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Community Expectations 
 

Evington Valley Primary School wishes to create an environment where all its employees are 

treated with dignity and respect.  All pupils, members of the community and other employees 

have the right to be treated with fairness and equity* and to feel safe in and around the school.  

 

Evington Valley Primary School takes harassment, discrimination, victimisation and bullying very 

seriously and will investigate all reports in line with the relevant policies. 

 

A Code of Conduct is designed to give clear guidance on the standards of behaviour that are 

expected from all members of our school community. We have these in place for staff, governors 

and parents.  

• Staff- Staff Code of Conduct 

• Governors - Governor Code of Conduct 

• Parents/ Carers - Parents/ Carers Code of Conduct 
 

Expectations for pupils are set out in our Positive Behaviour Management and Anti-Bullying policy. 

 

The following document is specific to staff. 

 
 

 

Evington Valley Primary School 
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1. Purpose 
 

The purpose of the Code of Conduct is designed to give clear guidance on the standards of behaviour all 
school staff are expected to observe. School employees are role models and are in a unique position of 
influence and trust and must adhere to behaviour that sets a good example to all the pupils within the 
school. As a member of a school community, each employee has an individual responsibility to maintain 
their reputation and the reputation of the school, whether inside or outside working hours. 
 
Staff are expected to adhere to the Code of Conduct. Any failure to do so, may result in disciplinary action. 
 
 

2. Scope 
 

This policy and procedure applies to all staff of the school at Evington Valley Primary School.  This Code of 
Conduct does not form part of any employees’ contract of employment. 
 
In addition to this Code of Conduct, all staff engaged to work under Teachers’ Terms and Conditions of 
Employment have a statutory obligation to adhere to the ‘Teachers’ Standards’ and in relation to this 
policy, Part 2 of the Teachers’ Standards - Personal and Professional Conduct.  
 
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:  

• treating pupils and parents / carers with dignity, building relationships rooted in mutual respect, 
and at all times observing proper boundaries appropriate to a teacher’s professional position  

• having regard for the need to safeguard pupils’ well-being, in accordance with statutory provisions  

• showing tolerance of and respect for the rights of others  

• not undermining fundamental British values, including democracy, the rule of law, individual 
liberty and mutual respect, and tolerance of those with different faiths and beliefs  

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

 
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.  Teachers must 
have an understanding of, and always act within, the statutory framework that sets out their professional 
duties and responsibilities.  
 
In addition to teachers having an understanding of Teachers Standards, it is advised that all staff have read 
and are aware of the ‘Guidance for safer working practice for those working with children and young 
people in education settings, June 2019’. 

 
As a school, we expect all school staff to follow these standards.   
 
 

3. Our Aim 
 

Our primary aim is to serve the public to the highest quality of customer care within the resources 
available; each employee has a vital role that contributes to this aim. 
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4. Setting an example 
 
All staff who work in schools set examples of behaviour and conduct which can be copied by pupils. Staff 
must therefore for example avoid using inappropriate or offensive language at all times.  All staff must 
demonstrate high standards of conduct in order to encourage our pupils to do the same.  All staff must also 
avoid putting themselves at risk of allegations of abusive or unprofessional conduct.  
 
In order to promote language development within the school and ensure inclusion, all staff should 
communicate with colleagues, pupils, visitors and parents in English wherever possible. However, 
staff should ensure that communication is inclusive and understandable to those involved in the 
conversation. Where the use of another language supports communication with pupils, parents, 
visitors or colleagues, this is encouraged.  Similarly, if a person is struggling to understand key 

messages due to language barriers, staff should ensure an alternative communication system is 
provided for them, for example simplified messages, visual systems or translation.  

 
This Code helps all staff to understand what behaviour is and is not acceptable, regard should also be given 
to the disciplinary rules set out in Evington Valley Primary School’s Disciplinary Policy and Procedure.  All 
staff are expected to familiarise themselves and comply with all school policies and procedures. 
 
 

5. Safeguarding Pupils 
 
Staff have a duty to safeguard pupils from physical abuse, sexual abuse, emotional abuse and neglect.  
This also includes staff having an awareness of: 

• Honour Based Violence 
o Female Genital Mutilation 
o Forced Marriage 

• Child Sexual Exploitation (CSE)  

• Serious Crime, Gang Violence, Youth Violence, Knife Crime & County Lines  

• Child Criminal Exploitation (CCE) & Cybercrime Involvement 

• Child on Child Sexual Violence and Harassment / Child on Child Abuse/Influence 

• Modern Slavery & Trafficking 

• Abuse linked to Faith, Beliefs and Culture 

• E-Safety and Online/Offline Protection 

• Prevent Agenda 

• Children requiring mental health support 

• Looked after children and previously looked after children 

• Children who are absent from education 

• Children and the Court System 

• Children with family members in prison 

• Domestic abuse 

• Operation Encompass 

• Homelessness 

• Sexual violence and sexual harassment including ‘Upskirting’ 

• Sharing Nudes and Semi-Nudes  
as per Keeping Children Safe in Education, September 2026. (KCSIE) 
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The duty to safeguard pupils includes the duty to report concerns about a pupil or colleague to the 
school’s Designated Safeguarding Lead for Child Protection & Safeguarding.  

