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PERSONNEL CODE OF CONDUCT 

Our vision is to provide an  

Inspiring Educational Experience 

for all students which is beyond their expectations and therefore forms 

the foundation of a happy and fulfilled life. 

STAFF CODE OF CONDUCT 

WMAT is passionate in its vision to provide an inspiring educational experience.  Staff are the main 

source of inspiration.  The clarity around our code of conduct is a framework for our inspirational 

work to take place.  Please also refer to other documents relating to Teaching and Learning. 

The following applies to all adults who work for WMAT, not just teachers.    

The MAT expects all staff to promote and maintain high standards of personal conduct to sustain the 

good reputation of the schools. 

 Staff must perform their duties to the highest possible standards, with honesty, integrity and 

impartiality and be accountable for their own actions. 

 

 Staff have a duty of trust in relation to the MAT, schools, governors, trustees, students, parents 

and the local community. 

 

 Staff are expected to treat others with respect, fairness and dignity at all times. 

 

 Staff have a collective responsibility to communicate to the appropriate manager any relevant 

concerns they may have about the quality of provision, as this will help the leadership team 

and the WMAT staff to ensure that standards are achieved and areas for improvement 

identified. 

 

In addition to this code of conduct, teachers are also expected to meet the standards outlined in the 

Teachers’ Standards published by the Teaching Agency (‘Personal and Professional Conduct’). If there 

is a breach of the code of conduct, disciplinary proceedings may be instigated. 

 

Compliance with School Instructions 

The MAT expects all staff to comply with lawful written and oral instruction unless to do so would 

result in a health and safety risk. 

 

Dress and Appearance 

Staff should present a professional appearance; dress in a manner that is not offensive, revealing or 

sexually provocative and in a manner that is absent from political or contentious slogans. Staff should 

dress safely and appropriately for the tasks they undertake.  In a secondary mainstream setting the 

male staff are required to wear a jacket and tie and female staff should dress in a like manner, unless 

in a practical situation which requires specialist clothing. 
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Tattoos and body art should be covered while staff are in school. Discreet earrings are acceptable but 

all other body piercings should be removed or covered while on school premises. Hair should be 

natural in style and colour. 

 

Drugs, Alcohol and Smoking 

All MAT schools are non-smoking sites. Any member of staff wishing to smoke or use e-cigarettes 

must leave the school grounds and use a discrete environment away from the school site. 

 

Staff must never arrive at work incapable through the effects of alcohol or drugs. Drinking alcohol or 

taking drugs (apart from appropriately prescribed medication or over-the-counter remedies) at work 

or during breaks is also strictly prohibited. The consumption of alcohol at staff events or meetings is 

subject to the authorisation of the CEO or Principal/Headteacher. 

 

Use of Social Media and Online Safety 

Staff should follow the ICT Acceptable Use policy (at the end of this document) at all times and have 

regard for online safety of pupils at all times. 

 

It is your own personal choice whether or not you choose to participate in any kind of social media 

activity in your own time – the views and opinions that you express are your own. However, as a 

MAT employee you should be aware that any information which you post about the MAT schools 

cannot be kept entirely separate from your working life.  The MAT requests that you do not make 

comments about the MAT, school, colleagues, parents or students on any social media site. 

 

Equality Issues 

All staff and members of the local community have a right to be treated with fairness and equality. 

Staff must ensure that they comply at all times with the MAT/School’s equality policy and other 

employment policies in relation to equality issues. 

 

The bullying or harassment of other work colleagues, pupils or other members of the community is 

considered to be gross misconduct. Staff are expected to report any concerns or suspicions they may 

have about the treatment of others to their line manager, CEO or the Principal/Headteacher. 

 

Political Neutrality 

Employees must not allow their own personal or political views, or interests, to influence them in 

their work or interfere with any policy of the MAT/school. 

 

Use of MAT/School’s Materials, Property or Resources 

Employees must ensure that MAT/school funds entrusted to them are used in a responsible and lawful 

manner.  Employees should not make personal use of any MAT/school property, facilities, equipment, 

materials, vehicles or resources unless properly authorised to do so. 

