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This policy should be read alongside the following other school policies: 
 

• Safeguarding and Child Protection Policy 

• Behaviour Policy 

• Physical Intervention Policy 

• On-line Safety Policy 

• RSE policy 

• Equality statement 

• Health and Safety 

• Whistle Blowing Policy 

• SEND Policy 

• Staff Code of Conduct 

In addition, all staff will have read Part 1 of Keeping Children Safe in Education, September 2025 and 
Annex B. 

Downland School staff are advised to maintain an attitude of ‘it could happen here’ as far as 
safeguarding is concerned. When concerned about the welfare of a child, staff members should 
always act in the interests of the child. 

This Code of Conduct for Safer Pract ice  should be provided to all staff, including temporary 
staff and volunteers on induction. Additionally at the start of each academic year and as part of staff 
induction (mid-year appointments and all new staff) staff are issued with a range of key policies. The 
documentation covers a range of procedures and information pertinent to ensuring that all staff 
maintain the highest professional standards at all times. 

Introduction 
This document provides a guide for adults working in schools (including staff, governors, volunteers 
and visitors) about acceptable and desirable conduct to safeguard both adults and pupils. It refers to 
and complements other policies and guidance in our school. 

 
Always remember that whilst you are caring for other people’s children, you are in a position of trust 
and your responsibilities to them and the organisation must be uppermost in your mind at all times. 
The child’s welfare is paramount (Children Act 1989). 

This policy is based upon the “Safer recruitment Consortiums guidance” document ‘Guidance for 
Safe Working Practice for Adults Who Work with Children and Young People in Education Settings’ 
(May 2019), in which you can find useful examples of acceptable and unacceptable conduct, 
together with discussion of the issues raised. 

 
All adults working in the school must know the name of the Designated Safeguarding Lead (Mrs 
Georgina Keily-Theobald) and the Deputy Designated Safeguarding Leads in the school, be 
familiar with the school’s safeguarding and child protection policy, and understand their 
responsibilities to safeguard and protect children and young people. 

Confidentiality 
As part of their responsibilities, staff may be given highly sensitive or private information. The 
storing and processing of personal information about pupils is governed by the Data Protection Act 
1998. Such information should be kept confidential and shared on a need-to-know basis only. 
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This means: 

• All previous ‘hard-copy’ pupil files are kept in a locked room (The school has moved to a secure 

IT reporting system – CPOMS) 

• That entries on CPOMS are made in a private area and the user logs off when away from their 
computer 

• All pupil CP files are kept in a locked cabinet inside a lockable office - all new entries now on 

CPOMS 

• All CAF’s/ESA’s are kept in a file in the secure Safeguarding office - all new entries now on 

CPOMS 

• All CLA pupil files are kept in a file in the secure Safeguarding office – all new entries now on 

CPOMS 

• There is a locked archive room to keep all Ex-pupil files and the schools file management policy 

is followed in relation to files 

Power and Positions of Trust 
Staff at Downland School have access to all pupil information files 
Pupil CP files are restricted to DSL and DDSL’s access only 

 
Requests from outside agencies to see pupil files must be supported by I.D from their Agency, DBS 
checks and Parent/Carers consent. 

Propriety and Behaviour 
Staff have a responsibility to maintain public confidence in our ability to safeguard the welfare and 
best interests of young people. 

 

Use of Personal Living Space – maintaining privacy and professional boundaries 
We should not invite any pupil into our home unless the reason for this has been firmly established 
and agreed with parents/carers and senior staff. Additionally, any home visit also needs to be 
cleared with senior leaders and for reasons related to school business only. 

 
Gifts, Rewards and Favouritism 

• Downland School has a reward system 

• Rewards at Downland School are for Pupil of the Week, vouchers/trips, 75% club, 
Attendance rewards, End of year awards assembly and postcards home, recognising good 
work and personal achievement 

• Should a member of staff want to personally reward a student, the Headteacher will explain 
the schools procedure on this action. Should a pupil want to give a gift to a member of staff, 
the Headteacher will explain the protocol 

Dress and Appearance 
This is written into the ‘staff code of conduct’ policy; all staff must be aware of its contents and adhere 
to the appropriate dress code. 

