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1. 	Authority & Context
1.1 	This Code of Conduct outlines the key standards of behaviour and performance that help us work well together as a college community. While it doesn’t list every rule or policy, it reflects the core principles that guide how we work together and interact with one another – creating a safe, respectful and supportive environment for all staff, students, and stakeholders.
1.2 	Our working relationships are built on mutual respect, trust, and professionalism. These are underpinned by the values outlined in our College Strategy.  We are: Respectful; Collaborative; Innovative; Aspirational; and Inclusive.  We expect everyone to embody our values in their daily work to help foster a positive and welcoming community for all.   
2. 		Scope
2.1 	This Code applies to all employees of the College, as well as volunteers and individuals on placement. Everyone must familiarise themselves with the College’s policies, procedures, and expectations, and uphold them in a way that contributes to a positive working culture. If expectations are not met, any concerns will be addressed fairly and in line with the College’s disciplinary procedures, which include support and guidance as appropriate.
2.2 	The Code is organised into two main sections, followed by paragraphs arranged in alphabetical order:  
· Section One: How We Work Together 
· Section Two: Conduct in Relation to Students
2.3 	We will introduce all new employees to our Code of Conduct during induction and colleagues will be asked to confirm they’ve understood and accept its principles. Should you need any support, please ask your manager or the HR team.  
3. 		Policy Content 
Section One – How we work Together  
3.1 		Attendance and Timekeeping
3.1.1	We value each employee’s contribution to the College. Reliable attendance and punctuality help ensure we can deliver high-quality education and support to students and colleagues. If you are unwell or delayed, please inform your manager as soon as possible, following the College’s absence reporting procedures.
3.2. 	Alcohol and Substance Abuse
3.2.1	As professionals, we’re all expected to be fit and ready for work. Attending work while under the influence of alcohol, illegal drugs, solvents, or any other substances that could impair your ability to work safely and effectively is not acceptable. Bringing illegal substances onto our premises is also strictly prohibited. If you’re taking prescribed medication that might affect your performance or safety, please let your manager know as soon as possible.
3.2.2	We recognise that substance misuse can be a complex and sensitive issue. If you're facing personal challenges related to drugs or alcohol, we encourage you to discuss this with your manager.  Any information shared will be treated confidentially and in line with legal obligations. We can also help connect you with appropriate support services.
3.2.3	Where support is declined or concerns persist and impact performance or safety, the matter may be addressed through our disciplinary procedures. In serious cases, this could include dismissal. Illegal drug-related activity will also be reported to the police, in line with our legal responsibilities.
3.2.4	We all have a shared responsibility to maintain a safe and supportive environment. If you have concerns that a colleague or student may be under the influence of drugs or alcohol, it’s important to raise these concerns quickly with your manager.  Speaking up helps protect the wellbeing of everyone here.
3.3	Anti-Bullying and Harassment
3.3.1	We are committed to fostering a working environment where everyone is treated with respect, dignity, and fairness. We don’t tolerate bullying, harassment, intimidation, or victimisation of any kind.
3.3.2	Bullying or harassment refers to any unwanted verbal, physical, or non-verbal behaviour that violates someone’s dignity or creates an intimidating, hostile, or offensive environment. Such behaviour—whether it occurs at work or outside but impacts working relationships—is unacceptable.
3.3.3	Examples may include spreading malicious rumours, excluding or victimising others, unfair treatment, or persistent unjustified criticism.
3.3.4	Under the Equality Act 2010, harassment related to protected characteristics such as age, disability, gender reassignment, pregnancy and maternity, race, religion or belief, sex, sexual orientation, marriage and civil partnership is unlawful.
3.3.5	Any concerns regarding bullying or harassment should be reported promptly and will be addressed in accordance with our Anti-Bullying and Harassment Policy and other relevant policies.  
3.4 	Bribery Act 2010
3.4.1	We are committed to honesty, ethical conduct, and financial integrity. Bribery — in any form — is not tolerated and can seriously damage both individual and College reputations. This includes offering, accepting, or soliciting any undue advantage, whether financial or otherwise, to gain an unfair benefit.
3.4.2	We have clear policies in place to prevent bribery, encourage the reporting of concerns, and ensure all reports are taken seriously and handled confidentially. We will investigate thoroughly and take firm action where misconduct is found.
3.4.3	If you’re ever unsure whether something may be considered bribery, speak to your manager or the Director of Finance and Resources. Related policies include our anti-bribery, anti-fraud, whistleblowing, and financial regulations.
3.5	Conduct Outside of Work
3.5.1	We recognise and respect that colleagues have a personal life outside of work. That said, when behaviour outside the workplace is unlawful, harmful, or clearly inconsistent with our values—or where it affects working relationships or could impact the reputation of the College—we will need to respond appropriately.   In such cases, this could involve action under our disciplinary procedures.
3.6 	College Property
3.6.1	We ask all staff to take care when handling our property, money, and equipment. Misuse or theft of resources is a serious matter and may lead to disciplinary action. Therefore, if you become aware of any concerns regarding misuse, please promptly report to your manager.
3.7	Confidentiality
3.7.1	Protecting personal and sensitive information is everyone’s responsibility. Please keep all student, staff, and College information secure and only share it when it is appropriate and authorised. If you’re ever unsure, seek guidance before disclosing information.
3.8	Conflict of Interest
3.8.1	Employees are expected to be transparent about any personal, financial, or other interests that may influence—or appear to influence—their professional judgement or actions. If in doubt, it’s best to declare a potential conflict to your manager so that it can be managed appropriately.
3.9	Data Protection
3.9.1	We’re committed to respecting individuals’ privacy and complying with data protection laws. Staff should only access or use personal data where it is necessary for their role, and always in line with College policies.
3.10	Dress and Presentation
3.10.1	We ask staff to dress in a way that is professional and appropriate to their role, keeping in mind health and safety requirements. If you’re ever unsure about what’s appropriate, please speak with your manager, who will be happy to offer guidance.  
3.11	Equality, Diversity & Inclusion
3.11.1	Our College is committed to creating an inclusive and welcoming environment for all. We value and respect individual differences and expect all employees to promote equality, challenge discrimination, and treat others with dignity.
3.12	Financial Regulations 

