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In Schools Policy




Section 1

Vetting and Criminal Checks

It is the policy of our school that all adults who come into contact with pupils either ina paid or
voluntary capacity are safe and suitable persons to work with children. To this end we use Access
NI to carry out background checks and seek references for all adults who work regularly in our
school. This policy is formulated from and complies with DENI Circulars 2013/01 and 2012/19.

Paid Staff
Pre-Employment vetting checks remain a key preventative measure in denying an unsuitable

individual access to children and vulnerable adults through the education system.

Pre-Employment Vetting

Paid Teaching and Non-Teaching Staff:

It remains DE’s policy that all new paid teaching and non-teaching staff, being appointed to posts
in schools, must undergo a pre-employment vetting check before taking up their post. The process
for doing so, through AccessNI remains unchanged.

Under the new Disclosure and Barring Arrangements, teachers and non- teaching staff are
regarded as undertaking unsupervised Regulated Activities in a specified place such as a school.
Consequently, the type of staff listed below, continue to require a vetting check to be carried out
before they are employed in a school.

Full and part-time teachers; and Non-teaching staff such as:
* school class-room assistants
school librarians
school office staff
school caretakers
school catering staff
school cleaning staff

modern language assistants

Pre-employment vetting checks should therefore continue to be carried out as part of the
recruitment process for those staff being offered a post in a school and applications to AccessNI
should continue to be made through our relevant AccessNI Registered Body as before.

Enhanced Disclosure Certificates (EDCs) issued by AccessNI are valid for each recruitment process
that an individual undertakes. The information contained in EDCs is only accurate on the date of
issue and therefore is not valid for subsequent recruitment processes. From April 2011 DE does




not fund the cost of vetting checks for paid employees working in/for schools. Paid employees are

expected to pay the charge for an EDC.

Previous Employment in the Education Sector

Due to the unique features of the education sector, where staff move between schools, the
academic year and its vacation periods (in particular the extended summer break), a school may
be in a position where it recruits a paid member of staff who had previously worked at another
school until the end of the preceding term. In such circumstances schools should obtain advice
from their Employing Authority as to the vetting requirements for these individuals. Depending on
an individual’s circumstances and employment history a new vetting check may not be required
for paid teaching and non-teaching staff, if their previous employment history within the
education sector can be verified, their break in employment inthe education sector is not longer
than three months and it can be confirmed that a vetting check was in place before they finished
working at their previous school.

As both Employing Authority and employer, principals and Board of Governors of Voluntary
Grammar and Grant Maintained Integrated schools must consider the circumstances of each
individual carefully and if animmediate previous period of employment within the education
sector, together with evidence of a vetting check for that period, cannot be verified from the
previous employer then a new EDC must be obtained.

The safeguarding of pupils is paramount and if we are in any doubt about whether to vet a new
member of paid staff, we should always err on the side of caution and obtain a new EDC.

Substitute Teachers

Teachers employed from the Northern Ireland Substitute Teachers Register (NISTR) are normally
vetted every 2 years as part of their registration with NISTR. By engaging the services of substitute
teachers from the NISTR should therefore expect that they have been appropriately vetted by
virtue of being on the Register.

Teachers

The school only employs permanent and temporary staff who are registered with the General
Teaching Council or who are on the Northern Ireland Substitute Registerin accordance with
Circular Number 2006/07.

Emergency Cover for Non-Teaching Staff

In addition, situations will arise unexpectedly, where non-teaching staff are required to cover for
permanent staff in the case of an emergency. It may be necessary that, in these circumstances,
temporary arrangements have to be quickly put in place for such staff before a vetting check can
be carried out. In situations where it is not possible to obtain a vetting check in advance, Principals
must carry out ariskassessment and in such circumstances all necessary steps should be taken to
ensure the safeguarding of children and young people.




Temporary Staff

The school only uses temporary staff known to the school and who have been vetted and
approved for working with children if they are working unsupervised.