 

Secondary Employment 

Employees are able to take up additional employment other than at the MAT/school provided that the 

employment concerned does not constitute a conflict of interest or adversely affect their employment 

with the MAT. 

 

Employees should however, keep the MAT/school informed of other employment they undertake so 

that the MAT may ensure that the 48 hour weekly working time limit under the Working Time 

Regulations 1998 is adhered to.  In the event that your combined working hours are likely to exceed 

this figure, you will be asked to sign a working time ‘opt out’ agreement. 
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Contractors and Competitive Tendering 

Contractors may include individuals who are temporarily working alongside School staff, or staff of an 

external firm that has been awarded a contract to provide services. All contractors should be treated 

with courtesy and respect.  

 

Any orders and contracts must be awarded by fair and open competition against other tenders. No 

special favour must be shown to current or recent former staff or associates in awarding contracts. 

 

Staff must declare any relationship with a particular contractor, or any potential contractors, to the 

appropriate manager. 

 

Staff should be clear on the separation of client and contractor roles. Senior staff who have both a 

client/contractor responsibility must be aware of the need for accountability and openness. 

 

Staff privy to confidential information on tenders of costs relating to contractors should not disclose 

the information to any unauthorised party or organisation. 

 

Hospitality and Acceptance of Gifts 

Gifts or hospitality must not be accepted where it might be perceived to influence a decision in respect 

of purchasing goods or services, awarding contracts, or in the discharge of any other aspect of the 

MAT/School’s day to day business. It is your responsibility to refuse such offers and to report any 

possible conflict of interest and any cases where you believe that the MAT/School may be 

compromised. 

 

However, there may be occasions where students or parents wish to give a small token of appreciation 

to staff at the end of the year. 

 

It is a criminal offence for staff or those working on behalf of the MAT to corruptly receive any gift, 

loan, fee, reward or advantage for doing, or not doing anything, or showing favour, or disfavour, to 

any person in their official capacity. 

 

 

Whistle Blowing 

If an employee becomes aware of activities which he/she believes to be illegal, improper, unethical or 

otherwise inconsistent with this code of conduct, the employee should report the matter in 

accordance with the MAT/School’s whistle blowing procedure. All staff are required to comply with 

any investigation undertaken as a result of such allegations being raised.  

 

Safeguarding Children and Young People and Confidentiality 

All MAT Schools have a legal duty to safeguard and promote the welfare of pupils and all staff are 

expected to take responsibility for ensuring that young people are protected from harm and conduct 

themselves appropriately with due regard to professional boundaries. The individual MAT Schools 

have a Child Protection policy which all staff are required to read and familiarise themselves with. All 

staff have a duty to report any concerns they may have about the safety or welfare of a pupil, initially 

to the School’s Designated Safeguarding Lead (DSL) or, in his/her absence, any other Safeguarding 

Lead. 

 

Criminal Charges or Convictions 

All staff must inform the CEO or Principal/Headteacher immediately if they are issued with any criminal 

conviction, caution, reprimand or final warning or are the subject of a police investigation during the 

course of their employment with the MAT/school. The CEO or Principal/Headteacher will discuss the 

matter with the employee in the context of the role they perform and the duty to safeguard young 

people. 
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Declaration of Personal Interests and Outside Commitments 

Employees are responsible for ensuring that their private interests or beliefs do not conflict with their 

professional duties. 

 

All employees should declare any non-financial or financial interest which might conflict with the ethos 

or work of the MAT.  Declarations should be made via the MAT or School Business Managers who 

should ensure that a written record is made.  Where employees are in any doubt about whether any 

personal relationships, interests, or outside commitments should be declared in particular 

circumstances, they should either declare the information in any case, or else seek further advice from 

the Business Managers. 

 

Employees should not be involved in a staffing appointment, or in any decision relating to the discipline, 

promotion or pay and conditions of another employee (or prospective employee) to whom they are 

related or have a close personal relationship. 

 

Staff who are also parents of students in schools are reminded that school information systems should 

not be accessed to look at personal grade information for their children.    