3.12.1	We all follow the College’s financial regulations, which support good financial management and control.  Any breaches may be addressed through our disciplinary procedures.
3.13	Gifts and Hospitality
3.13.1	Staff should avoid giving or accepting gifts or hospitality that could be seen as an attempt to influence a decision or create a sense of obligation.   This does not apply to small, low-value tokens of appreciation given in good faith. If in doubt, please check with your manager.
3.14 	Health & Safety
3.14.1	Everyone has a part to play in keeping our College safe. Please follow health and safety procedures, report hazards promptly, and contribute to our culture of safety and wellbeing. Where responsibilities are not met, this may need to be addressed through our disciplinary procedures.
3.15	IT, Email and Internet Use
3.15.1	Our IT resources are there to support your work. Please use them responsibly and in accordance with the College’s acceptable use policies. Inappropriate use, including anything that could be considered offensive, discriminatory, or illegal, is not permitted.
3.16	Police Enquiries 
3.16.1	If you are subject to a criminal investigation, charge, caution, warning, or conviction, we ask that you inform us as soon as possible. Not doing so may lead to disciplinary action.
3.16.2	Being involved in a police matter does not automatically result in disciplinary action. We will consider whether the situation affects your role, your suitability to carry it out, or the College’s reputation. Where needed, we will investigate and follow our disciplinary procedures. We may decide to act before any legal proceedings are concluded depending on the circumstances.
3.17	Press or Media
3.17.1	If you’re asked to speak to the press or media about anything related to the College, please check in with our Director of Marketing and Learner Recruitment first. This helps us make sure the right message is shared.
3.17.2	Trade Union representatives acting in their official role don’t need to follow this, but we keep each other informed about any statements that might affect either side.
Sharing information without checking first could lead to disciplinary action, so please be sure to follow this guideline.
3.18	Personal Relationships between Staff Members

3.18.1	We ask all staff to disclose any personal relationships with colleagues—whether existing before employment or developed during your time at the College.  This is particularly important where the relationship could give rise to a conflict of interest or affect professional boundaries. Please speak with your manager, or a member of the HR team.  
3.18.2	Disclosures will be handled with respect, dignity, and confidentiality.  Please note your manager may need to consult HR or senior colleagues on a strictly need-to-know basis. Where necessary, reasonable steps will be taken to manage any potential conflict, which may include adjusting working arrangements. These decisions will always be discussed with you first.
3.19	Personal Relationships with Clients or Service Providers

3.19.1	If you have, or develop, a personal relationship with a client or service provider that could impact professional boundaries or lead to a perceived conflict of interest, please speak with your manager. Disclosures will be treated sensitively and in confidence. If you're unsure how to proceed, seek guidance from your manager.
3.20	Social Media
3.20.1	Social media content is often public and long-lasting—so we ask everyone to communicate responsibly and in line with our social media guidelines. These are regularly updated as platforms evolve, so please check them often.
3.20.2	We are all personally responsible for online posts.  Posts that bring the College into disrepute, even if shared outside work or clearly marked as personal views, may lead to disciplinary action, up to and including dismissal. If concerns are raised about online content—images, posts, or comments—these will be investigated in line with our usual procedures.