 
Communication with Young People 
Downland School has an On-line Policy that all staff must adhere to. 

 
Social Contact 
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If a pupil or parent/carer seeks to establish social contact with a member of staff, this should be 
reported to the Designated Safeguarding Lead or Deputy Designated Safeguarding Leads at the school. 
Physical Contact 
It is crucial that in all circumstances, we should only touch pupils in ways that are appropriate to our 
professional or agreed role and responsibilities. We should utilise Team Teach holds and techniques, 
if a physical intervention becomes necessary for a pupil. 

 
Staff/Pupils Relationships and Sexual Contact 
Any relationship formed between an adult and a child or young person with whom they work, 
regardless of whether the child or young person consents or not, may be regarded as a criminal 
offence and will always be a matter for disciplinary action. 

In particular our attention is drawn to the provisions of the Sexual Offences Act 2003 (This document 
is held in the Safeguarding file in the safeguarding office), which creates a criminal offence of abuse 
of a position of trust (when a person aged 18 or over is in a ‘position of trust’ with a person under 18 
and engages in sexual activity with or in the presence of that child, or causes or incites that child to 
engage in or watch sexual activity). All staff will have been directed to this document. 

 
Behaviour Management 
All pupils have a right to be treated with respect and dignity even in those circumstances where they 
display difficult or challenging behaviour. When dealing with a pupil’s challenging behaviour, 
Downland School adhere to our Physical Intervention Policy, should intervention be needed for a 
pupil. 

Appropriate use of language 
Staff must behave in a mature, respectful, safe, fair and considered manner at all times towards 
pupils, parents/carers and other members of staff. 

 
Pupils in distress 
Downland School staff should use their professional judgement to comfort or reassure a pupil in an 
age-appropriate way whilst maintaining clear professional boundaries. This means we should give 
pupils the opportunity to talk through any concerns they may have with a member of staff of their 
choice. 

First Aid and Administration of Medication 

• Appropriate training will be provided before an individual takes on a role which may require 
administering first aid or medication to a pupil or member of staff 

• Health care plans if required will be created by the school nurse and will need to include 
consent from parents/carers 

• Parents/carers will be contacted when first aid has been administered to their child and a 
record of the first aid given will be documented in the Schools first aid book 

• Downland School has a list of trained first aiders. Staff are aware which members of staff are 
trained to administer first aid to pupils and adults in the school 

• Downland school has a list of Staff trained to use the de-fib machine 

• Downland school has a list of Staff trained to administer an Epi-pen 

Home Visits, Lone working Situations and 1:1 situations 
 

Where there is a need for Staff to be lone working with a pupil, they must adhere to Downland 
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School’s Lone Working Policy. Work with pupils and parents/carers should, whenever possible, be 
undertaken in the school. There are however occasions where it is necessary to arrange a home visit 
to effectively support the pupil and parents/carers. Staff should: 

• Ensure that wherever possible there is a visual access/or open door in a 1-1 situation 

• Avoid the use of “engaged” signs, which may create an opportunity for the interpretation of 
secrecy 

• Consider the individual needs and circumstances of the pupil involved 

• Always report any situation where a pupil becomes distressed or angry whilst under your 
supervision 

 
Trips and outings 
Staff will complete a Risk Assessment (RA) prior to a school trip or visit. This RA must be signed by a 
member of SLT prior to leaving the site, to ensure that senior staff are satisfied that all necessary 
precautions have been considered before the staff member leaves the school site with the pupils. The 
school has a named Education Visits Coordinator (EVC) and adheres to all safety procedures and 
protocols when setting up any trips/visits. Parent/carers written permission will always be sought for 
each outing and should a pupil need collecting at the end of the visit parents/carers should be 
informed of collection times and place in advance. 

