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Academy Name: St. Bede’s Catholic Academy and Sixth Form College 
  
 
Date Policy Formally Reviewed/Approved By Governors:  Thursday 13th 
October 2015 
 
Review Date (s): February 2016 
 
Person(s) responsible for Implementation and Monitoring: NH/IM 
Other relevant policies e.g. Child Protection and safeguarding Policy, Safer 
Recruitment Policy, Health and Safety Policy Guidelines, Health and Safety Policy 
and Procedures Document, E Safety Policy, Whistle Blowing Policy, Data Protection 
Policy and Staff Guide, HR policies. 
 
 

The health, safety and welfare of all the people that work or 
learn at our academy are of fundamental importance. We aim 
to provide a safe, secure and pleasant environment for 
everyone where people are supported to fulfil their potential. 
The Governing Body, as an employer, takes responsibility for 
the health & safety of all our pupils, members of staff and 
others who visit our premises. 
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The Gospels of Christ contain the values upon which St Bede’s Catholic 
School and Sixth Form College is founded;  
 

 
St Bede’s Aims and Values 
 
St Bede's aims to be a community inspired by CHRIST to serve others. 
 
Common Good  
 
To promote a spirit of charity, social justice, global stewardship and concern for 
others leading to a contribution to the common good. 
 
Hope  
 
To be an educational community built on foundations of faith, hope and love, 
which reflects Christ’s message of compassion, solidarity and forgiveness. 
 
Respect  
 
To build a community of mutual respect working towards a common 
understanding of high standards of behaviour, good manners and individual 
accountability, as well as encouraging students to make responsible and positive 
choices. 
 
Inspiration  
 
To be a caring, supportive and inclusive community inspired by Christ, recognised 
by our love of God and of our neighbour whilst nurturing qualities of resilience, 
determination, ambition, courage and commitment, in order to live fulfilling and 
purposeful lives. 
 
Service  
 
To follow Christ's example of serving others, in a climate of kindness, humility, 
friendship and cooperation.   
 
Talents 
To encourage all members of the community to foster a love of life-long learning 
so that they can use their talents to the full, pursuing excellence in all things and 
in doing so, bring Christ to each other.  

SCHOOL MISSION STATEMENT 
 

The mission of St. Bede’s Catholic School and Sixth Form College is to create an atmosphere of 
Catholic values, attitudes, practice and knowledge such that all children will have the opportunity 
for their faith to be nurtured. Thus they will be able to widen and deepen themselves as people in 

preparation for this life and for the life to come. 
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Responsibilities 
 
The Governing Body 
 
The Governing Body is responsible for: 
 

 the school’s compliance with Equality and Diversity legislation, Human 
Relations and Employment Law and regulations; 

 the school’s implementation of a safeguarding Code of Conduct which 
is fair and equitable in its treatment of all groups; 

 being involved, as appropriate, in dealing with  breaches of the code. 
 
The Headteacher 
 
It is the Headteacher’s responsibility, in conjunction with the Senior 
Leadership Team, to: 
 

 implement the code of conduct; 

 actively challenge and take appropriate action in any cases of a breach 
of the code of conduct, to support and guide as appropriate. 

 
All staff 
 
                   
All actions concerning children and young people must uphold the best 
interests of the young person as a primary consideration.  Staff must always 
be mindful of the fact that they hold a position of trust, and that their behaviour 
towards the children and young people in their charge must be above 
reproach.  The Code of Conduct is not intended to detract form the enriching 
experiences children and young people gain from positive interaction with staff 
within the education sector.  It is intended to assist staff in respect of the 
complex issue of safeguarding the school community by drawing attention to 
the areas of risk for staff and by offering guidance on prudent conduct. 
 
All staff are expected to be conscientious and loyal to the aims and objectives 
of the academy, be required to maintain and develop the Catholic character of 
the academy and have regard to the Catholic character of the Academy and 
not do anything in any way that is detrimental or prejudicial to the interest of 
same. This Code of Conduct is a supportive document to provide advice and 
guidance in order to exercise the aims and objectives of the academy, in a 
safe and professional way.  
 
 
PRIVATE MEETINGS WITH PUPILS 
 

1. Staff should be aware of the dangers which may arise from private 
interviews with individual pupils.  It is recognised that there will be 
occasions when confidential interviews must take place.  As far as 
possible, staff should conduct such interviews in a room with visual 
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access, or with the door open. The Reception Meeting Room can be 
booked and has been designed with this in mind. 