Extra Curricular Coaches and Tutors

Where we enter into a private voluntary arrangement with a parent providing coaching for
example, the guidance for volunteers in DE Circular 2012/19 will apply in this situation. Whether
such coaching is regarded as Regulated Activity or not will depend on the level of supervision
provided by the school.

Our music tutors and the extra curricular coaches who regularly work in school unsupervised are
all EDC vetted. The office retains a record of all such staff including email copies of their clearance.

Visitors to the School

All visitors to the school will be expected to signinon arrival and sign out when leaving. They will

be expected to wear an official visitor badge and will be supervised at all times when around
children.

Visitors to schools to attend meetings or events such as parents or to deliver goods or carry out
maintenance tasks do not routinely need to be vetted before being allowed onto school premises.
However, such visitors should be managed by school staff and their access to areas and movement
within the school should be restricted as needs require.

They should be (as required):
met/directed by school staff/representatives;
signed in and out of the school by school staff;
if appropriate, be given restricted access to only specific areas of the school;

where possible, they should be escorted around the school premise by a member of staff;

if left unattended, they should be clearly identified with visitor/contractor passes; theiraccess

to pupils restricted to the purpose of their visit,

if delivering goods or carrying out building, maintenance or repair tasks, their work area should
be cordoned off from pupils for health and safety reasons.

Services provided by the Education Authority
Education Welfare Officers

Education Welfare Officers who work in schools are vetted by EA.

Peripatetic Teachers
Peripatetic Teachers who work in schools are vetted by EA.




Education Psychologists
Education Psychologists who work in schools are vetted by EA.

Transport to schools -Private Arrangements
Only taxi/bus/private coach firms and their named and vetted drivers, contracted to the
Employing Authority to provide home to school transport services, should be used to transport

pupils. Private arrangements between parents/guardians/relatives are not subject to formal

vetting requirements.

Transport services provided by the Education and Library Boards

Drivers and assistants providing EA transport services to schools are vetted by the EA.

Exceptions
In some cases there will be no requirement for adults who work or volunteer in our school to be

vetted. This applies to people who do not carry out regular activity in school and are not
unsupervised.

This category most commonly refers to:

1. Parent volunteers who may be giving a one off talk or assisting with a school trip.

2. Visitors to school who are leading workshops or providing entertainment e.g. writers, artists,
dog warden etc.

3. Parental volunteers assisting with Orchestra or Choir.

The conduct and management of all such persons when volunteering or working in school are
subject to adherence to guidelines (Appendix 3) and the schools code of conduct (Appendix 4).

Child Protection Training

All staff at Macosquin Primary School receive school based Child Protection training at least once
every two years.

All temporary staff are inducted by the Principal and are briefed on the key aspects of our pastoral
framework — Child Protection, Staff Code of Conduct, Health and Safety and Anti-Bullying, Positive
Behaviour etc.

School governors receive training through the EA Governor Support Training Programmes which
all governors avail of when delivered.

Retention and recording of Vetting Checks

AccessNI’s Code of Practice advises employers not to retain EDCs or record any disclosure
information contained within them for longer than is required for the purpose they were sought.
In general, this should be no later than 6 months after the date on which recruitment or other
relevant decisions have been taken or after the date on which any dispute has been resolved. This
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period should only be exceeded in very exceptional circumstances which justify retention for a
longer period. DE recommends that for each member of staff, schools should keep a note of:

* the date an EDC application is sent for processing;
* the date the EDC is received from AccessNI; and

* the EDC reference number.

In the event of the school being asked for evidence that a member of staff has been appropriately
vetted, the school will use the record of the date and EDC reference number to confirm when a
vetting check was obtained.

Other Safeguarding Measures
Schools are reminded that while pre-employment vetting is of critical importance, it is only one of

a number of measures that the school can use to help safeguard pupils in our care. Advice,
guidance and training about appropriate behaviour, escorts around schools, clear identification of
visitors in schools, a named person to report concerns or incidents to and observable working
areas, where possible, all contribute to making safer working environments for both pupils, staff
and visitors.

