
every individual within an organisation. It also allows for the declaration of any possible conflicts
of interest while discharging professional duties. The introduction on 1 July 2011 of the main
provisions of the Bribery Act 2010 means that the School must have a policy on the declaration
of interests by its employees.

All staff are required to register their interests, and gifts and hospitality above £100 in value, on
the Register. An email outlining the details and value of the hospitality, gift or donation should
be emailed to the Director of Finance.

21. Social Contact

Members of staff should not establish or seek to establish social contact with pupils for the
purpose of securing a relationship that involves an inappropriate level of emotional dependence
(on either side) or that would otherwise represent an abuse of the position of trust. If a pupil
seeks to establish social contact, or if this occurs coincidentally, the member of staff should
exercise her/his professional judgement in making a response and be aware that such social
contact could be misconstrued. The member of staff should notify the School’s DSL if this
occurs coincidentally.

Staff are advised that there are risks in making available their personal details such as
home/mobile phone number, home or personal e-mail address to pupils. Internal email/direct
messaging systems should be used in accordance with the School's Online Safety Policy.

Staff should not put themselves in a position where it might appear that they are showing
favouritism to one or more pupils. In particular, be aware that giving presents to individual
pupils might raise concerns about ‘grooming’. As far as possible, staff should be consistent and
transparent in how they reward pupils or otherwise foster teacher-pupil relationships. In addition
staff should be aware of the potential for a pupil to form an unsolicited, emotionally-dependent,
attachment to a teacher.

In particular, if pastoral interactions with a pupil become inappropriate or difficult, then a
relevant senior member of staff or, if appropriate, the Designated Safeguarding Lead, should be
immediately informed and guidance sought. The circumstances should be recorded in writing
and a note placed on the child’s file.

22. Physical Contact

There are occasions when it is entirely appropriate and proper for staff to have physical contact
with pupils, but it is crucial that they only do so in ways appropriate to their professional role.
A 'no touch' approach is impractical for most staff and may in some circumstances be
inappropriate. When physical contact is made with pupils this should be in response to their
needs at the time, of limited duration and appropriate given their age, stage of development,
gender, ethnicity and background.



It is not possible to be specific about the appropriateness of each physical contact, since an
action that is appropriate with one child in one set of circumstances may be inappropriate in
another, or with a different child. Staff should therefore use their professional judgement at all
times.

Physical contact should never be secretive, or for the gratification of the adult, or represent a
misuse of authority. If a member of staff believes that an action could be misinterpreted, the
Designated Safeguarding Lead should be informed of the incident and the circumstances should
be recorded in writing as soon as possible and a copy placed on the child's file.

Physical contact which occurs regularly with an individual child or young person is likely to raise
questions unless the justification for this is part of a formally agreed plan (for example in relation
to pupils with SEN or physical disabilities). Any such contact should be the subject of an agreed
and open school policy and subject to review. Where feasible, staff should seck the child's
permission before initiating contact. Staff should listen, observe and take note of the child's
reaction or feelings and - so far as is possible - use a level of contact which is acceptable to the
child for the minimum time necessary.

Extra caution may be required where it is known that a child has suffered previous abuse or
neglect. In the child's view, physical contact might be associated with such experiences and lead
to staff being vulnerable to allegations of abuse.

It is recognised that some children may seek out inappropriate physical contact. In such
circumstances staff should deter the child sensitively by helping them to understand the
importance of personal boundaries, and also inform the Designated Safeguarding Lead of the
incident and produce a written report. Parents should also be contacted.

The general culture of 'limited touch' should be adapted, where appropriate, to the individual
requirements of each child. Children with special needs may require more physical contact to
assist their everyday learning. The arrangements should be understood and agreed by all
concerned, justified in terms of the child's needs, consistently applied and open to scrutiny.