 
Our schools DSL(s) are:  Adrian Manning (Headteacher) 

 Neeta Mistry (Deputy Headteacher) 
 Lucy Ireland (Assistant Headteacher) 
 Yasmin Sarang (Attendance & Welfare Officer) 
 Musarat Amjed (Admin Officer) 
 
Staff are provided with personal copies of the school’s Safeguarding & Child Protection Policy, Part 1 and 
Annex B of KCSIE 2026, Whistleblowing Procedures including NSPCC Whistleblowing Helpline and staff 
must be familiar with these documents.  
 
Staff should treat children, their parents or carers, and colleagues with respect and dignity and must not 
seriously demean or undermine pupils, their parents or carers, or colleagues.  
 
Staff should not demonstrate behaviours that may be perceived as sarcasm, making jokes at the expense 
of pupils, embarrassing or humiliating pupils, discriminating against or favouring pupils.  
 
Staff must take reasonable care of pupils under their supervision with the aim of ensuring their safety and 
welfare.  
 
Staff must report concerns about the conduct of colleagues, including low-level concerns, in 
accordance with the school's safeguarding procedures. 

 
Relationships with pupils  
 
Staff must declare any relationships that they may have with pupils outside of school; this may include 
mutual membership of social groups, tutoring, or family connections. Staff should not assume that the 
school are aware of any such connections, and must complete a declaration form which can be found in 
Appendix 1 of this document.  
 
Relationships with pupils must be professional at all times, physical relationships with pupils are not 
permitted and may lead to a criminal conviction.  
 
Contact with pupils must be through authorised school mechanisms.  At no time should personal devices, 
telephone/mobile numbers, email addresses or communication routes via personal accounts on social 
media platforms be used to communicate with pupils.  If contacted by a pupil by an inappropriate route, 
staff should report the contact to the Headteacher immediately.  
 
Pupil Development  
 
Staff must comply with school policies and procedures that support the well-being and development of 
pupils.  Staff must co-operate and collaborate with colleagues and with external agencies where necessary 
to support the development of pupils.  Staff must follow reasonable instructions that support the 
development of pupils.  Staff must be prepared to identify those children who would benefit from Early 
Help intervention. 
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6. Serving Evington Valley Primary School 
 
As employees we all have the responsibility to contribute to the overall aims of the organisation, 
including delivering efficient services and promoting a culture where everyone is treated with 
respect and dignity. 
 
It is also vital that employees understand that the public has a right to expect the highest levels of 
integrity and responsibility from all employees. This integrity and responsibility must be 
demonstrable and, therefore, actions which would lead to a loss of confidence, including through 
perception, should be avoided. Therefore, you should never put yourself in a position where your 
personal and professional interests’ conflict. 
 
As you are involved in working with children, and, potentially, young people and vulnerable adults, 
you have a duty to safeguard them from harm and promote their welfare at all times. 
 
Duty of Trust 
You must, at all times, act in accordance with the trust that the public is entitled to place in you as 
an employee of Evington Valley Primary School. 
 
You are expected to be ready and able, at the agreed times, to carry out your job.  Staff are 
expected to maintain high standards of attendance, punctuality and reliability. Where staff are 
unable to attend work, arrive on time or fulfil their duties, they must notify the appropriate 
manager as soon as possible and follow the school's absence reporting procedures. 
 
Politeness and courtesy should be expressed to the public and to internal and external clients at all 
times.  Customer care and courtesy must be maintained with appropriate professional boundaries 
and particular attention should be paid when in contact with vulnerable service user groups.  In 
carrying out your duties and responsibilities, your honesty and integrity should be beyond 
question. 
 
Respect for Others 
Evington Valley Primary School wishes to create an environment where all its employees are 
treated with dignity and respect.  All pupils, members of the community and other employees 
have the right to be treated with fairness and equity regardless of age, disability, gender, gender 
reassignment marriage or civil partnership, pregnancy or maternity, race, religion or belief, sex or 
sexual orientation. 
 
You should be aware that your behaviour may inadvertently intimidate or offend other employees 
or service users. You should refrain from; the displaying of offensive sexist or racist material or 
wearing T-shirts or other clothing, badges or tattoos which convey an offensive message, making  
racist comments, swearing, rudeness or non-verbal behaviour which intimidates or offends others 
and making sexually suggestive or sexist remarks. 
 