 
Transporting pupils 

• Parents/carers permission will always be sought 

• Staff will only transport pupils in their own vehicles, if they can provide clear evidence that 
they have the appropriate insurance (business use to carry passengers) 

• All staff must be mindful and adhere to the identified staff ratio to pupils 
• Staff must ensure that all pupils and adult passengers wear seatbelts, whilst the car is 

moving 

• A member of the Senior Leadership team must be informed if a member of staff is 
transporting a pupil outside of normal working hours 

• All staff must be aware of the rules surrounding transporting pupils in an emergency 
situation 

Photography and Video 

• Downland School accepts that parents/carers may wish for their child to bring mobile 
phones or electronics on the journey to and from school. However, the school have a policy 
on mobile phones and electronics. Upon entering the school site, devices are to be switched 
off and handed to Pastoral Managers. All devices are locked in a secure cupboard for the 
duration of the day and returned to the pupils before leaving to go home 

• When a pupil starts at Downland School, we seek parental/carer permissions to use their 
images. Parents/carers have the right to refuse this permission without the need to provide 
a reason for the refusal 

• Parents/carers who have refused permission for photos will be assured that their child will 
not appear in any website photos or Downland School publications. The signed refusal 
document will be filed in the pupil’s personal file for information 

• We should be mindful when taking images to ask a pupil for their permission before a photo 
is taken, and therefore not assume consent is implied 

• It is not appropriate for any of us to take photographs of pupils for personal reasons/use. 

• All staff must only take photos of pupils on school devices (cameras/phones/tablets/iPads) 
to protect members of staff from potential allegations 
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Access to inappropriate images and internet usage 
Adults should not use equipment belonging to the school to access adult pornography. Neither 
should these images be brought into the workplace by members of staff. 

Where indecent images of children or other unsuitable material are found, the Designated 
Safeguarding Lead or the Deputy Designated Safeguarding Lead must be immediately informed; they 
will in turn alert the police and the Local Authority Designated Officer (LADO) from the Local 
Authority as a matter of urgency. Please refer to the Child Protection Policy for the allegation 
management procedures used by Downland School 

 
Whistle Blowing 

Downland School have a separate Whistle Blowing Policy, which can be accessed by any member of 
staff wishing to raise concerns about poor or unsafe practice and potential failures in the school 
safeguarding regime. 

Our whistleblowing procedures, which are reflected in staff training and our Staff Code of Conduct, 
are in place for such concerns to be raised with the Headteacher. If a staff member feels unable to 
raise an issue with the Headteacher or feels that their genuine concerns are not being addressed, 
other whistleblowing channels are open to them: 

• The NSPCC whistleblowing helpline. Staff can call: 0800 028 0285 from 08:00 to 20:00, 
Monday to Friday, or email help@nspcc.org.uk. 

• A member of the governing body: Mr Richard Green (Nominated Governor for 
Whistleblowing). 

 
Sharing Concerns and Recording Incidents 

• If you have any concerns about a pupil’s welfare, an entry onto CPOMs must be completed 
alongside a conversation with a member of the safeguarding team  

• Staff can refer to the ‘What to do if you are worried a child is being abused and neglected’ 
flowchart (September 2020) for guidance if you have concerns about a child. 

• In addition, there is a separate procedure for dealing with allegations against adults 
(September 2023), this flowchart should be displayed in the school. Regular check will need 
to be made on the Safeguarding Vulnerable People Partnership website to ensure that 
schools are displaying the most recent version of the flowchart. 

• If the allegation concerns the Headteacher, then the Chair of Governors must be alerted as a 
matter of urgency. 

 
Reference documents 

• ‘Guidance for Safer Working practice for adults who work with children and young people’ 
(Government offices – May 2019) 

• ‘Keeping Children Safe in Education’ September 2025 

• ‘What to do if you’re worried a child is being abused’ 

• Allegations Against Adults – Risk of harm to children 

• Safeguarding Vulnerable People Partnership (formerly WSCB) website 

 
Policy review 
The Governing Body will undertake an annual review of the safeguarding Children in Education, 
School Code of Conduct for Safer Practices, and remedy any deficiencies found. 

mailto:help@nspcc.org.uk
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Richard Green 

Headteacher Chair of Governors 

Date: 11th September 2024 Date: 11th September 2024 
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