 
2. Where such conditions cannot apply, staff are advised to ensure that 

another adult knows that the interview is taking place.  It may be 
necessary to use a sign indicating that the room is in use, but it is not 
advisable to use signs prohibiting entry to the room. 

 
3. Where possible another pupils or (preferably) another adult should be 

present or nearby during the interview. 
 
 
PHYSICAL CONTACT WITH PUPILS 

 
1. As a general principle staff will refrain from making unnecessary 

physical contact with their pupils. 
 

2. It is unrealistic and unnecessary, however, to suggest that staff should 
touch pupils only in emergencies.  In particular, a distressed child, 
especially a younger child, may need reassurance involving physical 
comforting, as a caring parent would provide.  Staff should not feel 
inhibited from providing this. 

 
3. Staff should never touch a child who has clearly indicated that he/she 

is, or would be, uncomfortable with such contact, unless it is necessary 
to protect the child, others or property from harm. 

 
4. Physical punishment is illegal as is any other form of physical response 

to misbehaviour, unless it is by way of necessary constraint. 
 

5. Staff who have to administer first aid to a pupil should ensure whenever 
possible that this is done in the presence of other children or, following 
a risk assessment of the situation, preferably another adult. 

 
6. Following any incident where a member of staff feels that his/her 

actions have been, or may be, misconstrued, a written report of the 
incident should be submitted immediately to the Headteacher. 

 
7. Staff should be particularly careful when supervising pupils in a 

residential setting, or in approved out of school activities, where more 
informal relationships tend to be usual and where staff may be in 
proximity to pupils in circumstances very different from the normal 
school/work environment. 

 
8. Staff will seek at all times to operate according to the School Policy on 

‘The Use of Reasonable Force’. 
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CHOICE AND USE OF TEACHING MATERIALS. 
 
1. Teachers such avoid teaching materials, the choice of which might be 

misinterpreted and reflect upon the motives for choice. 
 
2. When using teaching materials of a sensitive nature a teacher should 

be aware of the danger that their application, either by pupils or the 
teacher, might after the event be criticised.   The school will consult 
with the Diocese and CES when proposing to use materials to deliver 
RSE at appropriate age/stage. 

3. If in doubt about the appropriateness of a particular teaching material, 
the teacher should consult with the LMT Link before using it. 

 
INTERNET USAGE 
 

1. The Academy encourages use of the Internet as a learning tool and to help us 
maximise our efficiency and effectiveness. The Internet must be used for 
lawful purposes only and you must comply with relevant legislation.  

 
2. Academy provision must not be used to access any inappropriate material.  

Take particular care when downloading; if in doubt, consult the BITS Team. 

 
ACCESS TO SYSTEMS  
 

1. You must only attempt to gain access to systems which you have authority to 
use, using the credentials that have been assigned to you. 

 
2. All users of Academy systems are given a Username and Password; these 

are unique and must not be compromised. You must not share your password 
with anyone and you will be held responsible for all activity using your 
credentials. It is recommended that passwords are created to the following 
criteria: 
 
 At least 8 characters long. 
 At least one capital letter (eg A); 
 At least one lower case character (eg a); 
 At least one numerical digit (eg 1); 

 
Remember, to be aware of your surroundings when logging on to 
the system.  Again, good practice to have a unique password for 
Academy purposes. 
 

3. Whenever you leave your workstation, you must lock your computer as a 
minimum. CONTROL ALT DELETE keys simultaneously. 

 
4. All personal and sensitive business information must be locked away when 

unattended and not left on desks. Memory sticks (not recommended) must 
not be left in PCs.  
 

 
 
REMOTE WORKING 
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1. Any mobile computing device (tablet, mobile phone, memory storage devices) 

bearing personal or sensitive information must be encrypted using methods 
approved by BITS Services. It is however, highly recommended that staff utilise 
the remote access facility if working from home; again, being aware of 
surroundings. 

 
2. Mobile computing devices bearing personal or sensitive information must only 

be taken out of the Academy when there is essential business need to do so. 
For your personal safeguarding, you should be able to demonstrate that you 
have permission from your direct line manager to take a device away from 
Academy premises, whether for a particular instance or on a longer term basis. 
If in doubt, please liaise with the Network Manager for alternative secure 
methods to access data remotely. 

 
3. Mobile computing equipment must be kept secure at all times, out of sight of 

opportunistic thieves. Whenever such a device is taken outside of the Academy, 
every reasonable effort should be taken to minimise the opportunity for loss, 
theft or damage. 

