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1.        Aims, scope and principles  
 

1.1. All members of the school community are entitled to expect the highest standards of 
conduct from all staff. This policy aims to set and maintain standards of conduct that 
we expect all staff to follow. 

1.2. By creating this document, we aim to ensure each school is an environment where 
everyone is safe, happy and treated with respect.  

1.3. This document aims to help all staff to act in a way which upholds each school’s 
standards. It gives clear guidance regarding appropriate conduct which will minimise 
the likelihood of misconduct in the workplace, protecting staff from criticism, 
misunderstanding or complaint.  

1.4. Many of the principles in this code of conduct are based on the Teachers’ Standards.  

1.5. In addition to all school staff, this code of conduct applies to volunteers, student 
teachers, supply and agency staff. For ease of reading, the term ’staff’ is used 
throughout for all of these groups.  

1.6. School staff have an influential position in each school and will act as role models for 
pupils by consistently demonstrating high standards of behaviour. 

1.7. We expect that all teachers will act in accordance with the personal and professional 
behaviours set out in the Teachers’ Standards.  

1.8. We expect all support staff, governors and volunteers to also act with personal and 
professional integrity, respecting the safety and wellbeing of others.  

1.9. Failure to follow the code of conduct may result in disciplinary action being taken, as 
set out in our staff disciplinary procedures.  

1.10. Please note that this code of conduct is not exhaustive. If situations arise that are not 
covered by this code, staff will use their professional judgement and act in the best 
interests of each school and its pupils.  

 

2.       Legislation and guidance  
 

2.1. ALPS are required to establish procedures for the regulation of staff conduct under 

regulation 7 of The School Staffing (England) Regulations 2009.  

 

2.2. In line with the statutory safeguarding guidance Keeping Children Safe in Education, 

ALPS should have a staff code of conduct, which should cover low-level concerns, 

allegations against staff and whistle-blowing, as well as acceptable use of 

technologies (including the use of mobile devices), staff/pupil relationships and 

communications, including the use of social media. 

 

 

 

 

https://www.gov.uk/government/publications/teachers-standards
http://www.legislation.gov.uk/uksi/2009/2680/contents/made
https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
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3.       General obligations  
 

3.1. Staff are expected to fulfil the obligations placed upon them under the terms of 
their contract of employment. They will: 
• Be ready and willing to work as specified in their role profile /Job Description  
• Be punctual in time keeping 
• Treat pupils and others with dignity and respect 
• Show tolerance and respect for the rights of others  
• Not undermine fundamental British values, including democracy, the rule of law, 

individual liberty, and mutual respect and tolerance of those with different 
faiths and beliefs  

• Accept and adhere to ALPS/school/LA policies and procedures  
• Undertake duties and responsibilities effectively, efficiently and diligently 
• Conduct their work in a cooperative manner 
• Be honest and trustworthy 
• Obey reasonable management instructions  
• Avoid putting themselves at risk of allegations 
• Adhere to the Teachers’ Standards, if they are employed as a teacher  
• Understand the statutory frameworks they must act within 
• Take care of themselves, their colleagues and others while at work 
• Take care of school property 
• Take responsibility for their own actions and be accountable for them. 

 

 
3.2 Staff are expected to behave in a manner (both within and outside working hours) 

which would not lead any reasonable person to question their suitability to work 
with children or act as a role model. All adults working with students have a 
responsibility to maintain public confidence in their ability to safeguard the welfare 
and best interests of children. 

 
3.3 Staff are expected to prioritise their duties to children and maximise their 

productivity. Staff will ensure they are where they are expected to be and doing 
what they are expected to be doing. Therefore, during contact time with children, 
the expectation is that staff will be seen working with individuals or groups of 
children to further their development. 

 
3.4 Staff should not eat during learning/lesson time while they are working in 

classrooms or the shared areas. 

 
3.5  Staff must use lidded/safety cups for hot drinks when outside the staffroom. 

 

4.       Safeguarding  
 

Staff have a duty to safeguard pupils from harm, and to report any concerns they have. This 
includes physical, emotional and sexual abuse, and neglect.  

Staff will familiarise themselves with our child protection and safeguarding policy and 
procedures, the Prevent initiative and FGM materials and ensure they are aware of the 
processes to follow if they have concerns about a child.  
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Each school’s child protection and safeguarding policy and procedures are available in the 
staffroom. They are also on the policies staff drives and on the school website. New staff 
will also be given copies on arrival as part of induction. 
 