Advice

The EA Child Protection Support Service for Schools (CPSSS) is available to offer the Principal
advice about child protection concerns, while H.R. departments can advise about vetting
requirements, procedures and issues.

Pupils on Work Experience
Health and Social Care Programmes will require an EDC for pupils on long term placement and

may be required for pupils on work experience/shadowing placements.

Schools should apply through their AccessNI Registered Body in advance (See DE Circular 2013/01

for more information).

Pupils coming into the school on work experience do not require AccessNI clearance if they are
fully supervised by school staff. The normal child protection induction processes should apply.




Section 2

Selection and Use of Volunteers in School

Introduction

Volunteers can have an important and beneficial role in supporting the work of teachers and other
paid staff in schools and in contributing, by their efforts and initiative, to the life of the school
through assisting, for example, at school events and organising fund-raising activities.

Ensuring that schools obtain the maximum benefit from the involvement of volunteers requires
careful preliminary planning to ensure that the volunteer has appropriate and worthwhile duties;

understands and is equipped to carry out his/her role; and can complement and support the

activities of the professional teacher or other member of staff.

It is also essential that appropriate steps are taken, through screening and selection arrangements,
to ensure that children are not placed at risk through allowing the unsupervised and unmanaged
access of unsuitable adults to the school.

The following guidance recommends procedures which our school has put in place to ensure not
only that maximum benefit is obtained from the contribution which volunteers can offer but also
that unsuitable people are prevented from working with children. It draws on good practice and

advice on the selection of volunteers.

Who is a Volunteer?

For the purpose of this guidance,

” a volunteer is an individual who, subject to the satisfactory completion of the procedures set
out below, either:

(i) assumes unpaid duties in a school on a regular basis on more than two occasions or
(ii) is engaged by the school to accompany or assist in school visits or trips; summer activity
schemes or residential activities; or to undertake coaching in sports activities. “

DENI Circular 2012/19
Within this definition, volunteering can take many forms, not all of which will involve direct,

unsupervised or substantial access to children on which the need for vetting, including criminal
records checks, must be assessed.




Formal arrangements as to selection and vetting should not be required for volunteers who are
involved outside school hours and who do not have unsupervised contact with pupils. These would
include parents involved in fund-raising events and using the school premises for meetings;
parents and others carrying out self-help projects for the school; parents supervising at school
functions where school staff are also present.

Use of Volunteers

There are three main categories into which the use of volunteers might be grouped and to which
this guidance would mainly apply:

a.) During School Hours involving direct contact with Pupils

This might include direct assistance for pupils (eg reading, writing or musical activity under the
supervision of a teacher); assistance with basic classroom tasks to release the teacher to work
with pupils (eg preparation and distribution of materials, setting up of equipment); and assistance
with the supervision of pupils on educational visits.

b.)Outside School Hours involving direct contact with Pupils

This might include assistance to teachers in contexts such as: residential trips; summer activity
programmes or literacy/numeracy schemes; homework or other after-school clubs; accompanying
school teams to sports fixtures; and sports coaching.

c.) During School Hours but not usually involving direct contact with Pupils
This would typically include clerical and administrative tasks in the school office, library or
resources area.

There are now (Circular 2012/19) 2 types of volunteers:

1. Those who work unsupervised;
2. Those who work under supervision;

If a volunteer works unsupervised ina “Regulated Activity” —see list below, then they need to be
vetted through an EDC from Access NI—completing Boxes H7 & H8 of Access NI appropriately.

“Regulated Activity” List
Under the new DBA the scope of Regulated Activity will include unsupervised activities including:

Teaching;

Training;

Instructing;

Caring for or supervising children;
Providing advice/guidance on well-being;

Driving a vehicle only for children.




