Saint,
John’s

college school

Cambridge — Nanjing

Code of Conduct for Staff
AT RS

This Code of Conduct should be read in conjunction with the following:
AT N5 W RLEE G T B N 45 B2

e Whistleblowing Policy

o RSB

e Safeguarding and Child Protection Policy

o DREEA)LE R BUR

e Protocol for Requesting Approval for Private Tuition

o HUFHLUERAZ NN

e Behaviour Policy

o ITAHABUE

e Anti-bullying Policy

o SUIRKAEBUE

e Cyberbullying Policy

o IR EEBUR

e Guidance for Safer Working Practice for Adults who Work with Children and Young

People in Education Settings

o NEHBMEIH S )L ANDFEILE R A N TR T 22 4 1) TAE SCBcE

e Health and Safety Policy

o fHBE S ABUR

o First Aid & Medical Welfare Policy

o SRR T AR A R

e Acceptable Use Policy

o AIFEERATHEUR

e Digital Devices Guidelines

o HrWHihE

e Physical Restraint and Use of Reasonable Force Policy

o HRLIN S G EANHBUK

e Searching and Confiscation Policy

o U FIBUHE

e Intimate Care Policy

o Wi HERLBUR

e Use of Mobile Phone Policy

o Rl HLIEHAT H UK

e Anti-Bribery Policy
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https://www.sjcs.co.uk/sites/default/files/styles/Policies/SJCS%2520Whistleblowing%2520Policy.pdf
https://www.sjcs.co.uk/sites/default/files/styles/Safeguarding/Protocol%2520for%2520Requesting%2520Approval%2520for%2520Private%2520Tuition.pdf
https://www.sjcs.co.uk/sites/default/files/styles/Policies/SJCS%2520Behaviour%2520Policy.pdf
https://www.sjcs.co.uk/sites/default/files/styles/Policies/SJCS%2520Anti-Bullying%2520Policy.pdf
https://www.sjcs.co.uk/sites/default/files/styles/Policies/SJCS%2520Cyberbullying%2520Policy.pdf
https://www.sjcs.co.uk/sites/default/files/styles/Safeguarding/21%2520Guidance%2520for%2520Safer%2520Working%2520Practice%2520for%2520Adults%2520who%2520work%2520with%2520Children%2520and%2520Young%2520People%2520in%2520Education%2520Settings%2520%2520March%25202009.pdf
https://www.sjcs.co.uk/sites/default/files/styles/Safeguarding/21%2520Guidance%2520for%2520Safer%2520Working%2520Practice%2520for%2520Adults%2520who%2520work%2520with%2520Children%2520and%2520Young%2520People%2520in%2520Education%2520Settings%2520%2520March%25202009.pdf
https://www.sjcs.co.uk/sites/default/files/styles/Policies/SJCS%2520Health%2520%2526%2520Safety%2520Policy.pdf
https://www.sjcs.co.uk/sites/default/files/styles/Policies/SJCS%2520First%2520Aid%2520%2526%2520Medical%2520Welfare%2520Policy.pdf
https://www.sjcs.co.uk/sites/default/files/styles/ICT%2520Guidance/01%2520Acceptable%2520Use%2520Policy.pdf
https://www.sjcs.co.uk/sites/default/files/styles/ICT%2520Guidance/09%2520Digital%2520Devices%2520Guidelines.pdf
https://www.sjcs.co.uk/sites/default/files/styles/Safeguarding/25%2520Physical%2520Restraint%2520and%2520Use%2520of%2520Reasonable%2520Force%2520Policy.pdf
https://www.sjcs.co.uk/sites/default/files/styles/Policies/SJCS%2520Searching%2520and%2520Confiscation%2520Policy.pdf
https://www.sjcs.co.uk/sites/default/files/styles/Policies/SJCS%2520Intimate%2520Care%2520Policy.pdf
https://www.sjcs.co.uk/sites/default/files/styles/HR/24%2520Use%2520of%2520Mobile%2520Phones%2520Policy.pdf
https://www.sjcs.co.uk/sites/default/files/styles/Finance/04%2520Anti%2520Bribery%2520Policy.pdf

o SIEMSEUR
e Staying Safe Guidance for Staff regarding Children on Overnight or Extended Trips
and Tours

o N THRHERT LB R ARAT AR I B 1 % 4245

This policy applies to all staff, volunteers and contractors, paid and unpaid, working in the
school including governors. The policy also applies to non- employed resident adults. All
School Policies referred to in this document are available in the staff handbook on the
School website www.sjcsnj-edu.cn and hard copies can be obtained from the HR
Department.