4.1       Allegations against staff that may meet the threshold 
  

4.1.1 This section applies to all cases in which it is alleged that anyone working in a school, 
including a supply teacher, volunteer or contractor, has: 
 

• Behaved in a way that has harmed a child, or may have harmed a child, and/or 
  

• Possibly committed a criminal offence against or related to a child, and/or 
 

• Behaved towards a child or children in a way that indicates they may pose a risk 
of harm to children, and/or  

 

• Behaved or may have behaved in a way that indicates they may not be suitable 
to work with children – this includes behaviour taking place inside or outside 
school.  

 
4.1.2 We will deal with any such allegation quickly and in a fair and consistent way that 

provides effective child protection while also supporting the individual who is the 
subject of the allegation.  

4.1.3 An ‘Investigating Officer’ (IO) will lead any investigation. This will be the Head of 
School, Executive Headteacher or the Chair of Governors where the Head of School 
or Executive Headteacher is the subject of the allegation. 

 

4.2      Low-level concerns about members of staff  
 

4.2.1 A low-level concern is a behaviour towards a child, by a member of staff, that does 
not meet the harm threshold, is inconsistent with the staff code of conduct, and may 
be as simple as causing a sense of unease or a ‘nagging doubt’. For example, this may 
include: 

 

• Being over-friendly with children 
 

• Having favourites 
 

• Taking photographs of children on a personal device 
 

• Engaging in 1-to-1 activities where they can’t easily be seen 
 

• Humiliating pupils. 
 

4.2.2 Low-level concerns can include inappropriate conduct inside and outside of work. 

4.2.3 All staff should share any low-level concerns they have using each school’s reporting 
procedures which are set out in our Low Level Concerns Policy. We also encourage 
staff to report their own actions if they find themselves in a situation which could be 
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misinterpreted. If staff are not sure whether behaviour would be deemed a low-level 
concern, we encourage staff to report it.  

4.2.4 All reports will be handled in a responsive, sensitive and proportionate way. 

4.2.5 Unprofessional behaviour will be addressed, management advice given and the staff 
member supported to correct it, at an early stage. 

4.2.6 This creates and embeds a culture of openness, trust and transparency in which our 
values and expected behaviour are constantly lived, monitored and reinforced by all 
staff, while minimising the risk of abuse. 

4.2.7 Reporting and responding to low-level concerns is covered in more detail in the ALPS 
Low Level Concerns Policy. This is available in the staff room, on the shared policies 
drive and in the policies section on the school website. New staff will also be given 
copies as part of their induction.  

4.2.8 Our procedures for dealing with allegations will be applied with common sense and 
professional judgement. 

 

4.3      Whistle-blowing  
 

4.3.1 Whistle-blowing reports wrongdoing that it is “in the public interest” to report. 
Examples linked to safeguarding include: 

 

•   Pupils’ or staff members’ health and safety being put in danger 
 

•   Failure to comply with a legal obligation or statutory requirement 
 

•   Attempts to cover up the above, or any other wrongdoing in the public interest. 
 
4.3.2 Staff are encouraged to report suspected wrongdoing as soon as possible. Their 

concerns will be taken seriously and investigated, and their confidentiality will be 
respected. 

4.3.3 Staff should consider the examples above when deciding whether their concern is of 
a whistle-blowing nature. Consider whether the incident(s) was illegal, breached 
statutory or school procedures, put people in danger or was an attempt to cover any 
such activity up. 

4.3.4 Staff should report their concern to the Head of School or Executive Headteacher. If 
the concern is about those staff members, or it is believed they may be involved in 
the wrongdoing in some way, the staff member should report their concern to the 
Chair of Governors. 

4.3.5 Concerns should be made in writing wherever possible. They should include names 
of those committing wrongdoing, dates, places and as much evidence and context as 
possible. Staff raising a concern should also include details of any personal interest in 
the matter. 

4.3.6 For each school’s detailed whistle-blowing process, please refer to our whistle-
blowing policy. This is available in the staff room, on the policies drive and in the 
policies section on the school website. New staff will also be given copies as part of 
their induction.  
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5.       Staff-pupil interactions and relationships  
 

5.1. Staff will observe proper boundaries with pupils that are appropriate to their 
professional position. They will not engage in inappropriate topics of conversation 
with pupils or become overly friendly with them.  