23. Physical Education and other activities which require physical contact

Some staff, for example, those who teach PE and games, or those who offer music tuition, will
on occasions have to initiate physical contact with pupils in order to support a child so that they
can perform a task safely, to demonstrate the use of a patticular piece of equipment/instrument
or assist them with an exercise. This should be done with the pupil's agreement.

Contact under these circumstances should be for the minimum time necessary to complete the
activity and take place in an open environment. Staff should remain sensitive to any discomfort
expressed verbally or non-verbally by the child.

Young people are entitled to respect and privacy when changing clothes, using the toilet or
taking a shower. However, there needs to be an appropriate level of supervision in order to
safeguard young people, satisfy health and safety considerations and ensure that bullying or
teasing does not occur.

This supervision should be appropriate to the needs and age of the young people concerned and
sensitive to the potential for embarrassment.



It is acceptable, where necessary, to check briefly that boys are not loitering in the changing areas
or toilets (for example when boys should be at assembly or in lessons). If a member of staff
believes their actions in any of these areas could be misinterpreted, the Designated Safeguarding
Lead should be informed of the incident and the circumstances should be recorded in writing as
soon as possible and, if appropriate, a copy placed on the child's file.

24. Pupils in distress

There may be occasions when a distressed pupil needs comfort and reassurance. This may
include age-appropriate physical contact. Staff should remain self-aware at all times in order that
their contact is not threatening, intrusive or subject to misinterpretation. If a member of staff
believes such action could be misinterpreted, the Designated Safeguarding Lead should be
informed of the incident and the circumstances should be recorded in writing as soon as possible
and, if appropriate, a copy placed on the child's file. The DSL will decide upon the next steps to
be taken.

25. Behaviour Management

All pupils have a right to be treated with respect and dignity. Corporal punishment is unlawful in
all schools. Equally, staff should not use any form of degrading treatment to punish a pupil.
Whilst the use of humour can help to defuse a situation, the use of demeaning or insensitive
comments towards pupils is not acceptable in any situation.

Where a pupil's behaviour causes concern, the school's behaviour, rewards and sanctions policy
should be adhered to. If a member of staff is in any doubt as to the best course of action, he or
she should seek further advice from the appropriate senior member of staff.

26. Care, Control and Physical Intervention

The circumstances in which staff can intervene with a pupil are covered by the 1996 Education
Act. Staff may legitimately intervene to prevent a pupil from committing a criminal offence,
injuring themselves or others, causing damage to property, engaging in behaviour prejudicial to
good order and to maintain good order and discipline. Staff should have regard to the health and
safety of themselves and others.

Under no circumstances should physical force be used as a form of punishment. The use of
unwarranted physical force is likely to constitute a criminal offence.

In all cases where physical intervention is deemed necessary, the incident and subsequent actions
should be documented and reported to the Headmaster or in his absence the appropriate
member of the Senior Leadership Team.

27. Sexual Contact with Young People

Any sexual behaviour by a member of staff with or towards a child or young person is both
inappropriate and illegal. Children and young people are protected by the same laws as adults in
relation to non-consensual sexual behaviour. They are additionally protected by specific legal
provisions regardless of whether the child or young person consents or not.



The sexual activity referred to does not just involve physical contact it may also include non-
contact activities, such as causing children to engage in or watch sexual activity or the production
of pornographic material. For further information the DfE Keeping Children Safe in Education
(2014) provides a definition of what constitutes sexual abuse.

There are occasions when adults embark on a course of behaviour known as 'grooming' where
the sole purpose is to gain the trust of a child, and manipulate that relationship so sexual abuse
can take place. Staff should be aware that conferring special attention and favour upon a child
might be construed as being part of a 'grooming' process, which is an offence.

Staff should avoid any form of communication with a child which could be interpreted as
sexually suggestive or provocative i.e. verbal comments, letters, notes, electronic mail, phone
calls, texts or physical contact.

Staff should be aware of the section in the Safeguarding and Child Protection Policy relating to
Sexual Violence and Harassment.