AECREH TOFEHREANKAER TR R T, SEFENKERE, LRG3
HiKe ABURWEH TSR . RS R FRBUR & 7] 72 28 W i
www.sjcsnj-edu.cn 1) 5 TFME G, FHA] R A R IRE R B RS UL,

Principles
JE )
e The welfare of the child is paramount (UK Children Act 1989).
o JLEMMAERET LK (1989 I [EH JLE L")
e Staff should understand their responsibilities to safeguard and promote the welfare
of children.
o TN HIEAMATA TTERIE I 3 ) LEE B4R A
e Staff are responsible for their own actions and behaviour and should avoid any
conduct which could lead any reasonable person to question their motivation and

intentions.
o DUTXHEATEIAAS LA TT, F I AT 0] e S BULA IE 5 N5 S S LAN
=EMATHN

e Staff should work and be seen to work in an open and transparent way.

o ATMUAATFAEIN T TR, FHikss AU TAET :UATFHE]

e Staff should behave professionally, treat all pupils with respect and ensure that their
behaviour does not inadvertently lay them open to allegations of abuse.

o RTLRILENIES XA S, HMREAT AA ST E R ERT

e The same professional standards should always be applied regardless of culture,
disability, gender, language, racial origin, religious belief or sexual identity.

o LiRIAk. BRI, MR TEE . MRS SREUSEAERNARE, #N G2 E
F [RIARE Bl br

e Staff should continually monitor and review their practice to ensure they follow the

guidance contained in this code.

o DU NAZANBr I AN AL B B, DU OR I8 <3 Ao I 60,35 i 4 5 RELAR

Propriety and Behaviour

FLAXZEIE

e Staff are expected to adopt high standards of personal conduct in order to maintain

the confidence and respect of all those with whom and for whom they work.

o DT NCRAIREARMER N AAT Y, L4ERF S R H A0 61 TR S AR AN 8
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https://www.sjcs.co.uk/sites/default/files/styles/Safeguarding/11%2520Staying%2520Safe%2520Guidance%2520to%2520Children%2520in%2520Higher%2520Risk%2520Settings.pdf
https://www.sjcs.co.uk/sites/default/files/styles/Safeguarding/11%2520Staying%2520Safe%2520Guidance%2520to%2520Children%2520in%2520Higher%2520Risk%2520Settings.pdf

Staff have an individual responsibility at all times to ensure appropriate use of school

property and resources.

o A TTIRLANCE BRI P 1 B4 F i 4 A N 54T

e Staff should understand the need to act as good role models for pupils. This includes
their work in school and on school trips. They also have a responsibility to maintain
public confidence in their ability to safeguard the welfare and best interests of pupils.

o LN T fENFAEMI RIFPFERDLE ., OISR RIRAT I TAE . [H
I DAL LR 2 AR AR B 25 A AR R A e AR 2 1) e 7 A 0

e Staff should understand and be aware that safe practice also involves using judgement
and integrity about behaviours outside the work setting. Behaviour in their personal
lives may impact on their work with pupils and the reputation of the school.

o TN T I INRE, 2kt Ront TAEREL LLANRAT Do FH 40 i 7 i
& AT NAETE AT NPT RS M 2 AR TAR 5 i %

e Staff conduct and performance must not be adversely impacted by alcohol or drugs
when undertaking their duties Cincluding on school trips ) . lllegal drugs are
prohibited on site. Consumption of alcohol is not permitted on site except at school
functions or when otherwise agreed by the Head that modest amounts of alcohol may
be consumed. Resident Staff may consume modest quantities of alcohol in private
accommodation. Smoking is not permitted on site.

o RTAEBATIRTIN CEFEZERIRIT) BT AR IALT 32 BS54 1 (1) A F)
SO . AR IEAERS AT ARVE 299 . BRI S), BUAA K [R] B AT S G 4,
BIAFAERE N o AEAL B TR AERANAT T D B . AR A28 LR IRCAA

e Staff should be aware that any unlawful discriminatory behaviour or other conduct
which brings the school or profession into disrepute will result in disciplinary action.

o T NHNE, ARG R ENL N B W AEEBAT N AR ATy, # B

EREEY (N

Attendance and Punctuality

H 8 55 MR

e Staff should make every effort to attend when required to do so. If a member of staff
is going to be unavoidably late/delayed or is ill, they must report the absence as soon
as possible to the HR Administrator and their Line Manager.

o WAFRE, ALRR VIS . a0 5 TR AT b ) J DR R 3 /48 S A
Wi, WS R ) N HE B DL B Bk TS S .

e Inthe case of planned absence, authorisation must be sought from the Head.

o EFRISEIIGILT, DAL HIFHTE,

Dress and Appearance
ERGHER
e Dress should be smart, appropriate to the role and not likely to be viewed as offensive,
revealing or sexually provocative. It should not distract, cause embarrassment or give
rise to misunderstanding. Denim is not permitted.
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o ERMZMAET . TEPITE ST, MIFEMRMNEL. 2 EE Pt
IR EHRANN T BOER J1. SHEMIG B 5 R 7 & AR A
WIVFI

Health and Safety and First Aid
R, #&253%

e All Staff have a duty to ensure that a safe working environment exists. Fire and
evacuation procedures must be adhered to and Staff are required to familiarise
themselves with the procedures and their responsibilities as set out in:

o JIH R THAE TAEMIRZ AN TIEME ., LAUESH P B BET, 2R R
TRARIX AL S L LA BUR PR 91 4F:

o Health and Safety Policy
BRRE ZEBUR
First Aid Policy
SRR

O O O

Transporting pupils
Bkt
e Staff should not transport pupils in their own vehicle other than on approved School
business with permission of the Head or in the case of emergency.
o HTAMMIHAECHERREERYE, BRIFLRKIFAI T B2 H 0
e A member of staff should never be alone in a vehicle with a pupil.
o RITHANGFAERMEBELE
e Wherever possible and practicable, transport should be in a vehicle other than a
private vehicle, with at least one adult additional to the driver acting as an escort.
o FERIHEMTIATHIMGNL T, A T RN MK E SN, JEERAIL LA 20
A — 2N