All staff at Evington Valley Primary School should apply the process of ‘THINK’ when interacting or 
communicating either face-to-face or electronically with other people: T = Is it True?  H = Is it 
Helpful?  I = Is it Inspiring? N = Is it Necessary? K = Is it Kind? 
 
Evington Valley Primary School takes harassment, discrimination, victimisation and bullying very 
seriously and will investigate all reports in line with the relevant policies. 
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Professional Communication 
All staff are expected to communicate professionally, courteously and respectfully with pupils, 

parents/carers, colleagues, governors, visitors and external agencies.  Communication should reflect 
the school's values and promote positive working relationships.  Staff should be mindful that their 
communications may impact upon colleagues, pupils, families and the reputation of the school. 

Leaders have a responsibility to model effective communication, listen to the views of others, 
provide appropriate feedback and create a culture where professional challenge can be raised 
respectfully and constructively. 

Staff must: 

• Communicate in a respectful, professional and constructive manner at all times. 
• Maintain professional boundaries in all verbal, written and electronic communications. 

• Consider the tone, content and audience of all communications before sending or publishing 
information. 

• Respond to colleagues, parents/carers and external professionals within reasonable timescales, 
taking account of working hours and wellbeing. 

• Use school-approved communication systems when communicating about school business. 
• Ensure that information shared is accurate, appropriate and in accordance with confidentiality 

and data protection requirements. 
• Address disagreements professionally and respectfully and seek resolution through appropriate 

channels. 
• Raise concerns directly with the appropriate person rather than engaging in gossip, speculation 

or discussions that may undermine colleagues or the school's reputation. 

Staff must not: 

• Use language, behaviour or communication that could reasonably be considered offensive, 
intimidating, derogatory, bullying or discriminatory. 

• Discuss confidential, sensitive or personnel matters in public areas, on social media or with 
individuals who do not have a legitimate professional need to know. 

• Use personal messaging applications, social media platforms or personal email accounts to 
communicate with pupils. 

• Send messages or emails whilst angry, frustrated or upset which may damage professional 
relationships or the reputation of the school. 

Staff should remember that electronic communications, including emails, messaging applications 
and social media activity, may form part of official records and could be disclosed as part of 
investigations, complaints, disciplinary processes or legal proceedings. 
 

Complying with legislation, conditions of service and professional practice 
During the course of your work, you should, at all times, be aware of, and comply with, the 
relevant legislation applicable to your role; for example, the Health and Safety at Work Act 1974, 
the Equality Act 2010, the Data Protection Act 2018, the Freedom of Information Act 2000, the 
Computer Misuse Act 1990 and legislation relating to each service area. This list is not exhaustive. 
 
You are also responsible for reading and complying with the conditions of service under which you 
are employed, including all local policies, and complying with any other specific guidelines issued 
by your Headteacher. Relevant policies and guidelines should be made clear to you by you line 
manager during your initial induction period, and are available from the council’s intranet site 
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If you are a member of a professional institute or association, then you are also obliged to comply 
with any professional code and/or standards of practice pertaining to that organisation e.g. the 
social care codes of practice. 
 
Dress Code 
You should ensure that you are suitably dressed for your duties and responsibilities, and your dress 
promotes a professional image.  You should also wear appropriate safety clothing and equipment where 
required. 
 

Religious and cultural dress may be worn within the workplace. However, health and safety considerations 
will take precedence in cases where the wearing of such dress would heighten a health and safety risk to 
yourself or others. 
 
No aspect of an employee’s dress or appearance should be politically motivated, sexually provocative, 
discriminatory, insensitive or offensive. 
 
Jewellery and piercings should not be worn excessively nor amount to an unacceptable risk either to the 
employee or to the pupils. 
 
If visible, tattoos must not cause offence to others; if tattoos are likely to cause offence, they must be 
covered whilst on duty. 

 
Use of Personal Mobile Phones and Smart Devices 

Staff should ensure that the use of personal mobile phones, smart watches and other personal 

devices does not interfere with their professional duties or compromise safeguarding, 
confidentiality or safety. 
 
Staff must: 

• Ensure personal devices are used appropriately and professionally whilst on school premises. 
• Not use personal devices when supervising pupils except in an emergency or, where 

authorised, for school business. 
• Not photograph, record or film pupils using personal devices. 
• Not store pupil information, photographs or videos on personal devices unless expressly 

authorised and compliant with school procedures. 

• Maintain appropriate privacy and security settings on personal devices. 
• Ensure that personal calls, messages and social media activity do not disrupt their 

responsibilities. 

