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STAFF CONDUCT 
 

Rationale 

It is important that all colleagues are aware of the expectations by which every member of staff at the 

school should and needs to conduct themselves. 

 

The Governing Body of this school is committed to ensuring that all staff at the school should be 

treated in a consistent, fair and sensitive manner. 

 

All people within the school community have a right to be treated with respect and courtesy at all 

times. 

 

Principle 

1. To inform all colleagues of the systems relating to professional conduct that need to  

apply. 

2. To enable consistency, fairness and sensitivity to operate in any actions that may become 

necessary. 

 

Practice 

1. Current legal procedures and good employment practice will operate at the school. 

The School’s Governing Body adopts and follows the Model Disciplinary, Support and 

Grievance Procedures as set out in the LA’s Manual of Personnel Practice.  Professional 

advice of the Educational Personnel Service will be sought when appropriate.   Every attempt 

will be made to resolve issues at an early stage through informal action wherever possible. 

2. The school’s equal opportunities policy will apply to all colleagues.  

3. Allegations of harassment or bullying will be dealt with following Hampshire’s guidance (as 

documented in the School Useful Information (Policies) folder on the desktop.   

4. Professional attire.  At the Westgate School we ask that all colleagues, regardless of their 

particular role, dress in a way that is befitting of the School's high standards and inspires 

confidence in parents, pupils and all members of our community. It is expected that we 

all dress in a professional manner and to that end, flip-flops, denim or similar material (of any 

colour) or leather garments (other than shoes) are unsuitable. We ask that all colleagues take 

care not to wear clothing that may cause embarrassment and as a general rule, if you can see 

up, over or through it, it is not appropriate. Leggings or jeggings may only be worn with long 

tunics or dresses. Extremes of hairstyle and unnatural colours are unsuitable as are facial 

piercings. Tattoos must be covered at all times. Similarly, male colleagues are required to wear 

a tie and formal business attire except in specific cases where health and safety is 

compromised or it has been agreed by the Head. The Head of Pupil Support and colleagues 

on the site team are examples of this exception. Expectations relating to piercings, extremes of 

hairstyle and tattoos are the same as with female colleagues. Fleeces and casual tops must be 

avoided except in the case of colleagues leading outside activities. 
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 5. Attendance at work - if extreme weather conditions exist all staff will be expected to 

make every reasonable effort to attend at work unless hazardous to do so.  If conditions (e.g. 

heavy snow) call into question the feasibility of this staff are expected to check their emails, 

School website or contact their Faculty Leader/Line Manager.  Avoidable failure to attend at 

work will result in deductions of salary and possible disciplinary action.  Therefore the failure of 

the first means of transport will simply require the colleague to make use of other potential 

methods of travelling to work. 

6. Smoking.  The Westgate School is a non-smoking site.  Candidates for teaching and support 

staff posts will be made aware of this and any visitors or working persons breaking this 

principle will be politely asked to refrain from smoking and disciplinary action followed, where 

necessary. 

7. Alcohol/Drugs.  Appendix A attached to this policy will be applied with regard to 

 staff. 

8. Any allegations against members of staff (e.g. violence towards a pupil or inappropriate 

behaviour to fellow colleagues) will be investigated as an urgent matter and in reasonable 

confidence.  If evidence emerges indicating the possibility of serious unprofessional conduct 

the colleague concerned may be asked to go home pending further enquires or suspended 

from their post pending an investigation.  LA guidance and practice will be followed. 

 

Conclusion 

If communicated clearly to colleagues and acted upon, this policy should minimise the likelihood of 

disciplinary procedures and enable colleagues to understand the principles that apply to them in their 

place of work. 

 

Associated Policies: 

 

 Whistle blowing 

 Absence/Cover 

 The Local Authority’s model procedure for resolving individual 

grievances:  all staff in school Section 4 Appendix 17, Manual 

of Personnel Practice Volume 1 

 Guidance for dealing with allegations of harassment or bullying 

of staff.   Manual of Personnel Practice Volume 1 Section 4 

Appendix 18 

 Model disciplinary and capability roles and procedures Manual 

of Personnel Practice Volume 1 Section 4 Appendices 11, 12, 

14, 18 

 

All of the above LA model procedures can be found in the ‘School 

Useful Information’ folder on the school desktop. 
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APPENDIX A 

 

 

ALCOHOL AND DRUGS POLICY AND PROCEDURES 

 

 

Policy: 

It is a school priority to discourage the use of drugs or alcohol.   Members of staff have a vital role 

model responsibility in this area. 

 

Procedures: 

Serious Misconduct Caused by Alcohol or Drugs 

 

Intoxicated members of staff 

 

If a member of staff is known to be, or strongly suspected of being, intoxicated by alcohol or drugs 

during working hours, the Head will be consulted.   Arrangements will be made for the member of 

staff to be escorted from the school premises immediately and temporarily suspended from their role 

whilst an investigation takes place. 

 

Consumption of alcohol on the premises 

 

The only times when consumption of alcohol will be acceptable will be on agreed occasions e.g. PSA 

social events, farewell parties for staff retiring or leaving, when the school day is over and pupils 

have left the school site.  The only exception being an evening event where pupils maybe present 

e.g. Music Concert interval. 

 

Drug Abuse 

Drug abuse by members of staff is regarded extremely seriously, whether it occurs during working 

hours or at other times and whether on or off school premises.   Members of staff who take drugs 

which have not been prescribed on medical grounds will, in the absence of mitigating circumstances, 

be deemed to be committing an act of gross misconduct and will be liable to dismissal as will any 

members of staff as will any members of staff believed to be buying or selling drugs, or in possession 

of unlawful (i.e. unprescribed) drugs. 

 

Dependency Problems 

If the Head feels a member of staff’s unsatisfactory performance may be drug or alcohol related, he 

or she will arrange to hold a meeting a meeting with the member of staff. 

 

Treatment 

Where the member of staff acknowledges that he or she has a drug or alcohol-related problem and is 

given help and treatment, this will be on the understanding that: 
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(a)   While they are undergoing treatment if absence from work is appropriate this will be treated as 

sick leave and the member of staff will be entitled to sick pay. 

 

 

(b) Every effort will be made to ensure that on completion of the recovery programme he or she is able 

to return to the same work. 

 

However, where such a return is not reasonably practicable, the full circumstances surrounding the 

case will be reviewed with the benefit of an up-to-date medical opinion and a course of action agreed.  

This may include the offer of suitable alternative employment, the consideration of retirement on the 

grounds of ill-health, or dismissal. 

 

Relapse 

Where a member of staff, having received treatment, suffers a relapse, the governors will consider the 

case on its individual merits.  Medical advice will be sought in an attempt to ascertain how much more 

treatment/rehabilitation time is likely to be required for a full recovery.  At the discretion of the staff 

disciplinary committee of the governing body, more treatment or rehabilitation time may be given in 

order to help the member of staff to recover fully. 

 

Recovery Unlikely 

If, after a member of staff has been receiving treatment, recovery seems unlikely the school may 

become unable to wait indefinitely for the member of staff to return.  In such cases, dismissal may 

result.  There will be full consultation with the member of staff before any such decision is taken and a 

full medication investigation will have been undertaken. 

 

 