Accident and Incident Reporting
R REHERE
e An accident report form should be completed for all accidents on site. A copy of the
form should be given to the School Healthcare Teacher, the Head, and Foreign Head
and other staff as appropriate to the circumstances.
o RWIIEHMPIHEHKINER. BKAIAN KRG FEZRP L. WHEEE. [
e A7 T R A AR =< 52 T

External Activity
S ERTESN
e Any outside work or activity which may conflict with the interests of the school or
which makes use of school resources or property must always be agreed in advance
with the Head. The use of school resources and property for personal purposes is not
permitted unless agreed by the Head.
o AEATT AT e 5 A R fd AH e R BRI FH SR R BV R R AR AR BGE ), R A
RGNS FERC . BRAERKRER, & WA 78 5 &7 = AR

MWNIEEIH
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https://www.sjcs.co.uk/sites/default/files/styles/Policies/SJCS%2520Health%2520%2526%2520Safety%2520Policy.pdf
https://www.sjcs.co.uk/sites/default/files/styles/Policies/SJCS%2520First%2520Aid%2520%2526%2520Medical%2520Welfare%2520Policy.pdf

Use of Personal Mobile Phones

NN Bl L B

The school recognises that personal mobile phones have the potential to be used
inappropriately. Mobile phones should never be used to take photographs of or video
children.

FIRUN RIS 5 F RN NG TS . FOLR DT F IR L BRI S 2
R

See Use of Mobile Phones Policy.

i 2 A 3 e 1l A B

The term ‘phone’ in this policy denotes mobiles phones, iPods, iPads, MP3, MP4 players,
cameras and any similar portable electronic devices. This policy also contains guidance
specific to EYFS.

AP F B — TR 2 FHL. iPod. iPads MP3. MP4 fFiles. HEAHHLAT A2
AU 7B . BUSRISIE 005 EYFS B BAATE S

Use of Technology, Electronic Communications and Storage of Images

ﬁ%ﬁﬁ HL 315 AN MR A

The Acceptable Use Policy should be followed at all times.

o WIRZIEAE R HE 32 Al BUR

e Staff must ensure that they establish safe and responsible behaviours in their use of
electronic communications and when online. All staff must have read and signed the
Acceptable Use Policy.

o O T AZBAARAEAS Y FL IS RO AE 25 0 B IR E AT 2 2 A ST AT N . PRE L
WO 5] 52 25 28 ] 4 52 Al FH UK

e Staff are expected to use Information Technology in the course of any lesson only as
an aid to teaching. Staff should not be sending or receiving work or personal emails
or accessing the internet other than for the purpose of teaching. On the rare
occasions when teacher input may not be needed by children (e.g. during atest) a
teacher’s paramount duty is to supervise the children. Use of email or the internet
for work purposes may be undertaken only if the supervision of the children remains
secure. Staff should not at any time use personal devices, e.g. mobile phones or
tablets, to access the internet during lesson times.

o TEARfTERREH, A THLLAUNAEE BHEARVENEC AR TBRAEH . & TAG
ﬁ?ﬁ#u%mam RAR BN TARE B N HB e B 7E A IG5
N, JLEATREA TR EZUNRBN (FanZEaliHnD , BUnm e ER 52 R L
%oﬂﬁﬁﬁﬁ%%WQAEWMﬁF A 6eN 7 TAE H B4 A R e
Mo 5% AN SAEARARTISHBASE FH AN N #%,  AnE S BRI 18182 2)) L i Bl-P A re i
A

e Staff should have a thorough knowledge of the school’s Cyberbullying Policy.

o AT NATH T ARSI 25 R UK

e Staff must log off when they leave a computer.

o DU ESTT HLIG IS LB o

e Staff must never allow visitors to use their log on details.
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https://www.sjcs.co.uk/sites/default/files/styles/HR/24%2520Use%2520of%2520Mobile%2520Phones%2520Policy.pdf
https://www.sjcs.co.uk/sites/default/files/styles/Policies/SJCS%2520Acceptable%2520Use%2520Policy.pdf
https://www.sjcs.co.uk/sites/default/files/styles/Policies/SJCS%2520Cyberbullying%2520Policy.pdf

o DATTZEANRE FOVF VT 248 A AT ) 6 VR A B R

e Staff should keep social networking profiles private and refrain from joining groups
that are directly linked to St John’s.

o N TNILRIFFHAT ML IREAL, BERINAN S L5 B S A4

e Staff should refrain from making comments about St John’s or discussing St John’s on
their personal social media networks.

o TN B AE AN NAEAE 4% BSR4 BRI XL

e Pupils and ex pupils under the age of 18 should not be ‘friends’ or ‘contacts’. Staff
should have no online contact with ex pupils under the age of 18.

o 18 JHX LTI AERNFIFAEAN BN AR S BR RN R TARE 18 A% LA
NIRRT EECR

e Staff with their own website should keep private details off the website and guard
against giving out information which could bring the school into disrepute.

o A H T G LA LE W 0 it 5 B R I3 G it 75 AT RE 40 T I A4 B 1R B

e Email exchanges with pupils should be for professional purposes only, using the school
email system alone, with the use of appropriate formal language and salutations. Staff
should be aware that any email can be forwarded (or if deleted can be retrieved), so
should think before sending.

