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BUTTERSHAW BUSINESS AND ENTERPRISE COLLGE 

PROFESSIONAL HANDBOOK 

STAFF CODE OF CONDUCT 

 

THE SCHOOL STATEMENT 

This school believes that all students, whatever their race, gender, colour or creed, are entitled to 

equality of opportunity in all areas of school life, free from discrimination or harassment of any 

kind.  

The school will be a place where: 

 the care for all students is obvious. 

 the equal value of each individual is recognised. 

 the differences between students are both respected and celebrated.                                                                                                                                 

 

THE SCHOOL VALUES 

We all subscribe to, model and teach core values; 

Wisdom - making right choices about behaviour and personal direction. 

Integrity - being consistent in all we do and say. 

Justice  - ensuring fairness for all. 

Compassion - understanding others’ difficulties and responding to them. 

Ambition - trying to be the best we can possibly be. 

 

In particular, as staff we shall ensure that we always show: 

 professionalism in our commitment to our job and to high personal standards, including 

modelling the dress and behaviour we expect of students, both whilst at work and in the 

community. 

 expectations of the very best of the students and of each other. 

 consistency in everything we do, including our collective approach to supporting, 

admonishing and rewarding students, and in our record keeping, reporting and following 

school procedures. 

 sheer determination to keep improving our practice and the outcomes for the students 

in our care. 
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STAFF DRESS CODE 

As adults in school, our dress needs to: 

 Convey professionalism to visitors, students and parents/carers 

 Acknowledge the ethos of the school  as shown in our uniform expectations of students – 

smart blazer and tie – and in our focus on employability skills 

 

It is not possible to be exhaustively prescriptive about what is appropriate dress; common sense 

within an agreed set of aims needs to prevail.  Staff may be challenged if it is thought that what 

they are wearing is inappropriate, even if the reason for this is not absolutely clear from the 

code. 

 

For staff for whom there is no separately agreed code or uniform the following expectations will 

apply: 

For men: 

 Shirt, tie, suit or smart jacket and tailored trousers, smart, practical footwear 

For women: 

 Suit/smart jacket or smart top; no low tops or spaghetti straps.  Shoulders should be 

covered when out on corridors; smart, tailored full length trousers, or appropriate length 

skirt or dress (to the knee/no maxi dresses), smart, practical footwear 

For all: 

 Unnaturally bright/unnatural coloured hair colour should not be used 

 

On any day when a PE lesson is taught, staff may wear sports kit, but: 

 Shirts should have sleeves 

 When walking around school or in a classroom, tracksuit trousers should be worn. 

 Teachers in practical subjects will be provided with protective overalls or equipment 

 

Jewellery and Tattoos 

Where possible tattoos should be covered and all jewellery associated with piercings should be 

as discreet as possible. 

 

Uniforms 

It has been agreed that the following roles in school will wear uniform: 

 Admin staff 

 Pastoral managers 
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 Technicians  

 

ID badges must be worn at all times. 
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STAFF ABSENCE THROUGH ILLNESS 
It is important for all staff (both teaching and support staff) to ring Richard Humphreys or Anna 

Krywyszyn on the first day of absence before 7.30 a.m. giving the reason for absence and if 

possible giving an estimate of its duration on the staff attendance line (01274 805693).  Please do 

not leave a message with any other member of staff on a staff mobile or via email.   

 

It helps with the preparation of the cover lists if absent staff ring school on the afternoon prior to 

their return to indicate that  they will be returning the next day.  In any case, you are required to 

ring the school on a daily basis other than if you have a doctor’s certificate. 

 

On return to school you should ring the attendance line before 7.30 a.m. to indicate that you will 

be returning to work.  If you have been away for more than four working days you are required 

to fill in a ‘Sickness Notification’ self-certification form that is kept with Anna Krywyszyn.  You 

should also arrange a return to work interview with your line manager to take place no more 

than two days after your return to work. 

 

If your illness causes you to be away from work for more than 7 consecutive days a doctor’s note 

is required.  This should be sent to school straightaway.  Failure to do so may affect your pay. 

 

If you are ill during the holidays you should ring the staff attendance line to inform us that you 

are not fit for work.  Similarly you must ring on the date when you are once again fit enough for 

work. 

 

Teachers are expected to set work for all their classes as below (including those in Years 12 and 

13).   