Smart watches and wearable devices with photography, audio recording or communication 
functions must be used in a manner consistent with this Code of Conduct and the school's 
safeguarding and data protection requirements. 
 
Any loss, theft or unauthorised disclosure of school-related information held on a device used for 
work purposes must be reported immediately to the Headteacher. 
 
Security and Identification 
To prevent security breaches, Evington Valley has an Identification Lanyard and Badge scheme for 
all employees.  You should ensure that you wear your EVPS lanyard and have your ID badge with 
you at all times and, if challenged, should show the ID card to confirm your identity.  
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Should your employment at Evington Valley Primary School cease, you must return your ID badge 
and lanyard to the Business Manager or Headteacher prior to leaving. 
 
If your role requires you to deal with money in any way, it is important that you read and comply 
with the School’s Financial Procedures policy. 
 
Contractors and Volunteers 
Due to the nature of our organisation and the work that we do, we often depend on the services of 
contractors and volunteer staff.  If you are responsible for contractors or volunteers, you should ensure 
that they abide by the same standards that are expected of an employee of Evington Valley Primary 
School. 

 
 

7. Confidentiality and Information Sharing 
 
Where staff have access to confidential information about pupils or their parents or carers, staff must not 
reveal such information except to those colleagues who have a professional role in relation to the pupil.  
 
All staff are likely at some point to witness actions which need to be confidential. For example, where a 
pupil is bullied by another pupil (or by a member of staff), this needs to be reported and dealt with in 
accordance with the appropriate school procedure. It must not be discussed outside the school, including 
with the pupil’s parent or carer, nor with colleagues in the school except with a senior member of staff 
with the appropriate authority to deal with the matter.  
 
However, staff have an obligation to share with their manager or the school’s Designated Safeguarding 
Lead any information which gives rise to concern about the safety or welfare of a pupil. Staff must never 
promise a pupil that they will not act on information that they are told by the pupil.  Staff should never 
promise a pupil confidentiality or ‘keep a secret’ as this may ultimately not be in the best interest of a 
child. 

 
Information Security 
Information security delivers all those measures that protect data both electronically and for 
paper files, manually. Evington Valley Primary School employees have a responsibility to safeguard 
the school’s information assets and IT equipment used to process, transfer and store information. 
The safeguarding of information assets should be based on the need to maintain Confidentiality, 
Integrity, Accountability and availability of an information asset based on the level of risk posed to 
that information. 
 
You must understand and comply with the School’s Data Protection Policy, ICT Authorised 
Acceptable Use Policy and other relevant Information Security Policies and procedures.  The duty 
of confidentiality is imposed on all employees, no matter what your function or capacity is within 
the school.  This applies to both personal and non-personal data. 
 
You must keep your computer password confidential and any materials you are using, sign off if 
you are going to leave your terminal unattended, and dispose securely of any unwanted disks, USB 
drives and printouts etc.  Do not put any personal information on the internet 
 
Any school data accessed on mobile devices must be managed in accordance with data protection 
requirements. 
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Information Governance 
Information Governance is the framework of law and best practice that regulates the manner in 
which information, (including information relating to and identifying individuals) is managed, i.e. 
obtained, handled, used and disclosed. It is a complex and rapidly developing area and one of 
utmost importance since information is central to any organisation and underpins everything we 
do. 
 
Information concerning the private affairs of an individual must not, under any circumstances, be 
supplied to any person or organisation outside of Evington Valley Primary School without the 
consent of the individual, nor to anyone within the City Council unless that person has authority or 
responsibility for such information.  Our handling of such personal data is regulated by The Data 
Protection Act 2018 which provides for particular penalties over and above the school’s 
disciplinary procedure for the unauthorised disclosure of personal information. Under the law you 
may be personally liable for disclosing personal information. 
 
Artificial Intelligence (AI) and Emerging Technologies 
Artificial Intelligence (AI) tools, including but not limited to Microsoft Copilot, ChatGPT, Gemini 
and other generative AI systems, may be used only in accordance with school policies and any 
guidance issued by the Headteacher. 

Staff remain professionally accountable for all work produced using AI technologies. Any content 
generated through AI systems must be carefully reviewed to ensure that it is accurate, 
appropriate, unbiased and suitable for its intended purpose. 

Staff must not: 

• Input confidential, personal, safeguarding, personnel, behavioural, medical or assessment 
information into unauthorised AI systems. 

• Use AI tools in a way that breaches data protection legislation, copyright requirements or school 

policies. 

• Present AI-generated content as fact without checking its accuracy. 

• Use AI-generated images, audio or video in a way that could misrepresent pupils, staff or 
members of the school community. 

• Rely solely on AI systems when making professional judgements regarding pupils, safeguarding, 

assessment, attendance, behaviour or welfare. 
 