 

Staff who wish to discuss issues relating to their own children should communicate with staff who 

teach their children in the same way that any other parent who does not work in school e.g. email as 

a parent and request a time when it is appropriate for a professional conversation to be 

arranged.   Unless it is an emergency situation, staff should refrain from talking to other members of 

staff professionally about their child/ren whilst in their place of work. 

 

Health and Safety – UPDATED COVID 19 

All staff have a shared duty to help prevent injuries or accidents occurring at work by complying with 

the MAT/School’s health and safety policy and all instructions relating to safety and security 

procedures. 

 

All staff are required to read and positively act upon the guidance issued by the Trust/School relating 

to the COVID crisis.  This means they will take responsibility to ensure they use the guidance to 

minimise risk and to act as positive role models for students.  They should also highlight concerns 

should they identify areas that don’t seem to be in line with the COVID 19 guidance. 

 

Conduct 

The MAT has high standards regarding the way staff conduct themselves and their attitude towards 

students.  As members of staff we aim to show respect for everyone who is involved in the MAT 

schools and conduct ourselves professionally in the following ways: 

 

 Ensure that relationships with students are never of a kind that could compromise their 

professional responsibilities. 

 

 Promote the MAT’s standards of student behaviour 

 

 All new staff, whatever their experience, will be provided with a full induction programme that 

covers policies and routines of the MAT/school with particular emphasis on child safeguarding. 

 

 All staff must familiarise themselves with MAT, school and national policies.  Regular updated 

training and reminders will be provided on child protection or to individual groups of student 

needs. 

 

 Staff are required to report to the MAT/school any previous sexual allegations made against 

them by students. 

 



Page | 5 Approved by trustees: Summer 2021    Review date: Summer 2024 
 

 As a general rule, subject teachers should deal with discipline matters first before seeking 

advice from curriculum area leaders or when sanctions fail, the pastoral PAL’s/Head of Year 

team.  All staff should following the school’s Behaviour Management and Consequence 

guidelines. 

 

 All staff should follow the school’s reward and consequences guidelines consistently and fairly. 

 

 Staff should never allow students to use inappropriate language without it going unchallenged. 

 

 All staff should seek to be enthusiastic and constructive when giving feedback. 

 

 All staff have a duty of care to look out for signs of physical, emotional or sexual abuse.  Staff 

must pass on any concerns to the Safeguarding Team in the students’ school. 

 

 Staff should record any injury that occurs and seek attention from the school nurse or qualified 

First Aider. 

 

 In day to day dealings with students, all staff must be careful to avoid putting themselves at 

risk.  The following are examples: 

 

o Do not touch, put your arm around, push or grab students unless it is to protect them 

from hurting themselves or others.  It may be permissible to touch students in 

demonstrating a skill in PE, Drama or DT for example.  However, do not put yourself 

at risk of injury if a student has lost their temper and plans to run out of a room; do 

not stand in their way, let them go and inform a senior colleague. 

 

o Never interview a student alone and always have the door open.  If there is an issue 

with uniform or jewellery having to be removed, or if a student is to be searched, a 

member of staff of the same sex of the student should do this.  Particular care needs 

to be exercised in changing rooms; showers and toilet areas and staff should never 

use student toilets. 

 

o Maintain a professional distance between you and the students, while of course 

showing that you care.  Do not allow students to become over familiar with you. 

 

o Staff are not allowed to ‘friend’ students on social network sites until the student has 

left school and is over 18 years old. 

 

o Staff should ensure that no inappropriate pictures are placed on social media sites 

whilst in attendance on school trips. 

 

o It is an offence to have a sexual relationship with any student up to the age of 18 and 

will be seen as a serious breach of conduct leading to dismissal, and even though 

technically legal beyond 18, such a relationship may well be viewed as a severe breach 

of professional trust. 

 

o Avoid confrontation with students; always try to diffuse the situation.  Do not shout 

in a rude manner in order to humiliate a student; be firm and calm, and criticise the 

behaviour rather than the student. 

 

 All staff should present as an exemplary role model by not smoking, drinking alcohol or 

swearing when in the company of a student. 