 

5.2. As part of building relationships with pupils, staff may share certain things about 
themselves with pupils, for example, what their hobbies are, if they have pets etc. 
Staff will not, however, overshare personal information with pupils or their families 
and become overly friendly with them. Relationships with pupils will remain 
professional at all times. 

 

5.3. Staff will not share inappropriate details about their personal lives with pupils or 
their families. Examples include, but are not limited to, feelings of stress or 
difficulties they may be experiencing within their personal lives such as money 
worries or relationship difficulties. 

5.4. Staff should be mindful of how they interact with pupils while a teacher is delivering 
a lesson. They should speak to pupils quietly so as not to distract the teacher from 
teaching or other pupils from their learning. 

5.5. Personal gifts from staff to individual pupils are not acceptable. If a member of staff 
wants to give gifts, for example at Christmas or the end of the academic year, each 
class member must be included and the gifts should all be the same.  

5.6. Staff will not make inappropriate promises to pupils. For example, where fulfilling 
the promise could be seen to show favouritism.  

5.7. Staff will act in a fair and transparent way that would not lead anyone to reasonably 
assume they are not doing so. 

5.8. Staff will 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. 

5.9. Staff will take into account that some pupils will take things very literally and 
consider carefully the language they use with children so that it is not 
misinterpreted.  

5.10. Staff will communicate calmly with pupils and not lose their patience or shout at 
them. 

5.11. If staff members and pupils must spend time on a one-to-one basis, staff will ensure 
that: 

• This takes place in a public place that others can access  

• Others can see into the room 

• A colleague or line manager knows this is taking place. 

 

5.12. There are occasions, when undertaking their duties, when it is appropriate and 
proper for staff to have physical contact with pupils (e.g. comforting a young pupil 
who is upset). However, staff will only do so in ways appropriate to their 
professional role and in relation to the pupil’s individual needs and any agreed care 
plan so that this could not be misinterpreted. Any physical contact should be in 
response to the pupil’s needs at that time, of limited duration and appropriate to 
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their age, stage of development, gender, ethnicity and background. Staff will, 
therefore, use their professional judgement at all times. 

5.13. Staff will not take pupils back to the pupil’s home unless safeguards are in place 
(e.g. a second adult is in accompaniment). This should be discussed with a line 
manager before it is actioned. 

5.14. Staff will avoid contact with pupils outside of school hours if possible.  

5.15. Personal contact details will not be exchanged between staff and pupils and their 
families. This includes social media profiles. 

5.16. If staff are contacted by a pupil via an inappropriate route, staff will report the 
contact to the Head of School immediately. 

5.17. If a staff member is concerned at any point that an interaction between themselves 
and a pupil may be misinterpreted, or if a staff member is concerned at any point 
about a fellow staff member and a pupil, this should be reported in line with the 
procedures set out in our child protection and safeguarding policy and our low-level 
concerns policy. 

5.18. Staff should not privately tutor pupils who attend any ALPS school.            
 

6.        Staff-staff interactions  

6.1. Staff will always strive to maintain positive relationships with their colleagues. 

6.2. Staff will treat colleagues with dignity and respect, even if they disagree with them. 
They will speak calmly and politely. 

6.3. Staff will ensure that all email communication they send is professional. 

6.4. Staff will work cooperatively and collaboratively with colleagues in the best interest 
of the children. 

6.5. Staff will always follow a line manager’s instruction unless an exceptional reason 
exists not to do so.  

6.6. Staff will recognise and respect the work demands of, and contributions made by 
others within the workplace. This respect will be demonstrated by completing tasks 
to agreed deadlines and attending calendared meetings promptly.  

 

7.       Staff-parent interactions  
 

7.1. Staff will always work to maintain positive relationships with parents/carers. 
 

7.2. Staff will speak calmly and politely to parents and carers at all times. 
 
7.3. Staff will only discuss a parent or carer’s own child with them. They should not 

discuss other pupils.  

7.4. Staff will not share confidential or inappropriate information with parents and 
carers. 
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7.5. Staff will always support school decisions and policies during discussions with 
parents and carers. 

7.6. Staff will take all concerns from parents and carers seriously. They will remain open 
minded and solution-focused when discussing concerns raised by parents and 
carers. 