Section Two – How we work with Students 
3.21	Behaviour Management and Physical Intervention   
3.21.2	We treat all students with dignity and respect, and we expect the same in return. We avoid any language or behaviour that could be seen as degrading, sarcastic, or aggressive, recognising the impact this can have on the learning environment. 

3.21.3	We only consider physical intervention when it’s strictly necessary to prevent immediate harm or serious disruption. We understand that using force without clear justification is never acceptable—it goes against our values and may be treated as a disciplinary or even criminal matter. We aim to handle challenging situations with professionalism, care, and a focus on de-escalation whenever possible.
3.22	Communication with Students
3.22.1	We maintain clear and professional boundaries in all communication with students, regardless of the method. We don’t share our personal information with students, and we avoid asking for theirs unless it’s appropriate to our professional role. If a student tries to establish personal contact, or if contact happens coincidentally outside of College, we use our professional judgment and respond in a way that is transparent, appropriate, and open to scrutiny. 

3.22.2	We use only College-approved channels—such as college phones and email addresses—for communicating with students. We don’t give out personal contact details, including mobile numbers, personal email addresses, or social media handles, unless this has been explicitly agreed in writing with a member of the senior management team.   Where you are contacted by a student through a personal or inappropriate channel, please report it to your manager. 

3.23.	Curriculum Topics
3.23.1	We recognise that some curriculum areas may involve sensitive or potentially explicit content. We take care to ensure any resources used clearly support planned learning outcomes and are appropriate for the context. If a discussion arises unexpectedly, especially around sexual or sensitive topics, we use our professional judgment and seek guidance from management when needed. We avoid inappropriate discussions of a personal or sexual nature.
3.24	Disclosure and Barring Service

3.24.1	We are committed to upholding the principles of safer recruitment to maintain a safe and supportive environment for everyone at the College. As part of this commitment, we carry out DBS checks for all new starters, and occasionally, existing staff may be asked to complete updated checks. When we ask you to participate in a DBS check, we appreciate your full cooperation. This helps us all uphold our shared responsibility for safeguarding.  Please be aware that not completing a requested check may result in disciplinary action.

3.25	Disqualification by Association (Childcare Disqualification Regulations 2018)
3.25.1	We are required to carry out checks to ensure we do not employ anyone disqualified from working with children in our on-site nursery. These checks take place before employment begins, but staff must also inform us of any relevant changes in their circumstances. We may carry out ongoing checks, and all staff are expected to fully cooperate and provide any requested information. This helps us manage safeguarding risks effectively. Failure to engage may result in disciplinary action.
3.26	First Aid / Medicine 
3.26.1	Only trained staff should administer first aid or medication. Students should be encouraged to self-administer where possible, and health care plans should be in place where regular medication is needed.
3.27	Gifts
3.27.1	Accepting or giving gifts must be handled with care to avoid any appearance of bias or impropriety.  Small, occasional tokens of appreciation are acceptable, but significant or regular gifts are not.
3.28	Home Visits
3.28.1	Home visits should only occur when strictly necessary and with appropriate risk assessments in place and advance senior management approval. Visits should be planned to ensure staff and student safety, and preferably involve another adult.
3.29	Intimate Care
3.29.1	Where intimate care is necessary, it must be handled with sensitivity and dignity, involving another adult where possible. Plans should be agreed with parents and promote the student’s independence.
3.30	Infatuations
3.30.1	Learners—or, in some cases, their family members—may develop infatuations toward staff. These situations should be handled sensitively, with care taken to protect the dignity and wellbeing of everyone involved. You should ensure you remain alert to the risk of misinterpretation and report any concerns about inappropriate attention or behaviour to your manager without delay.

3.31	Photography and Videos
3.31.1	We often celebrate learning and achievement through photography, video, and creative work. When doing so, we follow the College’s guidance on consent and image use, in line with data protection laws.  Images of students are considered personal data, and we seek appropriate consent before taking or using them for displays, websites, or publicity.
3.31.2	We remain aware that images can be misused, and we take steps to ensure they are handled sensitively, stored securely, and only accessed by authorised staff. We also respect students’ wishes if they prefer not to be photographed.
3.31.3	We use only College-approved equipment for capturing images—not personal phones or devices—and we are clear about the purpose, storage, and intended use of all media.  We involve management where needed and ensure all images can be reviewed and justified if required.
3.31.4	We follow the principles below: - 
· If a photograph is used, avoid naming the student. 
· If the student is named, avoid using the photograph. 
· Photographs/images must be securely stored and used only by those authorised to do so. 
· Be clear about the purpose of the activity and about what will happen to the photographs/images when the lesson/activity is concluded. 
· Ensure that a senior member of staff is aware that the photography/image equipment is being used and for what purpose. 
· Ensure that all photographs/images are available for scrutiny in order to screen for acceptability.
· Be able to justify the photographs/images made.
3.32	Physical Contact