o SRR MMALR T Lo B 1, AUE SR A RS,
F3d 4 1 I 2008 5 MR xE . 5 T R0E R B ATHR AR AR T e k. (Bl v DU &
IR M BEAE) 5 Bt DUAE R IR B A 2 Hi N AZAE B 2% 8

e When using e-mail, Staff need to be aware of the less formal style that can characterise
this form of communication and ensure that e-mails do not convey an inappropriate
tone.

o FEATFHHLFHBARE, 51 TR R IR BX A 8 7 A R AR IER, FEEh R
L7 BB AN AR AN S BT

e Staff should never photograph pupils using their own cameras unless using a memory
card provided by the school. Best practice is to book a camera in advance or arrange
for photographs to be taken by the school photographers. All photographs taken of
the children should be uploaded on school computers only.

o RTAGHHE CHMHNME A ERK , BRIEEHERRMEN A~ Rl
VR AR BT TIE ML B2 HE e 2 S S M40 5 I8 o AT 4 S JL B G RS
AR B A R L

e |tis not appropriate for Staff to take images of pupils for their personal use. However,
working with pupils may involve the taking or recording of images. Any such work
should take place with due regard to the law and the need to safeguard the privacy,
dignity, safety and well-being of pupils.

o HMTAEKHEIMNNHEAEREE . R, 54 ETRE LBIEG
HOHA S BT 3¢ o ATART 1 2R T A 0 N AE S8 STV R I 1 O T b AT, e A4EdP o
AR B AR

e When taking photographs, Staff need to remain sensitive to pupils who appear
uncomfortable and should recognise the potential for such activities to raise concerns
or lead to misunderstandings.

o MR AN, LT EEBHOR IR A E WA, IFH N IZINR
X AE BN 7T e 5| AL R TE B BUR
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Images should be stored securely on school hardware and be used only by Staff
authorised to do so. When images are used, the pupils in them should not be named.
KA N 22 4 AP AR AE BT b, JRABER B I R TAE . S0 H BB
I, BRI AR A N A 4

Whistleblowing

Kz

The school has a Whistleblowing Policy. Where a member of staff has good reason for
concern regarding the conduct or competence of a colleague, they should follow the
procedures in the policy. This is particularly important where the welfare of children
may be at risk.

ARERABUE . 29— 4% 0 1A 20800 B i i 5E A S A7 A BRE ) I 22 I
AT TN I SF BUR IR o 28 ) LR AR 52 31 B Bip IR sbt T o 0 B 22

All staff have a duty to report themselves if there is any reason why they may not be
able to carry out their duties effectively or if there is anything that may affect their
ability to work safely with children.

WA AT A REA B ATIR 57, B G AR AT RE 2 At A1 5 ) LB 22 4 T
YEMIRE ST, WIFTA 2 THE 55 BRI

Any worries about pupils should be viewed as safeguarding issues and reported to the
Designated Safeguarding Lead following the procedures set out in the Safeguarding
and Child Protection Policy. Any worries about colleagues should be reported under
Whistleblowing.

AR R ARG, BRIy OREE )@, I N 4% B IR B 5 )L B 2 B
MR, e e M IRBEST SRS . ATATX [R5 B4R 0 L2 o 45 BUR i
Pa =N

= o

Professional Judgement

A b

On very rare occasions, there may be a time when staff must make a judgement in the
best interests of the pupils in their charge which contravenes this guidance or for
which no guidance exists. Such judgements should always be recorded and shared with
the Head and Foreign Head. The parent or carer must also be informed where
necessary. In doing so, individuals will be seen to be acting reasonably. Staff should
always consider whether their actions are warranted, proportionate and safe, and
applied equitably.

EAERFE WA AT, ATREAELE B T AU T AT AT 77 B3 1 22 A 1 de K 2 1
it AR FEAR AR TC TR T ol E B I B e W B2 UG 28 T Lhid s o 5 [ K A4
TTREKILE . HRE, SR EURORL . X, AN S ARAE
TRIEW N . R TNZIRAFZEMATRAT IR GG, &SIt ee, IEa-Fil
L FH o

Confidentiality

RE

Staff may have access to confidential or personal information about pupils or
colleagues in the process of undertaking their everyday responsibilities. They should
never use this information for their own or others’ advantage (including that of
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https://www.sjcs.co.uk/sites/default/files/styles/Policies/SJCS%2520Whistleblowing%2520Policy.pdf

partners, friends, relatives or other schools/services). Confidential information about
a pupil should never be used casually in conversation or shared with any person other
than on a need-to-know basis and never be used to intimidate, humiliate or embarrass
the pupil.

o HITAEMNEEHHEIATT ARG, A REIR A1 o0 A Bl F S 1) PR B B B
RATEXEEEHT A S8 B CBFEHEA. A SR8 BT h 72/ ik
%) o RTHAEMREE B4 A 0] b B IR B SR 7R 2 T ZE R
PIAMI NG 55, SRANTT T2 25 5% 20 A sl 2 AR w3

e Information about pupils, parents or colleagues must never be disclosed to telephone
enquirers. Staff should ask the enquirer to put the request in writing so that it can be
dealt with appropriately.

o HRTA. FKEFEIHENEEAAREIE R4 B RWE . 7 TN ER M A L
HE AR HIE R, M E b2

e There are some circumstances in which a member of staff may be expected to share
information about a pupil, for example when abuse is alleged or suspected. In such
cases, individuals have a duty to pass on information without delay, but only to those
with designated child protection responsibilities. If in doubt about whether to share
information or keep it confidential, staff should seek guidance from the Head or
Foreign Head.