 

SETTING WORK FOR CLASSES IN THE ABSENCE OF 
THE TEACHER 

 
FOR ALL CLASSES INCLUDING SIXTH FORM 

It is a reasonable professional expectation to set work for classes as far as possible which 

teachers will miss through absence. The work must be appropriate to the class and allow them 

to progress in line with the scheme of work. 

 work should be accessible for the range of ability in the class, 

 work should, if possible, be in line with what the class is studying at the moment, 

 work should include an open-ended extension task in case students finish the main 

tasks with time to spare, 

 work should not rely on access to the laptops; they may be part of the work but an 

alternative should be provided in case they cannot be accessed. 

 work should be suitable for delivery by a non-specialist 

 

PLANNED ABSENCE 

In all cases of planned absence, work must be set for classes using the correct cover pro forma. 

Teachers should inform the PSL of the work set and how it will be left eg: 

 work left with the PSL, 

 work left clearly marked in the room, 
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 work left with Achievement Leader. 

 

Each curriculum area or PSL may have a different system which is acceptable as long as all 

teachers in that curriculum area are aware of the system. 

 

UNPLANNED ABSENCE 

Wherever possible, teachers should send in work for their classes if they are unable to attend 

school.    

 In cases of illness, common sense prevails; teachers should make every effort to 

send work in, but there will be times when teachers are very ill and unable to do so. 

In such cases, the PSL will set work in consultation with teachers. At other times, 

teachers will be unable to attend school due to illness, but will be able to send in 

work for classes, eg during recovery time or an injury, eg broken arm. 

 In other cases of unplanned absence, eg child/family illness, medical appointment, it 

is reasonable that work be sent in to school for classes 

 When a teacher needs to leave school urgently, teachers should consult with PSL, 

achievement leader or a colleague about work for classes, but again common sense 

must prevail depending on the situation. 

 The work should be as detailed as possible and follow the guidelines above but 

should at least direct the PSL clearly to the resources needed and the section of the 

book, for example, on which students should work.  

 Curriculum teams should discuss how work is to be sent in to School – again, a lot of 

different methods are used but PSLs must know how different teachers will 

communicate and by what time work should be in school – by 8.15 am is reasonable. 

 

 

 

SHORT-TERM ABSENCE 

Absences up to 5 days: work should be set as above. If there are any problems, teachers should 

alert the PSL or achievement leader.  

 

LONG-TERM ABSENCE 

 For absences of more than five days, it may become increasingly difficult to set work 

from home. In most cases, a supply teacher will be employed to cover classes and 

the PSL and/or achievement leader should discuss as soon as possible what is 

required for the week(s) ahead. 

 For supply teachers employed long-term, it is expected that they should plan lessons, 

mark etc. 

 For supply teachers employed day to day, it is not, and PSLs/ALs will have to liaise 

with supply teachers. It will be made clear to supply agencies that supply teachers 

must be in School by 8.15am. 

 Achievement leaders or other teachers must become involved in the work to be set 

for classes if a teacher has been absent for more than one week; PSLs must not be 

left setting work long-term. 

 

 

STAFF ABSENCE – CONDITIONS OF SERVICE 

For absences covered by conditions of service e.g. medical appointments, staff should complete 

a leave of absence form which can be located in the reprographics room.  Please attach a copy of 
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the appointment letter for medical appointments.  Completed forms should be passed to 

Richard Humphreys/Anna Krywyszyn for approval. 

MEDICAL INFORMATION AND PROCEDURES FOR STAFF 

This guidance clarifies what to do in certain medical situations. If you have any doubts about a 

situation or student, call a First Aider immediately and refer member of SLT if necessary. 

ILLNESS OF A CHILD IN YOUR CLASSROOM 

In the first instance, students who complain of feeling ill should remain in class where you can 

make a variety of appropriate arrangements e.g. sitting near a window. Students should not be 

let out of class to wander around if they are ill. 

If a student really needs to go to the toilet then permission should be given and the student 

should go to student reception with a note from you with the date and times clearly written 

alongside your signature. 

If a student is so ill that they cannot complete their studies, they should be sent to student 

reception where the decision on how best to deal with the student will be made. Only Senior 

staff can send the student home once the parent/carer has been contacted. This will be logged 

officially for Health and Safety reasons. 