28. One to One Situations

Staff working in one to one situations with children and young people may be more vulnerable
to allegations. Teachers and others should recognise this possibility and plan and conduct such
meetings accordingly. Every attempt should be made to ensure the safety and security needs of
both staff and pupils are met.

Where possible, staff should avoid meetings with pupils in remote, secluded areas of school.
They should ensure that there is visual access and/or an open door in one to one situations.

Should a child become distressed or angry during such a meeting, this must be reported to a
member of the Senior Leadership Team and a written report detailing the incident kept on the
child's file.

29. Transporting Children

In certain situations e.g. out of school activities, staff may agree to transport children.

Wherever possible and practicable it is advisable that transport is undertaken other than in
private vehicles. For journeys in private (including hired) cars belonging to staff the School has
'Occasional Business Use' insurance, which covers the use of your car on behalf of the employer.

For journeys using minibuses, please see the guidance in the School's Educational Visits Policy.
Staff should:

e Plan and agree arrangements with all parties, including parents and other members of
staff in advance.

e Ensure that they are alone with a child for the minimum time possible. If practicable
another adult should accompany.

e Be aware that the safety and welfare of the child is their responsibility until this is safely
passed over to a parent / carer.

30. Educational Visits, Sports and After School Clubs



Staff should take particular care when supervising pupils in the less formal atmosphere of a
residential setting or after-school activity. During school activities that take place off the school
site or out of school hours a more relaxed discipline or informal dress and language code may be
acceptable. However, staff remain in a position of trust and need to ensure that their behaviour
cannot be interpreted as seeking to establish an inappropriate relationship or friendship, and that
they maintain high standards of professional conduct at all times.

In particular, it is inappropriate to be tactile with boys. Any physical contact should be restricted
to occasions when it is absolutely necessary (for example: when breaking up a fight between two
boys; dressing a wound; taking a boy’s temperature; or intervening to prevent a boy from putting
himself in danger) or when playing a contact sport, where the contact should be proportionate
and as befits the activity and accounts for any physical mismatches between the staff member
and the boys.

Where out of school activities include overnight stays, careful consideration needs to be given to
sleeping arrangements. Pupils, staff and parents should be informed of these prior to the start of
the trip. Where practicable, staff should be accommodated in separate rooms to boys, with
access to separate washing and toilet facilities.

In addition, the following protocols should be observed in all but emergency situations (for
example: fire evacuation, immediate concern for a boy’s safety or state of mind or where
inappropriate behaviour is taking place).

Members of staff should refrain from being in washrooms, changing rooms or toilets when boys
are, or might be, in them in a state of undress. Where it is essential to get a message to or from a
boy who is in a washroom, changing room or toilet, the staff member should ask another boy to
convey the message.

If a boy is in a state of undress when a member of staff opens the door, the member of staff
should promptly withdraw from the room, instructing the boy to get dressed before they return
and then return after a specified period of time, sufficient to allow the boy to get dressed.

Health and Safety arrangements require members of staff to keep colleagues/employers awate of
their whereabouts, especially when involved in an out of school activity. Staff must be aware of
and follow the guidance in the School's policy for Health and Safety of Pupils on Educational
Visits.

31. First Aid and Administration of Medication

Information about pupils with acute allergies and/or medical needs is available on iISAMS. An
updated list of these pupils is circulated to all academic staff at the beginning of each academic
year by the matrons.

In the event of an untrained member of staff finding themselves in an emergency situation
requiring urgent medical attention, they should contact 999 immediately and ask for the
appropriate emergency service.



Staff should receive appropriate training before administering first aid or medication. In
particular, staff who might have to administer Emergency Medication (such as an epipen) should
receive appropriate training before leading an off-site visit or trip involving one or more boys
who have to carry Emergency Medication.

Under normal circumstances in school, all medication should be administered by the School
Matron. The exception to this is if a boy in the Senior School uses his asthma inhaler, in which
case he must notify a member of staff as soon as possible.