o TEFRLAELT, RATWRESWERDZEFRFENGR, i, PIEEsrsEE
ARERAT N EXMIHRT, MAAXFEA BT R, HASAETE
€ JLBEARIP THUERI N o WA 5 7> EE R 2 AT BARAESE A, ) 53 T8 N fel K Bl
A7 AL TR RS

Good Practice

B S

Staff must be prepared to provide support and comfort to children during times when there
may be stress at school, worry about problems at home or homesickness. We need to attend
to a child’s welfare and needs without becoming unduly concerned that we may be doing
the wrong thing. Nevertheless, the boundaries of what is acceptable without being over-
intimate need to be clear and the following guidance is offered to staff:

TR AES, WHEFRIE 7. 0 5K E i) BB AE K 1 LE R S R %2
Bl WA ER LE AR BT o0 RNTATSEA 3R A, T 2ZHmT DA
ZARNANE T SRB R AR, DU 2 7 THR A 45 -

Communication and Contact with Pupils
5 524 1 VR B A ik
e All communication and contact between pupils and adults should take place within
clear and explicit professional boundaries.
o TEA R R N 22 8] B V7)1 388 R ik LA 7 BT B TR SRR N AT
e Staff should also be circumspect in their communications and contact with pupils so as
to avoid any possible misinterpretation of their motives or any behaviour which could
be construed as grooming.
o DATTAE R A VAN ik St N A, DLIBE S N LU AR TR R, BRAE AT AT
REAE fF L B T IRAT o
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Staff should share concerns with the appropriate member of staff, usually the Class
Teacher, Head and Foreign Head.

AN SHKE R T, @R FIEEN. RSN R Z M

Language

=1FH
=R
°
[ ]

Staff should not swear or use offensive language in front of pupils

G AN NAE 7 AR TR JE 25 B0 B R 5

Staff should not use language which is discriminatory and demeaning in relation to
gender, religion, ethnicity, sexual orientation, disability or age
RUARAEHAEER . SR8 R MEEUA . B B8 U7 T B B AR R
(SEAI=RE

Staff should not make sexual innuendos or any comments of a sexual nature (other
than in the context of SRE in the PSHEE curriculum), nor make any comments
trivialising alcohol or drug abuse

T TANAE YRR R BT AT PEAE OGP (PSHEE BRFEH ) SRE A FRAN) , A
JEXF FN P B 24 ks R AR AT AT e IR VP

The use of sarcastic, demeaning or insensitive comments towards young people can
also be regarded as a form of abuse which is potentially very damaging and must be
avoided

XA A IR S AR BN BURR () PE AR AT DA A — P RT Be R A 1 E Ay
B, 2N DL

It is recognised that, in order to discharge particular pastoral responsibilities, staff may
from time to time need to engage in conversation with children which covers sensitive
matters. Staff must use their professional judgement to ensure that they are not drawn
into areas inappropriate to their duties or their relationship with the pupils concerned.
In circumstances where such conversations occur, staff must let the Head and/or
Foreign Head know immediately

MITWRE], T JBATHRE AR DT, 03 TR REAN I 75 225 98 S BURk v )
JLEHAT R 2 TR EARAT B Lol A W, B CRARAT T A BE 5 N 5 ARATT IR
TS A R AR R RAAHFRA I . A AR BESEXT TR I, 5% T 200 B i
IR VEI W ITRS

One-to-One Situations

—X—HIELR

One-to-one situations have the potential to make pupils more vulnerable to harm by
those who seek to exploit their position of trust

X B E AT AT RE A A AR B 5 32 B I e M R B AR HBAL I N 45
Staff may also be more vulnerable to unjust or unfounded allegations being made
against them

G AR AT E BE 2 5 32 B0 AAT T4 AN A TE B2 AR 48 4%

When one-to-one situations occur, reasonable and sensible precautions must be taken
to ensure the safety and security of pupils and Staff alike
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=X — WG LR AT, DA IR A B AN B R TR FE i, DARROR 2 A AR T
) 22 4 MR P

Teachers of individual lessons, i.e. music and individual needs (including SEND)
should endeavour to ensure that their teaching takes place where visual contact with
others can be maintained

ASTICRAZ BN, 1003 2R AMAT K CRLHE SENDD) 55 1 ORAE 5 it N ORFF
P58 R R 15 0D BEAT B

Avoiding Misinterpretation
b
Staff should:

AN
[ ]

try to model appropriate boundaries regarding personal space

SR N A S 4 1) 5 IR

avoid special relationships or rumours of having ‘favourites’

SRR IR S R B )L S S

avoid spending unequal amounts of time with a given child or group of children
WG AR TE B B — B T & AT AP 25 [ I [

be wary of forming ‘special’ relationships with particular children’s families that
might compromise them professionally

N0 5 5E T I 2K B T A I 3L T M AR “HRF IR % 2

be aware of how their actions may be interpreted by others looking in from outside
RSN A0 B S AT MR

be observant of the behaviour of colleagues and, if they feel that their actions could
be seen by others as inappropriate, tell them or the Designated Safeguarding Lead
MR EAT A, a0 R A3 RS R AT AT RERON NN RANE 1, 8
A ATTEHE E PR B 4 3