When using approved AI technologies, staff must: 
 

• Comply with the school's Data Protection, ICT Acceptable Use and Safeguarding policies. 

• Exercise professional judgement at all times. 

• Ensure that any AI-assisted work maintains the school's standards for quality, inclusivity and 
safeguarding. 

• Seek guidance from a member of the Senior Leadership Team if unsure about the 
appropriateness of a particular use of AI. 

The use of AI does not remove individual professional responsibility or accountability for decisions, 
actions or communications. 
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Media contacts and information requests 
You must not make any statements to the media, or any other public statement which concerns 
the business of the school, unless you have been authorised by the Headteacher to act as a 
spokesperson or have been expressly authorised to act as a spokesperson in relation to a 
particular situation, or are acting as an authorised Trade Union spokesperson. No formal 
statements should be made on behalf of the school without prior consultation with Leicester City 
Council’s Press Team. 
 
If you have any reservations about any request to supply information you should immediately 
refer the matter to the Headteacher. 

 
 

8. Political Neutrality and Activity 
 
As Evington Valley Primary School is a maintained school, you are an employee of Leicester City 
Council as a whole. It follows that you must serve all councillors equally, and not just those of the 
controlling group, and you cannot be accountable to individual political groups.  In summary you 
must never allow your personal political opinions to interfere with your work. 
 
Managers or professional staff at different levels may require political sensitivity, and need to 
consider the political or media implications involved in their work, and brief their own managers 
where necessary. 
 
 

9. Balancing personal and work life 
 
Your life away from work is normally your personal concern.  You should not, however, put 
yourself in a position where your job, or the school’s interests, and your own personal interests 
conflict.  This includes behaviour which would undermine the school’s confidence or trust in you. 
This section of the code details your responsibility in relation to declaring and managing your 
interests in and out of work.  Failure to fully comply with these responsibilities will lead to 
investigation which may, except in exceptional circumstances, result in disciplinary or other 
management action. 
 
Use of social media 
The term ‘social media’ includes websites, such as Facebook, WhatsApp or X (formerly Twitter), 
online tools, blogs and other Interactive Communication Technologies (ICT). 
 
Only individuals who are authorised may conduct social media activities on behalf of the school. 
 
Staff should not contact any pupils through social media.  Photographs/stills or video footage of 
pupils should only be taken using school equipment, for purposes authorised by the school.  Any 
such use should always be transparent and only occur where parental consent has been given. The 
resultant files from such recording or taking of photographs must be stored in accordance with the 
school’s procedures on school equipment. 
 
When conducting your own social media activities, other users should be in no doubt that all opinions are 
your own and not the school’s.  Staff must exercise caution when using information technology and be 
aware of the risks to themselves and others. Regard should be given to the schools’ E-Safety and ICT 
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Acceptable Use Policy at all times both inside and outside of work.  This includes the dangers around 
‘Grooming’, ‘Sexting’ and ‘Upskirting’ as outlined in Keeping Children Safe in Education 2026. 
 
Staff must not engage in inappropriate use of social network sites which may bring themselves, the 
school, school community or employer into disrepute. Staff should ensure that they adopt suitably high 
security settings on any personal profiles they may have.  

 
Staff should exercise caution in their use of all social media or any other web-based presence that they 
may have, including written content, videos or photographs, and views expressed either directly or by 
‘liking’ certain pages, posts or comments established by others. 
 
When you make comments public on any social media site or emails, you abandon any rights to 
have your comments treated as private. The school’s interference with the right to your private 
and family life, and the right to freedom of expression can, in some circumstances, be justified (for 
example in protecting reputation or confidential information). 
 
The school will treat 'electronic behaviour' in the same way it would treat 'non-electronic 
behaviour' and any breaches of the school’s policies and procedures will be dealt with under the 
Disciplinary Procedure. 
Examples of this behaviour are: 
 
o Defamation – posting, sending or liking damaging or libellous comments about an organisation 
or its   
      products/services or publishing sensitive commercial data. 
 
o Divulging protected data – for example giving away details of salary, political or religious beliefs  
     or disciplinary records or information that is not public knowledge for example information  
     relating to service users, commercially sensitive information or information which may bring  
     the school into disrepute. 
 
o Cyber-Bullying- bullying, harassment and victimisation conducted via social networking  
     channels, often using blogs, social networking sites or e-mails to post photographs or offensive  
     or threatening comments about colleagues or other work contacts. 
 
Staff should also exercise caution when creating, sharing or publishing AI-generated content and 

should ensure that such content does not damage the reputation of the school or compromise 
confidentiality. 
 
If you are in any doubt about the appropriateness of your social media activities, you should 
speak to the Headteacher. 