MEDICINES AND TABLETS 

*** Staff are not allowed to give any medicines to students at all. *** 

If students have to take prescription drugs they should bring them in and take them to the 

appropriate Student Reception and they will give them out at the correct times. A note from 

home or a phone call should confirm all prescription medicine use. Students should not carry 

them around with them for Health and Safety reasons. 

HEALTH AND SAFETY 

Everyone is responsible for the health and safety of each individual in the room they are working 

in. Anything requiring attention must be recorded with the School Business Manager who will 

write it in the Building Maintenance book. It is also the responsibility of every member of staff to 

be aware of hazards around the school and report them to Steve Haigh, the School site Manager. 

 
ACCIDENTS 

If a student has an accident in your lesson or in the presence of a member of staff or is reported 

to a member of staff by another student, it is that person’s responsibility to ensure that the 

student is dealt with appropriately. Call upon a first aider if necessary. 

MEDICAL FIRST AIDERS: 

1. Jessica Tizzard – First Aid Room 

2. Amanda Fletcher – Reprographics room/Admin Office 

3. Steve Haigh – ICT Office 
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4. Michaela Honey – Pastoral Managers Office – Year 8 

5. Tara Yarrow – Pastoral Managers Office – Year 10 

6. Ruth Tolan – Green Room 

7. Mark Bentley – Foundation Learning 

8. Joe Ryan – Teacher 

9. Mark Barlow – Progress Support 

10. Linda Harland – Progress Support 

11. Melanie Jones – TA 

12. Ian Fairhurst – Sixth Form 

 

Any accident requiring more than simple first aid must be put in the Accident Book, which is kept 

in the medical room. The member of staff initially reporting the accident and the first aider 

should do this together as soon as possible. They should also alert Susanne Hale in case there 

needs to be any follow up with Bradford MDC Occupational Safety Team e.g. if they student goes 

to hospital.  

If a member of staff has an accident they should make an entry in the Accident book. If they are 

unable to do this, the first aider should do it. Once again Susanne Hale as Principal First Aider 

needs to be alerted. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Page 8 of 12 
DRAFT POLICY 
SEPTEMBER 2017 GLP 
REVIEW SEPT 2018 
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 GUIDANCE ON THE USE OF SCHOOL ICT FACILITIES 
 

Whilst it is not possible to cover all eventualities, the following information is published as 

guidance for staff on the expectations of the Governing Body. Any non-conformance to this 

policy or operation outside statutory legal compliance may be grounds for disciplinary action 

being taken. 

 

Further guidance on the responsible use of ICT facilities are contained in the Bradford Council 

document “Internet Access Policy for Schools” (2001) and the schools own ‘Acceptable Use Policy’ 

(2014) 

 

E-MAIL AND INTERNET USAGE (E-SAFETY) 

The following uses of the school’s ICT system are prohibited and may in certain circumstances 

amount to gross misconduct and could result in dismissal: 

 

 to gain access to, and/or for the publication and distribution of inappropriate sexual 

material, including text and/or images, or other material that would tend to deprave or 

corrupt those likely to read or see it 

 to gain access to, and/or for the publication and distribution of material promoting racial 

hatred 

 for the purpose of bullying or harassment, or for or in connection with discrimination or 

denigration on the grounds of gender, race, disability or sexual orientation 

 for the publication and/or distribution of libellous statements or material which defames 

or degrades others 

 for the publication and distribution of personal data without either consent or justification 

 where the content of the e-mail correspondence is unlawful or in pursuance of an unlawful 

activity, including unlawful discrimination 

 to participate in on-line gambling  

 where the use infringes copyright law  

 to gain unauthorised access to internal or external computer systems (commonly known 

as hacking) 

 to enable or assist others to breach the Governors’ expectations as set out in this policy. 

 

Additionally, the following uses of School ICT facilities are not permitted and could lead to 

disciplinary action being taken: 

 

1. for participation in “chain” e-mail correspondence 

2. in pursuance of personal business or financial interests, or political activities (excluding the 

legitimate activities of recognised trade union representatives) 
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3. to access ICT facilities using another person’s password, or to post anonymous messages 

or forge e-mail messages using another person's identity.  