Interviewing children and dealing with an unhappy child

RGBT HEAPRIRHIZ T AL

Follow the procedures set down in ‘Dealing with Pastoral Incidents’

A b PR AR R

If it is necessary to be alone with a child, this should, ideally, be in a place in full view
of others

WA LB RN A —if, WAEBARE LT RAZAE M 582 0] WL 77 .
If a child is injured or upset, appropriate comforting is a natural reaction. In full view
of others, this is fine but staff should be aware that in a one to one situation, such
comforting may be open to misinterpretation

MR N ZEAL, BAEERZE L BRI ER AT IR
NREA @ HRETNZERS], £X—HENT, X2
BR R

Be aware that an upset child might readily misconstrue a situation and, if possible,
always ensure that the child is accompanied by a friend

HEE I ZZ T AT RARE Z RGO, RATRERTE, — € B R T
A RS
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https://www.sjcs.co.uk/sites/default/files/styles/Pastoral%2520Care/9%2520Dealing%2520with%2520Pastoral%2520Incidents.pdf

e When investigating allegations of e.g. bullying, it is wise to invite another pupil to
attend, so that the child feels supported. This will also act as protection from
misinterpretation

o HHEHWIREAT NNTRIENS, B S — A ESIMEVR ML, XFE&T
AR B CHF . X WA BN Y7 1L R VR

e Inresponding to individual children’s distress, staff will need to consider carefully
whether they should offer advice, sympathy or counselling if a discussion enters a
sensitive area or, alternatively, refer them to a colleague or agency better placed to
offer appropriate advice
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Behaviour Management

ITHEHE

e All pupils have a right to be treated with respect and dignity even in those
circumstances where they display difficult and challenging behaviour
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e Staff should not use any form of degrading treatment to punish a pupil. The use of
sarcasm, demeaning or insensitive comments is not acceptable in any situation. Any
sanctions or rewards used should be part of recognised systems and procedures as set
out in the Behaviour Policy.
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e Any incidents of bullying should be dealt with swiftly in accordance with the Anti-
bullying Policy and Cyberbullying Policy.
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Physical Contact with Pupils
5254 1 5 R f
Given the age of the pupils, physical contact between pupils and staff may be appropriate.
Staff must exercise common sense when with the children in their care and should make sure
any physical contact is appropriate to the situation. Staff should never have any physical
contact with a child which could be misinterpreted. Some incidences where physical contact
may be necessary/unavoidable are:
F SR AE AR, AR G T R B AR A AT RE & S . B A R 1 I o
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e Contactin PE. It should, however, be seen as appropriate by others
o PREHEML. AW, ©RZHEHAN AN NREE ST
e Physical contact may be necessary in Drama and in some forms of skills coaching —
e.g. in instrumental music lessons. Any such contact should likewise be seen as
appropriate
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https://www.sjcs.co.uk/sites/default/files/styles/Policies/SJCS%2520Behaviour%2520Policy.pdf
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https://www.sjcs.co.uk/sites/default/files/styles/Policies/SJCS%2520Cyberbullying%2520Policy.pdf
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e First Aid — staff who administer First Aid should, where possible, ensure that another
adult is present if there is any doubt over the possibility of any physical contact being
misconstrued
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e Teachers of individual instrumental music lessons should teach only in the
designated space where all teaching rooms are clearly visible from the outside and
should avoid unnecessary physical contact

o AIERIRURIBUN R RAETE E R IR, Frfs 20y S #0] NS S Mg 21,
I I T B A 00 B (1) B AR ik

e Comforting a child who is upset or unwell

o BRIANZEAENZT

e Helping a child who has soiled their clothing

o WHIFFNER R T

If a child needs to be restrained, the school’s Physical Restraint and Use of Reasonable Force
Policy should be followed.
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Physical Intervention

ST

e All staff with responsibility for children’s safety and welfare must deal professionally
with all incidents involving aggressive behaviour and only use physical intervention as
a last resort, always ensuring minimal risk of injury to pupils and staff. Corporal
punishment and the threat of corporal punishment are prohibited. Staff must never
shout at, humiliate or use sarcasm with pupils.
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e Staff must follow the guidelines set out in the Physical Restraint and Use of
Reasonable Force Policy.
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Changing
BR
e Where possible, more than one member of staff should be in charge of changing,
to avoid the potential for compromising circumstances and to remove as far as
possible any opportunity for abuse
o TEFIREMIEM T, MH—# L B TATTEHA, DU AT P RE 1R T 44 51
THOL, IR AT BETH B AR ATl B B2
e When itis not possible for more than one member of staff to be in attendance,
staff need to be particularly alert to the potential hazards of being the sole
member of staff in charge of changing. At such times, a member of staff should
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https://www.sjcs.co.uk/sites/default/files/styles/Policies/SJCS%2520Physical%2520Restraint%2520and%2520Use%2520of%2520Reasonable%2520Force%2520Policy.pdf
https://www.sjcs.co.uk/sites/default/files/styles/Policies/SJCS%2520Physical%2520Restraint%2520and%2520Use%2520of%2520Reasonable%2520Force%2520Policy.pdf
https://www.sjcs.co.uk/sites/default/files/styles/Safeguarding/25%2520Physical%2520Restraint%2520and%2520Use%2520of%2520Reasonable%2520Force%2520Policy.pdf
https://www.sjcs.co.uk/sites/default/files/styles/Safeguarding/25%2520Physical%2520Restraint%2520and%2520Use%2520of%2520Reasonable%2520Force%2520Policy.pdf