7.7. When discussing incidents with parents, this will be done factually, removing 
emotive language, opinion or blame. 

7.8. Staff will follow through with agreed actions from parent interactions in a timely 
manner. 

 

8.        Managing health conditions, wellbeing and stress 
 

8.1. Staff wellbeing is very important at ALPS schools and wellbeing support is available 
to staff if ever they need it from each school’s Mental Health lead.  
 

8.2. All staff have a duty of care to themselves and will report to their line manager 
without delay if they are feeling stressed. A confidential plan may then be put in 
place to support this.  

8.3. All staff have a duty of care to support the stress and wellbeing of others, and will 
support their colleagues by confidentially reporting their concerns about other staff 
members to their line manager or the Head of School, who will consider what 
support is put in place. 

8.4. Every staff member plays a key role in ensuring their school operates smoothly and 
effectively. Covering absent staff places significant pressure on colleagues. Staff will 
maintain high standards of attendance and punctuality to support everyone’s 
wellbeing. 

 

9.        Managing absence 
 

9.1. All staff will phone their agreed school contact by 7am if they are unable to attend 
work that day due to personal sickness or a sudden domestic emergency. Reporting 
absence by text, voicemail, or e-mail is not acceptable; staff will make verbal 
contact with their line manager to ensure notification of their absence has been 
received and to allow their line manager to check on wellbeing and offer 
appropriate support. In extreme circumstances (i.e. hospitalisation) notification can 
be by a third party, but again this must be by phone. 
 

9.2. As standard procedure, all absent staff will call their school office by 2pm each day 
to confirm whether or not they will be attending work the following day (unless a 
different frequency of contact is agreed with the line manager in the initial absence 
phone call). All staff will keep to the agreed frequency of contact.  

 

9.3. Any other absence requests beyond personal sickness will be made through the 
Leave of Absence Policy. As a reminder, staff are requesting leave from their 
contracted duties not informing line-managers that they are taking leave. 
Discretionary leave requests may be refused. 
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9.4. Staff will attend and cooperate with Occupational Health appointments made for 
them. Failure to attend these appointments once they have been booked results in 
their school incurring a charge which may be passed on to the member of staff. 

 

10.       Communication and social media 
 

10.1. Staff’s social media profiles will be set to private so that they are not available for 
pupils to view. Staff should consider using a first and middle name instead to make 
it harder for pupils to find them. Staff will ensure their profile picture is appropriate 
because this can still be viewed even if their profile is private. 

 

10.2. Staff will not have any contact with pupils or their parents via social media, or any 
other means outside school, in order to develop any sort of relationship. Staff will 
not friend request or accept friend requests from parents of pupils or from pupils 
themselves where they only know them because of their professional position in 
school. This includes when pupils have left the school. 

10.3. Staff will only use their year group or school email account when communicating 
electronically with parents and colleagues. 

10.4. Staff will ensure that they do not post any images online that identify children who 
are pupils at their school without their consent and that of their parents. 

10.5. Staff will not discuss work, parents or pupils on their social media platforms. 

10.6. It is recognised that there may be exempted circumstances where staff are known 
to pupils outside of work e.g. family connections. When staff interact with pupils 
outside of school because of these or circumstances, they are required to declare 
this. 
 

11.        Acceptable use of technology 
 

11.1 Staff will not use technology in school or belonging to the school to view material 
that is illegal, inappropriate or likely to be deemed offensive. This includes, but is 
not limited to, sending obscene emails, gambling and viewing pornography or other 
inappropriate content. 

 

11.2 Staff will not use school equipment for personal use in school hours or in front of 
pupils. They will also not use personal mobile phones or cameras to take pictures or 
video recordings of pupils.  

11.3 ALPS have the right to monitor emails and internet use on the school IT systems 
and wi-fi network. 

11.4 Staff will ensure that they use individual passwords and not share them. 

11.5 Staff must take good care of school equipment loaned to them to undertake their 
duties. Damage to school equipment caused by staff negligence (including loss of 
items – chargers, adaptors etc...) may be charged. 

11.6 Staff have a responsibility to ensure the filtering systems are working for the 
children in their classes and if they come across any inappropriate material should 
notify the Lead DSL immediately so these can be looked at by the I.T. company. 

11.7 The use of AI, ChatGPT for example, may reduce workload and should be used in 
school appropriately. No personal, school, federation name or sensitive data should 
be entered into it that could cause any ALPS school to come into disrepute. Even if 
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AI has been used to create a document, the final responsibility lies with the person 
who has created it to ensure that it is appropriate. 