3.32.1	We ensure that any physical contact with learners is appropriate, proportionate, and aligned with our professional responsibilities. Contact must never be secretive, for personal gratification, or represent a misuse of authority. Where regular physical contact is required—for example, as part of personal care or support—it must be guided by a formal care plan and agreed with management. Wherever possible, we seek the learner’s consent and remain attentive to their responses to ensure they are comfortable. Any physical reassurance offered must be age-appropriate and should never be open to misinterpretation. If we are ever unsure about the appropriateness of physical contact, we seek advice from a senior manager without delay.
3.33	Safeguarding
3.33.1	We all share responsibility for safeguarding. It’s essential that we know and follow our internal policies and procedures, attend all required briefings and training, and stay familiar with the statutory guidance in Keeping Children Safe in Education (available on the DfE website and updated annually). This is not optional — safeguarding is a vital part of everyone’s role, no matter your position.
3.33.2	If concerns or allegations arise about a member of staff, we treat them with the utmost seriousness. We follow our safeguarding procedures and ensure full compliance with statutory guidance including taking appropriate advice from the Local Authority Designated Officer (LADO) to prioritise the safety and wellbeing of students and staff.
3.33.3	Further information can be found in our Safeguarding Policy and Procedure.  Please also refer to the KCSIE guidance.  
3.34	Safeguarding: Personal Relationships with Students
3.34.1	Under the Sexual Offences Act 2003, it is a criminal offence for anyone in a position of trust to engage in sexual activity—including sexual touching—with a learner under the age of 18 who is in their care. This applies regardless of consent and includes all staff working in an educational setting.
3.34.2	As professionals in a position of trust, we do not enter into - or seek to pursue - intimate or sexual relationships with any learner, including those over the age of 18, recognising the risk of perceived or actual abuse of trust and professional standards.  
3.34.3	We maintain appropriate professional boundaries at all times, ensuring our conduct is transparent, consistent and respectful.  We avoid any behaviour that might encourage learners to go beyond those professional boundaries.
3.34.4	We do not engage in inappropriate conversations about sexual matters with or around learners, recognising the impact this can have on trust, wellbeing and professionalism.
3.34.5	We recognise that social contact with students under the age of 18 or vulnerable adult learners for the purpose of friendship or personal connection is never appropriate. If such contact is initiated by a learner, we exercise sound professional judgement and remain mindful of how our actions could be perceived.
3.34.6	We recognise that platonic friendships - relationships without any romantic, physical or emotional intimacy - may exist between staff and learners over the age of 18 years outside of the workplace.  In these cases, we apply professional judgement in such cases and ensure our conduct is open, appropriate and capable of standing up to external scrutiny.  
3.34.7	For further guidance, please refer to the College’s Personal Relationships Policy.
3.34.8	These expectations are in place to protect both staff and learners, and to uphold the integrity of our professional environment. They are strictly enforced. A breach may result in disciplinary action, including potential findings of gross misconduct. Where appropriate, we may also make safeguarding referrals, including reporting to external agencies such as the LADO, the police or the DBS service. 
3.35	Social Media / Online Communication
3.35.1	We do not accept or initiate social media contact with current learners or with former learners who are under the age of 18. Online friendships with individuals over the age of 18—including current or former students, parents, and governors—are discouraged in order to maintain professional boundaries. Where such connections do exist, we ensure our conduct remains professional, transparent, and appropriate at all times.
3.36	Transport Arrangements
3.36.1	We ensure that any transport arrangements involving learners are pre-approved and, where possible, supervised. We only use vehicles that meet all legal and insurance requirements. Offering lifts to learners outside of our normal working duties must be pre-authorised, and any emergency transport provided must be recorded and reported to management without delay.
3.37	Using Professional Judgement
3.37.1	This Code of Conduct is designed to support a positive, inclusive, and safe working and learning environment. We are trusted to use our professional judgement in situations not specifically covered in this Code of Conduct or other college policies. If we are ever unsure about how to proceed, we seek guidance from our line manager.  
4.	Accountabilities
4.1	The Board of Governors holds overall accountability for the effective implementation of this policy.
4.2	Senior and middle managers are responsible for communicating the policy and ensuring its consistent application within their areas of oversight.
4.3	All staff are expected to read, understand, and familiarise themselves with the contents of this policy.
5.	Associated Documentation 
· Safeguarding Policy Framework (available on Sharepoint)
· HR Policies (available on Sharepoint)
· Keeping Children Safe in Education (available on DfE website) 
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