ensure that a group of children is present and should avoid being alone with an
individual child
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e Any concerns with regard to the supervision of changing should be addressed to
the Head or another designated person

o KNTHRNENALMBUE, MNMEAKE FAEM/EdEE N R

e Any other events — e.g. theatrical productions — that require changing
arrangements should follow the above guidance

o ARMIART B AR ZHNNES, BlanmEIsfE, SHREE FR R

e Staff should avoid changing in the presence of children. If a gender clash arises,
the female member of staff should use the girls' changing room

o AT NIEEAE ) LEESMIE O AR WA EVERPR, R 5 NAEH 4
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Searching and Confiscation
HAEMBKU
e There may be times when a member of staff needs to search a pupil or a pupil’s
belonging’s because something has gone missing and there are reasonable grounds
to conduct a search. In such circumstances staff must follow the guidelines set out in
the Searching and Confiscation Policy.
o AN, EARWERHAGHMHITHAN, ATHERE LS FEE
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Intimate Care

s B Rt

There may be occasions when a member of staff needs to undertake personal care tasks
with children but particularly to those who are in Pre-KG to KG1. The normal range of
development for this group of children indicates that they may not be fully toilet trained. In
addition to this there are other vulnerable groups of children and young people that may
require support with personal care on either a short, longer term or permanent basis due to
SEN and disability, medical needs or a temporary impairment. Examples of these may be
children who have limbs in plaster or are temporarily wheelchair bound. In such
circumstances staff must follow the guidelines set out in the Intimate Care Policy.
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Social Contact with Pupils
524 it Rl
e Staff should not establish or seek to establish social contact with pupils for the
purpose of securing a friendship or to pursue or strengthen a relationship
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If a pupil or parent seeks to establish social contact, or if this occurs coincidentally,
the member of Staff should exercise his or her professional judgement in making a
response

W2 A BF K TR E T A, BT R AR BGOSR R
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Some social contacts will be easily recognised and openly acknowledged, for
example when the parent and Staff are part of the same social circle. Nevertheless,
Staff should be aware that some social contacts which are not common knowledge
can be misconstrued as being part of a grooming process
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It is recognised that Staff can support a parent who may be in particular difficulty;
however, care needs to be exercised in situations where the parent comes to
depend on the member of staff for support outside their professional role. These
situations should be discussed with the Head and Foreign Head and, where
necessary, referrals made to the appropriate support agency.
MR, TR UK AT Be A el IR SCBE s (H2, FESCERRAS R Tk
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Contact with pupils out of School

524K
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Staff should never arrange meetings with individual pupils off the school
premises without the prior approval of the Head

ATARERERKFLMAERTFOLT, EREIZHE S
Staff should never take children on overnight trips alone
G AN AZ BT £ T L RORAT

Staff should not arrange private tuition of any of the school’s pupils, in school or
beyond, during term time or holiday time, without the prior approval of the Head
(Policy for Private Tuition). Once approval has been granted by the Head, further
approval must be sought from the Designated Safeguarding Lead to ensure the
proper procedures for safeguarding are in place. (Requesting Approval for Tuition
Taking Place Outside of School)

SRR SN, 5T AR 25 0 0100400 7 25 A B b AT 2
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Staff should not arrange tuition on the school’s premises of any pupil from beyond
the school without the prior approval of the Head.

W LRERAFSBHME, AFRE NGRS AR s
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https://www.sjcs.co.uk/sites/default/files/styles/Administration/43%2520Private%2520Tuition.pdf

e Staff should not give pupils their home address, home telephone number, mobile
phone number, or non-School e-mail address.

o RITAMEFAESEMNE FKERIE S, FHLTHEEERAR Tl

e Staff should not make arrangements to meet pupils, individually or in groups,
outside School other than on School trips authorised by the Head and Foreign Head

o T B AIAN T e AR A A AR NRAT 5 AN 22 HF B B A = A AE R A
i}
e Staff are advised not to attend private pupil parties and should be aware of their

professional standing and responsibilities when attending parties arranged by
parents at which pupils are also present

o REER TAESMBNZERS, JFRIFE VR NIE LR XK ZHNES
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Gifts, Rewards and Favours

ZiK7//N
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Staff should be aware that consistently conferring special attention and favour upon a
child might be construed as being part of a ‘grooming’ process and as such will give
rise to concerns about their behaviour

T RAZ T A0 AN T2 IR ol 5 A g 52 7] R A R A& “/a) 51 7 i 2 1) — 38
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Staff should not give presents to an individual pupil outside of the school rewards
system. This could be a form of grooming

G AN NEAE A 2l il FEE 2 A ) AN Sl 2 AR ALY . XA 51— FhE
Staff should take care to ensure they do not accept any gift that might be construed as
a bribe or lead the giver to expect preferential treatment. Please refer to the Anti-
Bribery Policy.
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It is unacceptable to receive gifts on a regular basis or of any significant value.