If a volunteer is reasonably supervised (regular & day to day) then the school does not need an
EDC. The school can however obtain an EDC if they so wish but can’t request a check of the
“barred lists” — check with AccessNI for advice. If in doubt get an EDC! DE funds the costs of EDC’s
for volunteers.

Members of the Board of Governors no longer need an EDC.

The chart below outlines the process and the factors the school needs to consider in respect of the
supervision of volunteers:

School decides can it
provide reasonable
supervision?

v' A supervisor should Then a
VOLUNTEER be in close proximity volunteer is

WORKING J:T?(:shteo\flilhueni?:'l:afor in R.e gulated
Activity and

A supervisor should the school

IN A
usually be able to should
see the volunteer;

SCHOOL request an
A supervisor should EDC with a

be in Regulated Barred List

Activity themselves;

Check.

Supervision should
be “day to day” and
ongoing.

Then a school cannot obtain a Barred List
Check but it is still entitled in law to request
an EDC if it wishes to, although it is not
mandatory to do so.




Recruiting and Selecting Volunteers

A school may canvass for volunteers or people may come forward to offer assistance at their own
initiative. In many cases, potential volunteers may already be known to the school. These might
include parents, or individuals whose involvement might be recommended to the school by
members of staff. Others may come forward from the local community, for example, to seek a
useful voluntary activity or experience of working in a school to inform a future career choice.

The engagement of volunteers should only be undertaken with the agreement of the
Principal/Board of Governors. Acceptance of any individual’s offer of help should not be
automatic, nor should the school feel under any obligation to accept all or any offers of voluntary
assistance.

The actual needs of the school for voluntary support; appropriate areas of work and the duties
attaching to these; the supervisory arrangements; the implications for child protection; and the
conditions and expectations attached to the volunteer’s role, will be clearly established by the
school before any volunteer is accepted by the school.

Initial Appraisal

As a first step the school should explain to the potential volunteer the procedures which must be
undergone before he/she can be accepted into the school. It should then seek to assess the
individual’s personal skills and experience against the duties and activities which have been
identified as appropriate for voluntary assistance. As a minimum requirement all potential
volunteers coming within the categories listed above should be asked to provide the following
information:

e personal details such as name (including any previous names) and address; date of birth
and any relationship with the school eg parent, relative of member of paid staff etc; and

e details of any qualifications and of any previous work with children.

The volunteer may be asked to provide the names of two referees who are not family members or
members of the staff of the school.

The publication “Our Duty to Care” contains a sample volunteer reference form on which the
school may wish to draw in preparing their own forms. A copy of this is reproduced (with minor
adaptations for school use) in Appendix1 to this policy. It is important that the referees are asked
to declare any reasons why the potential volunteer would not be suitable to work with children.

The volunteer will be asked to attend an interview with the school Principal or his/her nominee

(such as the class teacher, in the case of parents helping with reading schemes) at which their

motivation, skills and personal qualities can be assessed at first hand. As well as the information




provided in the initial appraisal, proof of identity should also be made available at the interview. A
model application form for voluntary activities is included in Appendix 2.

No individual should be admitted to the school as a volunteer until at least these basic steps
have been completed and the results assessed.

References especially should always be taken up. Schools should not feel under any obligation to
waive these procedures because, for example, they feel that they may cause offence to individuals
such as parents, friends or acquaintances of staff, or sports personalities. The school’s overriding
duty is to protect the children in its care from contact with unsuitable individuals and genuine
volunteers should not be deterred by the degree of scrutiny which a school accords their
involvement inits work.

Accepting Volunteers

Where the procedures set out above have been followed as appropriate and the school is
consequently satisfied that the volunteer is a suitable person to have contact with children and
has the character, skills and experience to support the work of the school in a voluntary capacity;
and well defined and worthwhile activities have been identified for the volunteer to undertake

and he/she is competent to undertake them; the school may notify the individual that he/she has

been accepted for voluntary duties in the school.

Code of Conduct
All volunteers regulated and unregulated will complete and sign adherence to our school

Guidelines (Appendix 3) and code of conduct (Appendix 4).