For school trips, explicit parental consent should be obtained before giving any medication to a
pupil, even over-the-counter medicines such as paracetamol, ibuprofen or antthistamine. Such
consent can be received by any means: letter/ telephone/email.

Controlled Drugs are those which, under the Misuse of Drugs Regulations (2001), must be
locked away appropriately and strictly monitored and recorded in a dedicated book as they are
used. Should controlled drugs be required during a school trip, the staff member responsible for
the trip should remain in possession of the medication and ensure that it is securely kept at all
times and only administered as per the prescription.

When administering first aid, wherever possible, staff should ensure that another adult is aware
of the action being taken. The School Matron should always be informed when first aid has been
administered.

32. The Curriculum

Some areas of the curriculum will include or raise subject matter which is of a sexual or of an
otherwise sensitive nature. Care should be taken to ensure that resource materials cannot be
misinterpreted and clearly relate to the learning outcomes identified when planning lessons.
Those with less experience should seek guidance from a senior member of staff, such as their
Head of Department.

The curriculum will sometimes include or lead to unplanned discussion about subject matter of a
sexual or otherwise sensitive nature. Responding to pupils' questions will require careful
judgement and staff may wish to take guidance before lessons with this potential from a senior
member of staff.

Be aware that such discussions might affect particular boys more than others (for example, if a
boy has suffered a related traumatic experience). Where a discussion takes a course that makes
you feel uncomfortable or appears to make a boy feel uncomfortable, report it to your Head of
Department or a senior member of staff as soon as possible. The circumstances should be
recorded in writing as soon as possible and, if appropriate, a copy placed on the child's file.

Parents have the right to withdraw their children from all or part of any sex education provided

(but not from the biological aspects of human growth and reproduction necessary under the
science curriculum).

33. Internet Use



As part of our safeguarding policy we expect staff and pupils, and where appropriate, parents, to
follow this protocol when using PCs and mobile devices. We encourage staff to use the internet
and web in an informed, thoughtful, way that is fully consistent with the position of trust we
occupy.

All of the advice contained in other sections of this Code applies equally in the digital realm. In
addition, there are other risks, specific to the use of PCs, mobile devices, software applications
and the internet, that need to be understood by those who work with schoolchildren.

All members of staff are required to have read and to follow The Hall ICT Acceptable Use
Policy. The policy promotes responsible use of the internet, email and/or other methods of
messaging in ways that are directly related to your job. This means that during the school day,
our primary focus should be the education and welfare of pupils and any personal
correspondence or business should not substantively inhibit or conflict with that focus.

The School promotes responsible participation with students via the social web. Contact of this
kind can enhance learning and personal development and can help to ensure supervision and
safeguarding of pupils, as well as encouraging them to interact appropriately in the digital realm.

Staff should ensure that they understand the tools they are using; the implications of any privacy
and sharing settings; and, on a site-by-site basis, the terms and parameters of any connections or
networks made. In particular, be sensitive to the potential for a relationship with a pupil to be
misunderstood or misrepresented by the pupil or misrepresented by the terminology or interface
of a given online platform.

Where you have concerns about a pupil’s behaviour online, or if you believe your own actions
may be misinterpreted, you should immediately inform and take guidance from the relevant
senior member of staff.



Appendix 1 - Low Level Concerns Policy

Rationale

This policy should be read in conjunction with The Hall School’s Safeguarding Policy and
Procedures, Staff Code of Conduct and Whistleblowing Policy, to enable staff to share their
concerns, no matter how small, about their own or another member of staff’s behaviour.

The purpose of the policy is to create and embed a culture of openness, trust and
transparency in which the clear values and expected behaviour which are set out in the
school’s Code of Conduct are constantly lived, monitored, and reinforced by all staff. The
school deals with all concerns about adults working in or behalf of the school appropriately
and promptly.