 

USE OF SCHOOL ICT EQUIPMENT 

Users of School ICT equipment: 

  

 must not share and must treat as confidential any passwords provided to allow access to 

ICT equipment and/or beyond firewall protection boundaries 

 must report any known breach of password confidentiality to the Headteacher or 

Muhammed Zufar (and/or IT support team) as soon as possible 

 must report known breaches of this policy, including any inappropriate images or other 

material which may be discovered on the school’s ICT systems to Muhammad Zufar 

(Network Manager) (CEOPs IT Technician) 

 must not install software on the school’s ICT systems, including freeware and shareware, 

unless authorised by the school’s Network Manager or which does not comply with the 

‘BSF Managed Service RAG Process’ (2009). 

 must comply with any ICT security procedures governing the use of systems in the school, 

including anti-virus measures. 

 

BUTTERSHAW BUSINESS AND ENTERPRISE COLLEGE'S ICT AND 

COMMUNICATIONS SYSTEMS 

STAFF ACCEPTABLE USE POLICY 

POLICY STATEMENT 

The Governing Body of the school recognises the use of their ICT and communications 

facilities as an important resource for teaching, learning and personal development and as 

an essential aid to business efficiency.  It actively encourages staff to take full advantage of 

the potential for ICT and communications systems to enhance development in all areas of 

the curriculum and school administration. It is also recognised by the Governing Body that 

along with these benefits there are also responsibilities, especially for ensuring that children 

are protected from contact with inappropriate material. 

In addition to their normal access to the school's ICT and communications systems for work-

related purposes, the Governing Body permits staff limited, reasonable, personal use of ICT 

equipment and e-mail and Internet facilities during their own time subject to such use: 

 

1. Not depriving students of the use of the equipment 

and/or 

2. Not interfering with the proper performance of the staff member's duties 



Page 11 of 12 
DRAFT POLICY 
SEPTEMBER 2017 GLP 
REVIEW SEPT 2018 
 

Whilst the school's ICT systems may be used for both work-related and for personal use, the 

Governing Body expects use of this equipment for any purpose to be appropriate, courteous 

and consistent with the expectations of the Governing Body at all times. 

 

This policy document is to be issued to all staff on its adoption by the Governing Body of each 

school and when new staff are provided with school-owned ICT and communications 

equipment and passwords giving access to the ICT network. 

 

POLICY COVERAGE 

This policy covers the use by staff of all school-owned ICT and communications equipment, 

examples of which include: 

• Laptop and personal computers 

• ICT network facilities 

• Personal digital organisers and handheld computers, 

• Mobile phones and phone/computing hybrid devices 

• USB keys and other physical and on-line storage devices, 

• Image data capture and storage devices including cameras, camera phones and video 

equipment. 

This list is not exhaustive. 

The policy covers the use of all ICT and communications equipment provided for work 

purposes and equipment which is on loan to staff by the school for their personal or study 

use. 

Name: ………………………………………………………. 

 

Signature: …………………………………………………. 

 

Date: ………………………………………………………… 

THE USE OF SCHOOL ICT AND COMMUNICATIONS FACILITIES 

Use of School ICT Equipment 
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Staff who use the schools' ICT and communications systems: 

 

• Must use it responsibly 

• Must keep it safe 

• Must not share and must treat as confidential any passwords provided to allow access 

to ICT equipment and/or beyond firewall protection boundaries 

• Must report any known breach of password confidentiality to the Head teacher or 

nominated ICT Co-ordinator as soon as possible 

• Must report known breaches of this policy, including any inappropriate images or 

other material which may be discovered on the school's ICT systems 

• Must report to the Head teacher any vulnerabilities affecting child protection in the 

school's ICT and communications systems 

• Must not install software on the school's network, including freeware and shareware, 

unless authorised by the school 

• Must comply with any ICT security procedures governing the use of systems in the 

school, including anti-virus measures 

• Must ensure that it is used in compliance with this policy 

 

Any equipment provided to a member of staff is provided for their personal use. Any use of 

the equipment by family or friends is not permitted and any misuse of the equipment by 

unauthorised users will be the responsibility of the staff member. 

 

Whilst it is not possible to cover all eventualities, the following information is published as 

guidance for staff on the expectations of the Governing Body. Any breaches of this policy or 

operation of the school's equipment outside statutory legal compliance may be grounds for 

disciplinary action being taken and may lead to prosecution. 

  

 