Risk Assessment for Visitors and Volunteers not Vetted.

The school has in place a risk assessment for Visitors/ Volunteers not vetted who are supervised
by those regulated staff with EDCs. This is updated yearly, ratified by governors and shared with all
staff and Volunteers themselves.

The Use of Volunteers

Some fundamental principles should be observed by schools in using volunteers:

1. the purpose of the volunteer is to assist staff, whether teaching or non- teaching. They should
not be used as substitutes either to cover activities normally undertaken by paid staff who are
absent, or to release such staff to undertake other duties;
unvetted volunteers should only work under the supervision and guidance of paid staff and
these arrangements should be such as to minimise the opportunities for direct, unsupervised,
access to children;
volunteers should not be placedin a position of sole responsibility for the security of children,
premises or equipment unless suitably vetted through Access NI;




4. volunteers should understand the tasks which they are to undertake and receive appropriate
training to enable them to perform these; tasks should not be allocated until the Principal is
satisfied that the volunteer is competent to perform them;
volunteers should only be allocated duties after consultation and agreement with the teacher
or other member of staff with whom the volunteer will be most closely involved. Teachers will
not be placed under any pressure to accept volunteers in their classroom; and
volunteers should not be afforded access to records or other information relating to staff or
pupils. An exception might be made where a child has a medical or other condition of which all
those working with him/her should be made aware, and where the agreement of the parent
has been sought.

Health and Safety and Insurance

Volunteers are owed a duty of care under the requirements of Health and Safety legislation.
Schools should therefore ensure that volunteers are treated no less favourably than paid
employees in terms of the schools’ obligations under the legislation. The schools will therefore
seek advice from the EA as appropriate, on the health and safety, and insurance, implications of
engaging volunteers.

Duration

The school may place a time limit on the period of the volunteer’s service. It may be useful to do
this where the work ear-marked for the volunteer is likely to be completed within a specific
period; or to enable the school to introduce new volunteers in due course: particular individuals
should not be given an indeterminate or monopoly position in volunteer work for the school. In all
cases where a volunteer’s involvement is likely to be long-term, the school will advise the
volunteer that he/she will be subject to a trial period, for example, one month, during which the
Principal, in conjunction with the member of staff supervising the volunteer, should monitor the
volunteer’s effectiveness in contributing to the life and work of the school. Issues to be considered
will include: punctuality; reliability; competence inthe tasks allocated to them; quality of work;
and, where they are involved in classroom activities, their effectiveness in supporting the teacher;
and the appropriateness and success of their interaction with the children.

Information and Training

The school will ensure that the volunteer receives such information, guidance, preparation and,

where necessary, training to enable him/her to perform tasks effectively. As a minimum,

volunteers should be briefed on:
* the policy of the school and the management authority in relation to pastoral care, including:

the behaviour/discipline policy, including rewards and sanctions, and the extent of the
volunteer’s authority within it;

the child protection procedures;

the school and management authority’s health and safety policy.




The school has a procedure for dealing with complaints against volunteers. Arrangements will also
be made for the volunteer to have a formal line of communication to a member of staff for
reporting issues of concern, either relating to their duties or the welfare of children in the school.

School Security: Identification of Volunteers

The admission of volunteers to school premises has clear implications for school security. Other
than in the smallest schools, it will not always be possible for all staff to distinguish between the
genuine volunteer and an unauthorised person. The guidance document “Security and Personal
Safety in Schools” issued by DENI in 1997 provides useful advice on visitors’ access control, and
schools should consider drawing upon this in establishing arrangements for the admission and
supervision of volunteers on school premises.

The school will:
* require the volunteer to register at the beginning of each visit;

provide the volunteer with a readily identifiable name badge or pass giving his/her name and
status;
limit the access of the volunteer to particular areas of the school premises and

ensure that badges or passes are surrendered atthe end of each day and when the volunteers’
involvement with the school comes to anend.