The school seeks to create an environment where staff are encouraged and feel confident to
self-refer, where, for example, they have found themselves in a situation which could be
misinterpreted, might appear compromising to others, and/or on reflection they believe they
have behaved in such a way that they consider falls below expected professional standards.

This policy seeks to

e cnsure that staff are clear about, and confident to distinguish between, expected and
appropriate behaviour from concerning, problematic or inappropriate behaviour — in
themselves and others, and the delineation of professional boundaries and reporting
lines.

e empower staff to share any low-level concerns with the Headmaster or DSL

e help staff address unprofessional behaviour and help the individual to correct such
behaviour at an early stage

e identify concerning, problematic or inappropriate behaviour — including any patterns —
that may need to be consulted upon with (on a no-names basis if appropriate), or
referred to, the relevant Local Authority MASH.

e provide for responsive, sensitive, and proportionate handling of such concerns when
they are raised

e help identify any weaknesses in the organisation’s safeguarding system.
This policy applies to all staff at The Hall.
Defining a Low-Level Concern

A low-level concern is one that does not meet the harm threshold as stated in the school’s
Safeguarding Policy. That is, when anyone working in a school (including volunteers, supply
staff and contractors) have:
e behaved in a way that has harmed a child, or may have harmed a child
and/or.
e possibly committed a criminal offence against or related to a child and/or.
e behaved towards a child or children in a way that indicates he or she may pose a risk of
harm to children; and/or



e behaved or may have behaved in a way that indicates they may not be suitable to work
with children (which includes behaviour that may have happened outside school posing
a transferable risk to children).
Responses and actions to behaviours that may meet the harm threshold are contained
specifically, within Appendix 2 of the School’s Safeguarding Policy (Procedure to be followed
in the event of an allegation against a member of staff or volunteer of abuse).
These should be reported to the Headmaster or DSL without delay.

A low-level concern is any concern — no matter how small, and even if no more than
causing a sense of unease or a ‘nagging doubt’ (i.e., they believe it could be a concern) — that
an adult working in or on behalf of the school may have acted in a way that:

¢ is inconsistent with the staff code of conduct, including inappropriate conduct outside
of work; and

* does not meet the allegations threshold or is otherwise not considered serious

enough to consider a referral to the LADO.

Examples of such behaviour could include, but are not limited to:

* being over friendly with children.
* having favourites.
» taking photographs of children on their mobile phone.
* engaging with a child on a one-to-one basis in a secluded area or behind a closed
door; of,
* using inappropriate sexualised, intimidating, or offensive language
*  Over-friendly relationships/contact with parents
* Inappropriate online behaviour with students and/or parents

Such behaviour can exist on a wide spectrum, from the inadvertent or thoughtless, or
behaviour that may look to be inappropriate, but might not be in specific circumstances,
through to that which is ultimately intended to enable abuse.

Responsibilities of Staff

It is important that all staff are clear of the expectations the school stipulates from them as
contained in the Staff Code of Conduct. This is covered annually by the Designated
Safeguarding Lead, and as part of the school’s induction for new staff.

It is crucial that any concerns in relation to a staff member’s behaviour, including those
which do not meet the harm threshold, are shared responsibly and with the headmaster and/or
DSL. This should be done without delay.

Where there are concerns/allegations about the headmaster, this should be referred to the
Chair of Governors (whose contact details can be found in the School’s Safeguarding Policy
document).



Staff members who are concerned about how their behaviour may have been interpreted, or,
on reflection, re-evaluate their behaviour as one that may have been in contrary to the
school’s code of conduct and expectations, should self-refer to the headmaster.

Dealing with Low-Level Concerns

All low-level concerns may be shared verbally with the Headmaster or the DSL in the first
instance but must then be recorded in writing.

The record should include:

* details of the concern

* the context in which the concern arose
e action taken

e Date and time

The name of the individual sharing their concerns should also be noted, but if the individual
wishes to remain anonymous then that should be respected as far as reasonably possible.