 
Please be familiar with Data Protection Staff Guide and Data Protection 
Policy. The Eight Golden Rules of Information Sharing are provided below as 
a further guide: 
 
1. Remember that the Data Protection Act is not a barrier to sharing 
information but provides a framework to ensure that personal 
information about living persons is shared appropriately. 
 
2. If there are concerns that a child may be at risk of significant harm 
or an adult at risk of serious harm, then it is your duty to follow the 
relevant procedures without delay. Seek advice if you are not sure what 
todo at any stage and ensure that the outcome of the discussion is 
recorded.  
 
3. Be open and honest with the person (and/or their family where 
appropriate) from the outset about why, what, how and with whom 
information will, or could be shared, and seek their agreement, unless it 
is unsafe or inappropriate to do so. 
 
4. Seek advice if you are in any doubt, without disclosing the identity of 
the person where possible. 
 
5. Share with consent where appropriate and, where possible, respect 
the wishes of those who do not consent to share confidential 
information. You should go ahead and share information without 
consent if, in your judgement, that lack of consent can be overridden in 
the public interest, or where a child is at risk of significant harm. You 
will need to base your judgement on the facts of the case. 
 
6. Consider safety and well-being: Base your information sharing 
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decisions on considerations of the safety and well-being of the person 
and others who may be affected by their actions. 
 
7. Necessary, proportionate, relevant, accurate, timely and secure: 
Ensure that the information you share is necessary for the purpose for 
which you are sharing it, is shared only with those people who need to 
have it, is accurate and up-to-date, is shared in a timely fashion, and is 
shared securely. 
 
8. Keep a record of your decision and the reasons for it – whether it is to 
share information or not. If you decide to share, then record what you 
have shared, with whom and for what purpose. 
 
  
RELATIONSHIPS AND ATTITUDES 
 
Within the context of safeguarding and wellbeing policies, staff should ensure 
that their relationship with pupils is appropriate to the age, maturity and 
gender of the pupils, taking care that their conduct does not give rise to 
comment or speculation.  Attitudes, demeanour and language all require care 
and thought, particularly when staff are dealing with adolescent boys and girls. 
 
TALKING TO PUPILS WHERE THERE ARE CONCERNS ABOUT 
POSSIBLE ABUSE. 
 
Where staff see signs which cause them concern they should seek 
clarification from the pupil with tact and understanding. Staff should 
immediately bring concerns to the attention of the class teacher or the 
designated CP staff (IM,GK,JB) who may carry out the necessary clarification.  
While such clarification may reassure teachers that abuse has not occurred 
several points should be borne in mind: 
 

 Do not ask the pupil leading questions, as this can later be interpreted 
as putting ideas into the child’s mind; 

 
 Do not ask questions which encourage the child to change his/her 

versions of events in any way.  For example and appropriate question 
is, ‘Tell me what happened’ rather than ‘Did they do X to you?’ 

   
 The chief task at this stage is to listen to the pupil and not interrupt or 

try to interpret if he/she is freely recalling significant events, as soon as 
possible afterwards to make a note of the discussion and pass it on to 
the designated teacher.  The note should record the time, date, place 
and people who were present, as well as what was said.  Signs of 
physical injury observed should be noted in detail, but under no 
circumstances should a child’s clothing be removed; 

 
 Any comment by the child/parent/carer about how an injury occurred 

should be written down as soon as possible afterwards, quoting actual 
words where possible.  
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 Avoid giving pupil undertakings of confidentiality although they should 

be reassured that information will only be disclosed to those 
professionals who need to know. 

 
 Be aware that any notes made may need to be used in subsequent 

court proceedings.  Lack of records will not absolve the school from a 
requirement to give evidence in court; it is therefore essential that 
proper contemporaneous records are kept.  The school’s Child 
Protection and Safeguarding Policy provides an appropriate format for 
such records. 

 
 

CODE OF CONDUCT FOR TEACHING AND SUPPORT STAFF USING 
SOCIAL NETWORKING SITES 
 
It is not recommended that staff use these sites, however if staff have a profile 
they must ensure that they: 

1. Keep their profile private. 
2. Lock all pictures and make sure that they can only be seen by ‘friends’ 
3. Be careful of profile content 
4. NEVER accept pupils as friends. 

 
THE DESIGNATED STAFF FOR CHILD PROTECTION ARE: 
 
Mrs G Kilburn and Mr I Merrington 
 
THE DEPUTY DESIGNATED MEMBER OF STAFF FOR CHILD 
PROTECTION IS: 
 
Mrs J Bradley 
  