Use of Coaches for Sport

The school may also wish to use adults to assist teachers in providing a range of sporting activities,
including sports activities which take place as part of residential visits to outdoor pursuit centres,
and skiing trips abroad. It is therefore important that schools also satisfy themselves as to the
suitability of any voluntary or paid coaches which they engage to work with children in these
settings as such work will usually involve substantial access to pupils. In this context, suitability
does not relate solely to competence in the particular sport, but also to their ability to work

successfully with children in a way that is consistent with the school’s approach to sports activity.

If the coach has unsupervised access to pupils, in addition to the check on previous criminal
convictions described earlier, schools should seek to ensure that coaches meet two requirements:

1. Technical competence to coach the activity

Evidence should be sought of:

¢ qualification as a specialist PE teacher; or

« qualification as a teacher of other subjects who has also successfully completed training in the
teaching and organization of the particular sport; and ¢ a current qualification through a
recognised national governing body coaching award.




2. Pastoral competence in working with children and young people

Evidence should be sought of:

¢ successful completion of specific training in work with children and young people; or
e previous experience of working with children and young people over a period of time.

Schools should be aware that the Sports Council for Northern Ireland has produced a Factsheet on
Child Protection in Sport which provides advice on a wide range of issues relating to the
involvement of adults in children’s sports. Particular attention should be paid to the “Code of
Behaviour” for coaches which is contained within the Factsheet and schools should obtain an
assurance from coaches that they will adhere to this Code. Useful advice is also contained in “Safe
Practice in Physical Education” which was issued to all schools by DENI.

MONITORING AND REVIEW

This policy and the outcomes are monitored and tracked continually by Staff and Governors and it

will be reviewed yearly or if any outcome gives cause for immediate review.




Appendix 1. Confidential

Macosquin Primary School Volunteer Reference Form:

has expressed aninterest in becoming a volunteer, and has given your

name as a referee. If you are happy to complete this reference, all the information contained on
the form will remain absolutely confidential, and will only be shared with the applicant’s
immediate supervisor should he/she be offered a volunteer position. We would appreciate your
being extremely candid in your evaluation of this person.

1. How long have you known this person?

2. In what capacity?

3. What attributes does this person have that would make him/her a suitable volunteer?

4. How would you describe his/her personality

5. Please rate this person on the following qualities (please tick one box on each line):

POOR AVERAGE | GOOD VERY GOOD | EXCELLENT

RESPONSIBILITY
MATURITY
COMMITMENT
TRUSTWORTHY
RELIABLE
ENERGY

This post involves substantial access to children. As a school which is committed to the welfare
and protection of children, we are anxious to know if you have any reason at all to be concerned
about this applicant being in contact with children or young people.

YES NO (pleasetick) If you have answered “YES” we will contact you in confidence.

Signed:

Please return this form to the Principal by




Appendix 2. Page 1 of 2 Confidential

Application for Voluntary Activities in Macosquin Primary School

Previous names (where applicable)

Telephone No Date of Birth

Current Occupation

Relationship with School

(eg parent, former pupil, friend/relative of member of staff)

Qualifications

Q1. Have you previously been involved in voluntary work involving children and young people?
If so, please give details.

Q2. How many hours per week can you make available?

On which days?

Morning/Afternoon

Q4. Do you have any disability which would affect the type of voluntary work you could
undertake?

Yes/No

If yes, please give details




Appendix 2. Page 2 of 2

REFEREES

Please give the names and addresses of two referees who may be approached to support your
application for voluntary activities. Referees should not be family members or members of the
staff of the school.

1. Name

Address

Address

Please include below any other information which you would like to give in support of your
application.

CRIMINAL RECORDS CHECKS
Voluntary activities in the school may involve substantial contact with children and it may

therefore be necessary to arrange for a Criminal Records Check to be carried out on certain
applicants, depending on the activities they will undertake. Please sign the declaration below,
indicating whether you are willing for such a check to be carried out on you.