11.8 Staff will read, sign and agree to follow Appendix 3 of the ALPS Online Safety Policy 
(Acceptable Use Agreement – Staff/Governors/Volunteers/Visitors). 

 

12.      Mobile phones in school  
 

12.1 Most school staff should not carry or use their phone during their working hours, 
only during their break times, unless they have authorisation from their line 
manager to do so e.g. when they may be expecting an urgent personal call, for 
example from a doctor. If it is necessary as part of their work, for example an 
Executive Leader, Designated Safeguarding Lead or a staff member who is 
supervising a child who is a flight risk, staff may use their mobile phone with prior 
authorisation from their line manager. 

 

12.2 In such cases, where staff are awaiting a call and need to keep their phone with 
them, phones will be set to vibrate rather than set to ring and staff will have made 
arrangements within their team to leave and go to a more private area in school to 
accept the call when it happens. 

12.3 When taking a call in school, this will not be on speaker phone or on FaceTime. 
Mobile phones will not be used in front of pupils. If staff are taking their break in 
any place other than the staff room e.g. their classroom or at their desk, they must 
ensure that no pupils are present if they are also using their phone. 

12.4 Teachers can use their phones in their classroom after school when all pupils have 
left. 

12.5 During all school meetings, mobile phones should not be used, other than to access 
electronic calendars, emails or any other information that is directly relevant to the 
meeting. 

 

13.        Confidentiality 
 

13.1 In the course of their role, members of staff are often privy to sensitive and   
confidential information about the school, staff, pupils and their families. 

 

13.2 This information will never be: 

• Disclosed to anyone unless required by law or with consent from the relevant 
party or parties 
 

• Used to humiliate, embarrass or blackmail others 
 

• Used to gossip about children/families 
 

• Used for a purpose other than what it was collected and intended for. 

 

13.3 This does not overrule staff’s duty to report child protection concerns to the 
appropriate channel where staff believe a child has been harmed or is at risk of 
harm, as detailed further in our child protection and safeguarding policy. 
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13.4 Information about pupils will only be shared with colleagues who have a 
professional role in relation to the pupil and need to know the information.  

13.5 When an employee leaves the employment of ALPS, the requirement to maintain 
confidentiality regarding the information gained during their employment will 
continue. In addition, on ending their employment, individuals must ensure all 
confidential documentation and records are returned and copies are not retained. 

 

14.        Honesty and integrity 
 

14.1 Staff will maintain high standards of honesty and integrity in their role and be open 
and honest in their dealings and communications with others. This includes when 
dealing with pupils, handling money, claiming expenses and using school property 
and facilities. 

 

 14.2 Staff will not disclose information given to them in confidence or share confidential 
information where it is inappropriate or unlawful to do so. 

  
14.3 Staff will not allow their own personal or political opinions to interfere with their 

work and will at all times perform their duties in an objective manner. 

14.4 Staff will not accept bribes. Gifts must be declared, with the exception of one-off 
token gifts from parents or pupils e.g. at Christmas or the end of the school year. 

14.5 Staff will ensure that all information given to the school is correct. This should 
include: 

• Background information (including any past or current investigations, 
cautions, civil/criminal charges or convictions related to conduct outside of 
school)  

• Medical information 

• Qualifications 

• Professional experience. 

14.6 Where there are any updates to the information provided to ALPS, the member of 
staff will advise ALPS as soon as reasonably practicable. Consideration will then be 
given to the nature and circumstances of the matter and whether this may have an 
impact on the member of staff’s employment. 

14.7 Staff will notify their Head of School of any known or suspected breaches of the law 
or of the school's policies, procedures and regulations and cooperate with any 
investigation of such breaches, including in relation to the safeguarding of children, 
health and safety and financial irregularity. Where this is considered not possible, 
reference should be made to each school's Whistleblowing policy. 

 
14.8 Staff will declare any interest/involvement with any outside organisations which 

may benefit financially or contractually from decisions taken by the school e.g. the 
procurement of goods or services. This will be declared on a pecuniary interest 
form. 

 
14.9 Staff will notify their Head of School either at appointment or during employment 

of any personal relationship in or outside school which may result in honesty, 
objectivity or integrity being brought into question. 
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14.10 Staff will notify the Head of School of any change in personal (including medical) 

circumstances which could impact on their ability to carry out their role. 
 