AN & S 52 ALY B AT A FEORIME ALY

Gifts given or received in situations which may be misconstrued must be declared to
the Head.
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Staff should exercise care when selecting pupils for school teams, productions, trips
and/or specific work tasks in order to avoid perceptions of favouritism or injustice
LONRERA S AR RAT R/ ERR 8 B TARAT S i 3 2 AR I, O3 TN AT 5,
DLk S0 7= A Al AH BN A TE B E

Similar care should be exercised when pupils are excluded from an activity. No child
should be excluded from an activity without prior consultation with the Head or
Foreign Head

A A BRAE TG B AN, NSRRI S . REF e S kK a4t
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Relationships
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Staff should understand that they are in a position of trust in relation to pupils, giving
them influence and power by virtue of the knowledge they have and/or the authority
invested in their role
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Staff should ensure that their relationships with pupils clearly take place within the
boundaries of a respectful professional relationship and avoid behaviour which might
be misinterpreted by others

ST R ORABATT S 22 A 1 00 RIE Rt R AR AR AR BB = IR S RIGTE BN, IF
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A relationship between an adult and a pupil is not a relationship between equals and
there is a potential for exploitation and harm of vulnerable young people

BN 2 TR )R RANRFEE IR R, T HAT AT Re R HI AN ) 3 95 54 /D 4
Staff have a responsibility to ensure that an unequal balance of power is not used for
personal advantage or gratification
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Infatuations
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Occasionally, pupils may develop an infatuation for a member of staff. In such
situations the advice of the Head/Foreign Head must be sought
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Staff should deal with these situations sensitively and appropriately to maintain the
dignity and safety of all concerned. They should remain aware, however, that such
infatuations carry a high risk of words or actions being misinterpreted and should
therefore make every effort to ensure that their own behaviour is beyond reproach
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Other members of staff have a part to play in alerting a colleague to the possibility of
an infatuation in order that appropriate steps can be taken to minimise hurt and
distress and the risk to the member of staff concerned
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Whilst the risk of infatuation is not limited to younger members of staff, they must
recognise their particular vulnerability to adolescent infatuation. If a member of staff
is concerned that he/she is developing a friendship with a pupil which would have the
potential to become an unacceptable relationship, he/she must ensure that the
relationship does not develop further
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e Staff have a responsibility to ‘whistleblow’ on themselves or a colleague immediately
in such circumstances

o FERXMIGH T, RTAHIELAMA"HCFH

Sexual Contact
B
e Staff should not have any form of communication with a pupil which could be
interpreted as sexually suggestive or provocative i.e. verbal comments, letters, texts,
emails or physical contact
o AL ANN 52 A AT AR AR W] BE M ERE D9 1k I 7 Pk bR B A2 0AL, A0 TSk PRR
5 RS HT M B B AR ik
e Staff should not make sexual remarks to, or about a pupil, discuss their own sexual
relationships with or in the presence of pupils or have sexual relationships with pupils.
It is an offence for a member of staff to engage in sexual activity with or in the presence
of a pupil or to cause or incite that pupil to engage in or watch sexual activity
o RAILANGYPAEMAYEAEIENL TR H MR R, 852 RENR
o AR AEAE G T NFEAT N, BB 8% 5 4 N B0
BYEAT RN AR
e Any sexual activity between a member of staff and a pupil may be regarded as a
criminal offence and will always be a matter for disciplinary action.
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Grooming

75

A child abuser may spend a great deal of time and energy ‘grooming’ a child and thereby
creating an opportunity for abuse. Such grooming will involve gaining the child’s confidence
and trust and may also involve gaining the trust of the child’s family and/or of other adults
associated with the child
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Within the context of a school, it is essential to be aware of possible warning signs of
grooming and to raise any concerns in this regard with the Designated Safeguarding Lead
(Head of School) or the Foreign Head. Such warning signs may include spending excessive
amounts of time with a particular child or group of children, arranging to meet with children
outside of school, albeit in the company of their parents or e.g. by arranging holiday tuition
(often with the parents’ full support), breaching guidelines with regard to being alone with
children or using inappropriately sexual language with children. All of these behaviours are
dealt with in the guidance above and staff should feel comfortable that, by following the
guidance, they will avoid arousing unjustified suspicions.
FEFREE N, DAERE R R B 2 51 E 555, AR m4iE & B R R T T
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In recent times, internet grooming has become an increasing concern. The school’s ICT
policies provide safeguards against such activity within school but staff should take seriously
and report to the Designated Safeguarding Leadthe Heador the Foreign Head any concern
that a child may at home be engaged in unsuitable internet activity. The policies are as
follows:
AR, MZa) 5 CEOYATH 2 RVER . AR ICT BURTRME 1By bR Ik 2E
AN OREE, H 5 TN EN A IR R E OB AT () BiAh I I AR AT AT )L
A REAE 2K NS ANE A I BRI S B 488 . BRI
e Acceptable Use Policy
o FIERRZHIMEABUR
e |ICT Guidance for Staff
e MTICT$8F5
Staff who contravene any of the above guidelines or, in retrospect, feel that an action could
be seen as inappropriate, should discuss the matter immediately with the Head and Foreign
Head so that notes can be made and securely kept should reference need to be made to
them in the future.
A ILUER LR FTE T, BT A AR T 5) AT BERE a2, Wz Bl e KT
T K BT F, PHEID R ZF IR, LU H T i %

The Designated Safeguarding Lead and Behaviour Lead is Mrs Alice Wu, Head of School.
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This is a whole school policy.
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