 
Register of interests 
Registering interests is important to protect the school and the workforce from allegations, 
justified or not, of dishonesty or partiality in the conduct of the school’s business. You should 
act with openness, honesty and integrity in every action you take.  All interests you may have must 
be declared to the Headteacher by recording them on a ‘Register of Interests form’ which can be 
obtained from the Business Manager. 
 
Financial interests 
If you discover that a contract in which you have a financial or other interest has been, or could be, 
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entered into by the school then you are required under Section 117 of the Local Government Act 
1972 to advise your Headteacher in writing. 
 
Business interests 
If you, your partner, family or close associate is involved in the running of a company’s affairs 
where the company has, or may seek to have, a contractual relationship with the school, this must 
be declared as an interest. 
 
Relationships 
 
Appointment and promotion 
If you are involved in appointments, you should ensure that those appointments are made only on 
the basis of merit. In order to avoid any possible accusation of bias, you should not be involved in 
an appointment where you are related to an applicant, or have a personal relationship with them 
outside of work. 
 
Similarly, you should not be involved in decisions relating to discipline, promotion, recruitment or 
pay and conditions for any other employee who is a relative, partner or someone with whom you 
have a personal relationship. 

 
Councillors 
Mutual respect between employees and councillors is essential to effective local government.  As a 
local government employee, you are expected to give the highest possible standard of service to 
the public and, where it is part of your duties, to provide appropriate advice to councillors and 
fellow employees with impartiality. In carrying out duties and responsibilities, your honesty and 
integrity must be beyond question. You must never use your authority or position for personal 
gain, or to enable colleagues, family, friends or others with whom you are acquainted to benefit 
personally. 
 
Concerns about dishonesty or dangers at work may be addressed through the school’s 
Whistleblowing Policy which can be found on the Policy drive and in the staffroom.  Concerns or 
complaints about other employment issues should be raised in the first instance with your line 
manager and, if not resolved, through the school’s Grievance Procedure which may also be found 
on the Policy drive. 

 
Contractors 
All relationships of a business or private nature with external contractors or potential contractors 
of Evington Valley Primary School should be made known to the Headteacher where it may be 
relevant to your area of work.  Orders and contracts must be awarded on merit, in fair competition 
with other tenderers, and in accordance with the school’s procurement processes. If you are 
involved in the client management of school contracts, then you are expected to manage contracts 
effectively in order to ensure the efficient delivery of services and value for money. No special 
favouritism should be shown to any contractor and the highest standards of probity must be 
maintained. 
 
Membership of Organisations 
If you are a member of any organisation which has the potential to impact on your work or 
professionalism or bring the school into disrepute, you should declare this to the Headteacher. 
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Gifts, hospitality and sponsorship – giving and receiving 
 
Payments and gifts 
You must not receive any reward or fee other than your proper remuneration.  As a general rule, 
you should tactfully refuse offers of gifts or services from organisations or persons who do, or 
might, provide work, goods or services to the school or who require a decision from the school (for 
example regarding a grant application). 
 
However, where it is felt that refusal of a small gift or token of appreciation (for example a small 
box of chocolates) would cause offence or would upset the relationship with a client, you should 
consult your manager, and where it is agreed that the gift may be accept this should be recorded 
on the register of interests form. 
 
Gifts from individual staff members to pupils should only be part of the school’s rewards system 
and clearly outlined in the school’s policy. 
 

All staff must comply with the Bribery Act 2010.  A person may be guilty of an offence of bribery 
under this act if they offer, promise or give financial advantage or other advantage to someone; or 
if they request, agree or accept, or receive a bribe from another person. If you believe that a 
person has failed to comply with the Bribery Act 2010, you should refer to your school’s 
Whistleblowing procedure. 
 
Promotional sales / benefits 
Offers from companies of promotional sales, either to an individual or to the school, should be 
declined.  You should bring such matters to the attention of the Headteacher. 
 
The use of personal loyalty cards whilst making purchases on behalf of the school is also 
unacceptable. It may bring into question the impartiality of the use of that supplier. 
 
Any prizes won whilst on school business, or whilst using school funds, should be reported 
immediately to the Headteacher who will make a decision as to the acceptability of such a prize. 
Such a prize may also need to be declared under the register of interests. 
 
Sponsorship 
Where an external organisation wishes to sponsor, or is seeking to sponsor, a school activity, 
whether by invitation, tender, negotiation or voluntarily, the conventions concerning acceptance 
of gifts or hospitality apply. Particular care must be taken when dealing with contractors or 
potential contractors. 
 
From time to time the City Council sponsors, or gives grants for, sporting and cultural events such 
as exhibitions, plays or performances, or games. The general rule is that neither you nor any 
partner, spouse or relative shall receive any benefit from such sponsorship or grant in a direct way 
without there being full disclosure to your manager of any such interest. Similarly, where the City 
Council through sponsorship, grant aid, financial or other means, gives support in the community, 
you must ensure that impartial advice is given and that there is no conflict of interest involved. 
 