Where the low-level concern is provided verbally, the Headmaster or DSL should make an
appropriate record of the conversation, either at the time or immediately following the
discussion, paying heed to the details above. Records will be signed, timed and dated.
Records will remain confidential in accordance with the school’s Data Protection policies and
GDPR.

Responding to a Low-Level Concern

The Headmaster or DSL will in the first instance satisfy themself that it is a low-level concern
and should not be reclassified as a higher-level concern/allegation and dealt with under the
appropriate procedure below.

The circumstances in which a low-level concern might be reclassified are where:

(a) the threshold is met for a highet-level concern/allegation

(b) there is a pattern of low-level concerns which collectively amount to a higher-level
concern/allegation or

(c) there is other information which when taken into account leads to a higher-level
concern/allegation.

Where the Headmaster/DSL is in any doubt whatsoever, advice will be sought from the
MASH, if necessary, on a ‘no-names’ basis.

Having established that the concern is low-level, the Headmaster/DSL will discuss it with the
individual who has raised it and will take any other steps to investigate it as necessary. 1f the
concern has been raised via a third party; the Headmaster/DSL should collect as much
evidence as possible by speaking:

¢ directly to the person who raised the concern unless it has been raised anonymously.



* to the individual involved and any witnesses.

The information collected will help them to categorise the type of behaviour and determine
what further action may need to be taken.

All of this needs to be recorded along with the rationale for their decisions and action taken.
Reports about supply staff and contractors will be notified to their employers, so any potential
patterns of inappropriate behaviour can be identified.

Most low-level concerns by their very nature are likely to be minor and will be dealt with by
means of management guidance, training etc. In dealing with a low-level concern with a
member of staff, this will be approached in a sensitive and proportionate way. In many cases,
a low-level concern will simply require a conversation with the individual about whom the
concern has been raised.

Details of the concern will be recorded along with the rationale for decisions and action taken.

Any conversation with a member of staff following a concern will include being clear with the
individual as to why their behaviour is concerning, problematic or inappropriate, what change
is required in their behaviour, enquiring what, if any, support they might need in order to
achieve and maintain that, and being clear about the consequences if they fail to reach the
required standard or repeat the behaviour in question. Ongoing and transparent monitoring
of the individual’s behaviour may be appropriate. An action plan or risk assessment may be
required. Some concerns may trigger the school’s disciplinary, grievance or whistleblowing
procedures, which will be followed where appropriate. Some concerns may be related to
performance management and advice may be sought from the school’s HR manager.

Monitoring of Low-Level Concerns

The headmaster will securely retain confidential files on low-level concerns. A central log will
be shared and monitored by the school’s Senior Leadership Team on a monthly basis to
ensure that all such concerns are being dealt with promptly and appropriately, and that any
potential patterns of concerning, problematic or inappropriate behaviour are identified. A
record will be kept of this review within SL'T Minutes.

No record will be made of the concern on the individual's personnel file (and no mention
made in job references) unless either:

(a) the concern (or group of concerns) has been reclassified as a higher-level concern, or
(b) the concern (or group of concerns) is sufficiently serious to result in formal action under
the school’s grievance, capability or disciplinary procedure.



Diagram 1: Spectrum of behaviour
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«+ is inconsistent with an organisation's staff code of conduct, including inappropriate conduct outside
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Low Level Concern (LLC) Form OR Self-Report
Please delete/circle clearly as appropriate

School name The Hall School

Name of adult making the report and
signature

Role in school

For Low Level Concerns ONLY

Adult referred to in LLC and their role

For Low Level Concerns ONLY If a child was involved

Child referred to in LLC and their Class/Year

Names of any witnesses

Date

Brief summary of information




Date of receipt of LLC or Self-Report

Name:

Role:

Signature:

Follow up Actions Required by Safeguarding Lead /Headteacher/Principal:

What

Who by

By when

Completed