DECLARATION
The information which | have given is correct. | have declared any criminal convictions as listed
above.

I give/l do not give my permission for a Criminal Records check to be made should this be
considered necessary. (delete as appropriate)

Signature

Name (IN BLOCK CAPITALS)
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’ Appendix 3

Macosquin Primary School Safeguarding Guidelines for
Volunteers, Coaches/ Tutors and Visitors

In order to safeguard all pupils in our care we expect you to comply with the
following practices and procedures:

1. Register at the school office signing in and adhere to the safeguarding visitor
requirements printed on the back.
. Wear your visitors/ volunteer/ tutor badge at all times when in school.
3. Be confidential in your role.
. Arrive on time and demonstrate full attention to the duration of the task. If you
need to cancel please call the office giving 24hrs notice.
. Be consistent with the Ethos of the school in your approach.
. Presenta positive role model; be patient, flexible, appreciative, respectful and
consideratein your dealings with children.
. Leave all matters of discipline and behaviour management to those in regulated
positions.
. Accept direction and supervision from staff.
. Safeguarding Child Protection/ Pastoral Care policies and procedures.
. Health and Safety Policy as well as First Aid and Fire evacuation procedures.
. Dressina manner that is appropriate for a professional working in a primary
school.
. Mobile Phones are not allowed to be used in the school building.
13. No photographs should be taken.
14. Use the Staff Toilets located at the front office.
15. COVID safety procedures will be followed.

*If you are unregulated and supervised, please inform your supervisor if you
require use of staff toilets. You will not be allowed full access to the school
building, only the area where the activity is taking place.

Please sign below to indicate that you have been made aware of and understand the
policies and procedures in place in Macosquin Primary School.

Name:

Signed:




Appendix 4

Macosquin primary School Code of Conduct
for Staff and Volunteers

Objective, Scope and Principles

This Code of Conduct, which applies to all staff and volunteers, is designed to give guidance on the
standards of behaviour which should be observed. School staff and volunteers are role models, in
a unique position of influence and trust and their behaviour should seta good example to all the
pupils within the school.

It does not form part of any employee’s contract of employment. It is merely for guidance and
specific breaches of the Code must not be viewed as a disciplinary offence.

The Code includes sections on: Setting an Example, Relationships and Attitudes, Private Meetings
with Pupils, Physical Contact with Pupils, Honesty and Integrity, Conduct Outside of Work, Safety
and Internet Use and Confidentiality.

1. Setting an Example

1.1 All staff and volunteers in schools set examples of behaviour and conduct which can be copied
by pupils. Staff and volunteers should therefore, for example, avoid using inappropriate or offensive
language at all times, and demonstrate high standards of conduct in order to encourage our pupils
to do the same. All staff and volunteers should be familiar with all school policies and procedures
and to comply with these so as to seta good example to pupils.

1.2 Staff and volunteers must always comply with statutory requirements in relation to such issues
as discrimination, health and safety and data protection.

2. Relationships and Attitudes

2.1 All staff and volunteers should treat pupils with respect and dignity and not in a manner which
demeans or undermines them, their parents or carers, or colleagues. Staff and volunteers should
ensure that their relationships with pupils are appropriate to the age and maturity of their pupils.
They 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.
Attitudes, demeanour and language all require thought to ensure that conduct does not give rise to

comment or speculation. Relationships with pupils must be professional at all times and sexual
relationships with current pupils are not permitted and may lead to criminal conviction.

2.2 Staff and volunteers may have less formal contact with pupils outside of school; perhaps
through mutual membership of social groups, sporting organisations, or family connections. Staff
and volunteers should not assume that the school would be aware of any such relationship and
should therefore consider whether the school should be made aware of the connection.