Hospitality 
It is acknowledged that, on occasions, the business of the school can be progressed through, for 
example, working lunches or dinners with external individuals or groups.  As a general rule, you 
should only accept offers of such hospitality if there is a genuine need to impart information or 
represent the school in the community. 
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If, on the other hand, the hospitality offered is primarily a social function, at which business 
matters are of a secondary concern (for example sporting events, film premiers or concert 
performances) then it is unacceptable, and such invitations should normally be refused. When 
hospitality is declined, those making the offer should be informed of the procedures and standards 
operating within the school. 
 
It is of vital importance that the possibility of you being deemed by others to have been influenced 
in making a business decision, as a result of accepting such hospitality, should be avoided at all 
costs, for your own protection. Where you have accepted an offer of hospitality, it should be 
declared in the register of interests. 
 
Internal Hospitality 
On occasions it may be necessary to provide catering or other associated facilities to enable the 
smooth running of school business.  This should be in line with the school’s Financial Procedures 
policy. 
 
Legacy/bequests 
If, as a result of your employment, you become a beneficiary in a service user’s will, this must be 
reported to the Headteacher. You must not accept the legacy/bequest, regardless of its size or 
value, unless granted explicit permission by the Headteacher. Permission will only be granted in 
circumstances where the legacy/bequest is of little financial value, such as a sentimental item. 
 
Additional Employment 
The City Council will not prevent you from undertaking additional employment providing it does 
not conflict with the interests of, or in any way weaken public confidence in, the school and does 
not in any way affect performance of your duties and responsibilities whilst you are at work. If 
there is a conflict, the Headteacher can ask for you to discontinue the conflicting employment. 
 
In taking up additional employment, there will also be health, safety and wellbeing considerations. 
You should therefore inform the Headteacher if you have, or intend to take up, additional 
employment. 
 
In circumstances where total number of hours worked will exceed an average of 48 hours per 
week, or where the work is likely to have a detrimental effect on your health and safety, it is vital 
that you seek advice from the Headteacher.  For more information see the Health and Safety 
Manual-Working Time Regulations. 
 
Officers and Elected Members as Service Users 
Due to the nature of the services that the City Council offers, employees and elected members will 
also be our service users. As an Evington Valley Primary School employee, you should not receive 
any preferential advantage in the services you receive as a service user.  If you are offered 
preferential advantage, or asked to provide preferential advantage by an officer or elected 
member, you must report this to the Headteacher or via the Whistleblowing Policy where 
appropriate. 
 
If you are involved in the decision-making process of a service in which you, your partner or close 
relative are direct beneficiaries, you should declare this as an interest. 
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10. Raising concerns 
 
Whistleblowing 
The Whistleblowing Policy is intended to encourage and enable anybody who works for, or on 
behalf of, the school to raise within the school serious concerns regarding the categories of issues 
which fall within the Whistleblowing Policy rather than overlooking a problem. It makes it clear 
that reporting can happen without fear of reprisal. 
An employee must not treat another employee of the school less favourably than other employees 
because the other employee has used/intends to use, or is suspected of using, the school’s 
reporting procedures to report the misconduct of others. 
For further guidance please refer to the school’s Whistleblowing Policy on the Policy drive. 
 
Raising concerns with Elected Members 
Concerns relating to your employment within the school should never be raised with elected 
members, either as an employee or as a constituent. This includes personal employment issues, 
such as remuneration, grievance or working arrangements, as well as issues of an operational 
nature, for example corporate structure, contractors or suggestions on potential service 
improvements. These must be raised with the Headteacher or via the Whistleblowing Policy where 
appropriate. This does not affect your right to raise matters which are not related to your personal 
employment with members, as a member of the public. 
 
Disclosure of Criminal Convictions 
If you receive a reprimand, formal warning, conditional caution, bind-over order or conviction for 
any reason during your employment, or you are arrested or charged with a criminal offence by the 
Police, you must notify the Headteacher immediately.  
 
The bearing of the offence on your employment in your current post will be fully and objectively 
considered and, if necessary, an investigation may be carried out. Appropriate action would then 
be taken based on the outcome of this investigation. 
 
Should you be arrested, there is an expectation that, if asked, you provide the Police with full 
details of your role at Evington Valley Primary School. 
 

11. Use of School facilities and intellectual property 
 

Evington Valley Primary School resources, whether tangible assets such as materials, equipment 
and cash, or commercially sensitive business information, may not be used other than for the 
proper advancement of the business of the school. 
 