15.        Dress code 
 

15.1 Staff will dress in a professional, appropriate manner. Dress should be appropriate 
to the duties being undertaken. Staff should ensure they are comfortable. 

15.2 Clothes must not display any offensive or political slogans.  

15.3 Outfits must not be overly revealing. 

15.4 Jeans and jeans style trousers are considered casual dress and should only be worn 
when casual dress is permitted. 

15.5 Jewellery and piercings should be discrete and appropriate, and should not present 
a health and safety hazard.  

15.6 Footwear should be smart, sensible and safe. 

15.7 Staff should wear suitable PE clothing and trainers when teaching PE.  

15.8 The dress code does not apply on INSET days or when staff are attending external 
CPD/training courses. On these occasions, staff should exercise their professional 
judgement about appropriate attire. 

 

16.        Conduct outside work 
 

16.1 Staff will not conduct themselves in any way which creates doubt as to their 
suitability for their post or which brings their school, federation or the teaching 
profession into disrepute. This covers conduct including, but not limited to, conduct 
which would bring into question their suitability to work with children, relevant 
criminal offences, such as violence or sexual misconduct, as well as negative 
comments about their school or federation on social media.   

16.2 All adults working with children and young people have a responsibility to maintain 
public confidence in their ability to safeguard the welfare and best interests of 
children and young people. It is, therefore, expected that they will adopt high 
standards of personal conduct in order to maintain the confidence and respect of 
the public in general and all those with whom they work. 

 

17.        Monitoring arrangements 
 

17.1 This policy will be reviewed annually but can be revised as needed. It will be 
approved by the governing board.  

17.2 Our governing board will ensure this code of conduct is implemented effectively, 
and will ensure appropriate action is taken in a timely manner to safeguard children 
and deal with any concerns. 
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18.         Links with other policies 
 

This policy links with the following policies: 

• Disciplinary policy, which will be used if staff breach this code of conduct. It also sets 
out examples of what we will deem as misconduct and gross misconduct (Policy Drive) 

• Resolving workplace concerns policy (staff grievance procedures) (Policy Drive) 

• Dignity at work policy (Policy Drive) 

• Child protection and safeguarding policy (Website) 

• Keeping Children Safe in Education (Gov.uk website) 

• Low level concerns policy (Website) 

• Positive handling and physical intervention policy (Policy Drive) 

• Pupil Behaviour Policy (Website) 

• Whistle-blowing Policy (Website) 

• Managing Staff Attendance policy (Policy Drive) 

• Leave of Absence policy (Policy Drive) 

• Online safety/E-Safety policy (Website) 

• Prevent Duty Protocol (Policy Drive) 

• GDPR/Data protection guidelines (Website) 
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Appendix 1 – Record of informal management advice conversation 

 

[DATE] 

Strictly Private and Confidential 

NAME 
ADDRESS 
 

 

Dear NAME 

I am writing further to our conversation on [DATE] to confirm that management advice was 
given to you regarding [details]. 

I explained that [detail unacceptable/inappropriate behaviour and/or concerns]. In response 
to my concerns, you said [details]. 

I explained that in future you would be expected to [detail conduct/improvement required 
and any timescale applicable], so that there is no further similar misconduct on your part. 

[Please also find attached the [policy name] policy which outlines the correct procedure for 
[XXXX]. Please read the policy and return the attached Appendix 2 confirming that you have 
done so and that you understand the content. If you have any questions or queries 
regarding this please let me know.] 

Please note that this management advice is intended to informally assist you in improving 
your conduct and does not form part of the School’s formal disciplinary procedure or your 
disciplinary record. 

However, I must advise you that further failure to meet the standard of conduct expected of 
you, or any other instance of misconduct of any kind, may lead to formal disciplinary action 
being taken in accordance with the [policy name e.g. disciplinary procedure], [a copy of 
which is enclosed]. 

This letter forms a record of the management advice given to you. If you wish to discuss the 
content of this letter, please do not hesitate to contact me. 

Yours sincerely 

[Manager’s Name & Position]                                                                                                                                                              
For and on behalf of Aspire Learning Partnership of Schools 
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Appendix 2 – Record of compliance 
 
 
 
Confirmation of compliance 
 
 
 
 
 

I hereby confirm that I have read, understood and agree to comply with the following school 
policy XXXXXXXX 

 Name …………………………………………..                    Position/Post Held……………………………………………………….  

Signed …………………………………………..  

Date …………………………................ 

 

 

 

 

  