2.3 Staff and volunteers should always behave in a professional manner, which within the context of
this Code of Conduct includes such aspects as:

acting in a fair, courteous and mature manner to pupils, colleagues and other stakeholders;

co-operating and liaising with colleagues, as appropriate, to ensure pupils receive a
coherent and comprehensive educational service;

respect for school property;

taking responsibility for the behaviour and conduct of pupils in the classroom and sharing
such responsibility elsewhere on the premises;

being familiar with communication channels and school procedures applicable to both
pupils and staff and volunteers; and

respect for the rights and opinions of others.
3. Private Meetings with Pupils

3.1 It is recognised that there will be occasions when confidential interviews with individual pupils
must take place. As far as possible, staff and volunteers should conduct interviews in a room with
visual access or with an open door and ensure that another adult knows that the interview is
taking place. Where possible, another pupil or (preferably) another adult should be present or
nearby during the interview.

4. Physical Contact with Pupils

4.1 To avoid misinterpretations, and so far as is practicable, staff and volunteers are advised not to
make unnecessary physical contact with a pupil.

4.2 Staff and volunteers should therefore be cognisant of the guidance issued by the Department
on the use of reasonable force (Circular 1999/09 and guidance document ‘Towards a Model Policy
in Schools on Use of Reasonable Force).

5. Honesty and Integrity

5.1 All staff and volunteers are expected to maintain the highest standards of honesty and
integrity in their work. This includes the handling and claiming of money and the use of school
property and facilities.

5.2 Gifts from suppliers or associates of the school (eg a supplier of materials) must be declared to
the Principal. A record should be kept of all such gifts received. This requirement does not apply to
“one off” token gifts from pupils or parents eg at Christmas or the end of the school year. Staff and
volunteers should be mindful that gifts to individual pupils may be considered inappropriate and
could be misinterpreted.




6. Conduct outside of Work

6.1 Staff and volunteers should not engage in conduct outside work which could damage the
reputation and standing of the school or the staff/ volunteer's own reputation or the reputation of
other members of the school community.

6.2 Staff and volunteers may undertake work outside school, either paid or voluntary and should
ensure it does not affect their work performance inthe school.

Advice should be sought from the Principal when considering work outside the school.

7. E-Safety and Internet Use

7.1 A staff member or volunteer’s off duty hours are their personal concern but all staff and
volunteers should exercise caution when using information technology and be fully aware of the
risks to themselves and others. For school-based activities, advice is contained in the school’s
Online Safety Policy.

7.2 Staff and volunteers should exercise particular caution in relation to making online
associations/friendships with current pupils via social media and using texting/email facilities to
communicate with them. It is preferable that any contact with pupils is made via the use of school
email accounts or telephone equipment when necessary.

8. Confidentiality

8.1 Staff and volunteers may have access to confidential information about pupils including highly
sensitive or private information. It should not be shared with any person other than on a need to
know basis. In circumstances where the pupil’s identity does not need to be disclosed the
information should be used anonymously.

8.2 There are some circumstances in which a member of staff or volunteer may be expected to
share information about a pupil, for example when abuse is alleged or suspected. In such cases,
individuals should pass information on without delay, but only to those with designated child
protection responsibilities.

8.4 If a member of staff or volunteer is in any doubt about whether to share information or keep it
confidential he or she should seek guidance from a senior member of staff. Any media or legal
enquiries should be passed to senior leadership.

8.5 Staff and volunteers need to be aware that although it is important to listen to and support
pupils, they must not promise confidentiality or request pupils to do the same under any
circumstances. Additionally concerns and allegations about adults should be treated as
confidential and passed to the Principal or a member of the safeguarding team without delay.

8.6 The school’s child protection arrangements should include any external candidates studying or
sitting examinations in the school.

All staff and volunteers must sign the following confirmation that they have read, understood and
agreed to comply with the code of conduct.

21




Macosquin Primary school Code of Conduct
for Staff and Volunteers

Confirmation and Compliance Form

| hereby confirm that | have read, understood and agree to comply with the

school’s code of conduct.

Position/Post Held

Signed

Once completed, signed and dated, please return this form to the Principal.