All equipment belonging to the school should be treated with due care and respect, and is 
intended for school and agreed trade union purposes only. 
 
If you wish to use an item of equipment, for example a photocopier, telephone or printer, for 
personal use, you must gain permission from your manager in advance. 
 
Use of information equipment 
Use of school ICT equipment, including mobile devices, is subject to ICT Policies which are available 
on the policy drive. Please make sure that you read and abide by the contents. 
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Intellectual property 
 
Copyright 
All records, documents and other papers in electronic or paper format relating to the finance and 
administration of the school, and which are compiled or acquired by you in the course of your 
employment, are, and will remain, the property of Evington Valley Primary School and the 
copyright in all such cases belongs exclusively to Evington Valley Primary School. 
 
Where you develop such materials in your own time and therefore not paid to produce them, for 
example projects undertaken as part of a course to further your professional career, teaching 
materials developed in your own time and professional articles and blogs, the copyright will belong 
to you. 
 
Patent 
If any matter, item or idea capable of being patented under the Patents Act is developed or 
discovered by you, alone or together with other colleagues, in the course of your duties, you must 
disclose this to the Headteacher, and, subject to provisions of the Act, this belongs to the school. It 
is the responsibility of the school in the first instance to decide whether to apply for patent or 
other protection in law for any invention, which belongs to the school by virtue of the Patents Act 
1977. 
 
 

12. Health, safety and wellbeing 
 

Smoking 
In line with our commitment to employee well-being, the school operates a Smoking Policy. This 
policy aims to promote a healthier, safer and more pleasant working environment by protecting 
employees from second hand smoke exposure and supporting employees who wish to stop or 
reduce their smoking habit. If you would like more information about this policy, please consult 
your line manager. 
 
Alcohol/drugs 
Evington Valley Primary School has a policy on the prevention of alcohol and drug misuse which is 
aimed at ensuring that employees report fit for work and remain fit to perform their duties. The 
consumption of alcohol is not permitted on school premises unless specifically approved by a 
manager. Evington Valley Primary School prohibits the use, possession, distribution or sale of 
illegal drugs at the workplace, or when conducting school business. See the Policy on Substance 
Misuse. 
 
Where it is established that there is an alcohol or drug dependency problem, this will be 
considered as a treatable illness and managers will provide assistance wherever possible. The SAS 
and Vivup counselling services are also available to provide counselling and advice. Where an 
employee refuses help, or drops out of a treatment programme, this will not be automatic 
grounds for dismissal; however, any unacceptable behaviour or level of performance thereafter 
will be subject to appropriate action. 

 
 

13. Disciplinary Action  
 

Staff should be aware that a failure to comply with the following Code of Conduct could result in 
disciplinary action including but not limited to dismissal. 
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14. Compliance  
 

All staff must complete the form in Appendix 2 to confirm they have read, understood and agreed 
to comply with the code of conduct. This form should then be signed, dated and then passed on to 
the Headteacher. 
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EVINGTON VALLEY PRIMARY SCHOOL 
 
 
 

 

Appendix 1  
 

Relationships with pupils outside of work declaration  
 
It is recognised that there may be circumstances whereby employees of the school are known to pupils 
outside of work. Examples include membership of sports clubs, family connections, or private tutoring.  
 
Staff must declare any relationship outside of school that they may have with pupils: 
 
 

Employee Name Pupil Name Relationship 

   

   

   

   

   

   

 
IF YOU DO NOT HAVE ANY CONTACT WITH PUPILS OUTSIDE OF SCHOOL, PLEASE STATE ‘NONE’ ABOVE 
 
I can confirm that I am fully aware of the code of conduct relating to contact out of school with pupils 
in line with this policy.  
 
If I am tutoring a pupil outside of school, I am aware that the following must be adhered to: 
 

• I do not, at any point, teach the child in question as part of my daily timetable - this is a 
stipulation of such tutoring  

• I emphasise to parents that this is done completely independently of the school  

• No monies come through the school at any point, informally (e.g. via the child) or formally  

• No private tutoring is to take place on the school premises  
 
I confirm that if these circumstances change at any time I will complete a new form to ensure the 
school are aware of any relationships. 
 
 
Signed……………………………………………………………………… Date…………………………………………………… 
 
 
 
 
Once completed, signed and dated, please return this form to the Business Manager 
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EVINGTON VALLEY PRIMARY SCHOOL 
 
 
 

 
Appendix 2  
 

Confirmation of compliance  
 
 
I hereby confirm that I have read, understood and agree to comply with the school’s code of conduct.  
 
 
 
Name: 

 

Position/Post Held: 

 

Signed: 

 

Date: 

 
 
 
Once completed, signed and dated, please return this form to the Business Manager 

 
 

 

 

 

 

 