 



Page | 6 Approved by trustees: Summer 2021    Review date: Summer 2024 
 

 Staff should not undertake paid tutoring of MAT students. 

 

 If you are required to drive a student in your car, you must: 

 

o Ensure school insurance covers you 

o Ensure parental permission has been given 

o Take more than one person unless under some circumstances it is not deemed 

necessary 

o Keep conversation professional 

o You must seat students in the back of the vehicle where possible but the front seat 

may be used when appropriate/necessary to meet individual student needs 

 

 Always finding somewhere private when sharing information about a student, and through our 

example encouraging others to respect this view. 

 

 Through our example, encouraging everyone to communicate respectfully with each other. 

 

 To value our own, and other people’s working environment by ensuring interruptions are 

kept at a minimum. Encourage parents/carers to share this view. 

 

 Eating or drinking during teaching / student contact time is not appropriate and this includes 

the chewing of gum, naturally eating and drinking with students on outings, residentials, etc. 

does not apply, but the chewing of gum applies in any situations where staff are working with 

students. 

 

 To respect confidentiality and make a professional judgement about whom the information 

should/should not be shared with. 

 

 To keep an ‘open mind’ and avoid jumping to conclusions or making judgements when there 

are unknown factors. 

 

 Valuing other people’s input and point of view and encourage the students to follow this 

example. 

 

 Being responsible for carrying out personal risk assessments and informing the relevant people 

if unsure/uncomfortable about carrying out a task/activity. 

 

 To share all relevant information as soon as possible to enable staff to make an informed risk 

assessment. 

 

 Being aware of one’s own personal limitations in various situations and have the confidence 

to step back. Offering support to each other through communicating this with work 

colleagues. 

 

 Giving everyone ‘permission’ to take time out of a situation. 

 

 To focus on the situation in hand and to restrict the discussion of personal/domestic issues 

and the use of mobile phones to staff break times. 

 

 Mainstream Secondary, Abbey School and Park School: Staff should not use their mobile 

phones for personal calls or texts in classrooms or corridors during the working day.  Mobiles 
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phones should not be used whilst meetings are taking place, unless required to refer to it for 

diary or meeting purposes. 

 

 Ridgeway School: Mobile phones, ipods and any other personal electrical items must not be 

carried about your person in school. They must be kept in the lockers provided in the 

staffroom along with any other items unsuitable for pupils, e.g. medications, make-up etc.  

 

 Staff should not give their phone number to students or parents, unless there is a safeguarding 

concern in which case a member of the Leadership Team should be informed, or if they have 

the explicit permission of the parents/guardians to hold this information (exceptional 

circumstances only) 

 

 Through the mentor/management structures in place raising issues when they arise. 

 

 Being responsible for gathering and sharing information through the communication structures 

in place. 

 

These are an illustrative list with some examples; however, it cannot be exhaustive and it is intended 

to guide staff to good practice in your dealing with students. 

We value the rights of our students in the following ways: 

 

 Through acknowledging the chronological age of individuals by using appropriate language and 

tone. 

 

 Through working to enable students to have a voice, to express their needs or preferences, 

and respecting and responding to that voice. 

 

 

 Through valuing opportunities to deliver teaching and receive information. 

 

 Always respecting privacy and confidentiality of a personal nature when sharing information 

with another member of staff or parent/carer. 

 

 When speaking to students provide a good role model through language and tone, and use of 

non-verbal signals such as body language. 

 

 Through always offering information and giving choices whenever possible. 

 

 Respecting students’ need for personal space. 

 

More appropriate for Ridgeway staff but to be considered by all WMAT staff: 

 

 Encouraging our students to understand and learn appropriate social behaviour, which in some 

circumstances is very difficult to practice in the home. 

 

 By always informing students about what is going to happen next, especially with any physical 

handling (if appropriate). 

 

 Making opportunities for students to take on greater levels of independence matched 

wherever possible to their chronological age. 
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 Through encouraging students to understand and learn the importance of personal hygiene, 

modelling good hygiene management in all situations. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


