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Introduction
fai

The School is fully committed to Child Protection and Safeguarding and fulfilling its responsibilities
for protecting students from abuse. The aim of this document is to establish a code of appropriate
conduct for all staff working for and at the School in full time, part time and volunteer capacities
and whether employees or not. This Code of Conduct will ensure that every adult acting on behalf
of the School recognises the responsibilities that accompany their work with children and young
people. This Code of Conduct applies to the public and private conduct of every member of staff
at the School and is in line with the School’s Job Descriptions, Employment Agreements, Service
Agreements and the policies outlined in the Employee Handbook and Policy Compendium. It is
understood that, on occasion, a member of staff may be unsure as to whether he/she has
undertaken behaviour in breach of the Code of Conduct. In such circumstances, the member of
staff is encouraged to self-disclose by reporting the behaviour to his/her Line Manager or an
appropriate member of the Senior Leadership Team.
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This Safeguarding Code of Conduct is to be read and signed upon initial appointment and then
upon renewal of contract by all employees, service providers and volunteers acting on behalf of
the School.
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Rules
ST
1. Staff - Student conduct:
F—5F TEAREZFERXNTH

1.1.  All Staff must ensure that a professional rapport is established and maintained
between them and the students at all times. They must be aware that they are
responsible for maintaining clearly defined and professionally appropriate physical,
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sexual and emotional boundaries in the way that they interact with the students
both physically and verbally.
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1.1.1. Staff must only use the toilet facilities designated for adults.

TAEARR A RAERKTETFE.

1.2.  Staff have a duty to intervene when there is reasonable cause to suspect that a
student is being abused or is at risk of abuse. All concerns must be reported to the
designated Child Protection Officers immediately.
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1.3.  Staff must show discretion before making physical contact with a School student. If

physical contact is deemed appropriate for teaching and instruction, or for
providing comfort when a student is in distress, or for health & safety reasons then
the member of staff must explain clearly to the School student why they are doing
so. The member of staff must always consider how his or her actions may be
perceived by those observing. There must be no occasion when an onlooker could
misinterpret the intentions of the member of staff.
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1.4.  Before choosing to make physical contact for teaching and instruction purposes the
member of staff should first rely on:
e Ny I RS =l PRSI X RE= AT 7 L Dl | P K (W NDA VA= o= 79 N i v
1.4.1.  Explanation (in English or in Chinese);
PS8 B SCHEAT T SR AR RE
1.4.2. Demonstration by the teacher or by other students;
2 B At 2 A A RV
1.4.3.  Diagrams (if available);
HEfRS (A
1.4.4.  Videos (if available).
MRS CEHD
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1.5.  Staff should not perform acts of a personal nature for School students that the
students can do for themselves - such as using the toilet, changing clothes, drying
after swimming and similar acts.

TAEN BN ZAEREAT AT DL S N BBV 94T e, Biltn TR, ek
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1.6.  Staff are prohibited at all times from physically disciplining a student. Corporal
punishment is not allowed under any circumstances.

BT AT IR A0 22 2 0 RS HEAE A AT TR F R S VPP

1.7.  One-to-one meetings with School students should be held in a venue which has a

clear line of sight for those not involved in the meeting. Where appropriate the
door should be left open. During these sessions, staff should work across a desk
rather than side-by-side with the student. Staff should report to a Line Manager any
occasions where the student becomes distressed or upset or where the teacher feels
uncomfortable about the outcome of the meeting.
R BT — X — R, MAEAS 5B N PTG WG W7 AT .
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2. Staff Conduct - General
Bk THENR—BATHN

2.1.  The personal and professional conduct of staff is expected to demonstrate high
standards of ethics and behaviour and should uphold public trust in the School and
its good name.
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2.1.1. Staff who are parents of children at the School must clearly delineate the
boundaries between their personal and professional roles.
HOH ST RAFRFAENENR, BAHIX 75 HAE R EEA A
AOEENPRTAEN G R AT A AR

2.2.  Staff must not place themselves in a vulnerable position on account of consumption
of alcohol or other intoxicating substances including reporting for duty under the
influence of alcohol or suffering from the effects of alcohol or other substance
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misuse and will be dealt with in accordance with the Disciplinary Policy. Staff who
are not employees will be dealt with as a disciplinary issue under the terms of the
contract which may led to suspension or termination.
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2.3.  Staff must show tolerance of and respect for the rights of others. Any form of

harassment in the workplace is unacceptable and will be dealt with in accordance
with the Disciplinary Policy and the Staff Speaking Out (Whistleblowing) Policy.
Staff who are not employees will be dealt with as a disciplinary issue under the
terms of the contract which may led to suspension or termination.
TAEN R 2058 X AR AR N IR T o AR N SR FEAE AR I e A A AR AT T =X
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2.4.  Staff must not share private transportation with students without permission from
the parents of the student or from a member of the Senior Leadership Team except
in an emergency where permission cannot reasonably be given. A member of the
Senior Leadership Team should subsequently be informed of such a situation at the
earliest possible opportunity.

IEF GO T RE A A BF B A iy 405 T A B B Atk AR N NS 5 524 [ ofe
MNSGE T FAER RGO T Joik S Wb & 3CF 78 73 BE 06 20 S it [R] 3fe AN
ACH T H, DU St J5 AR L = T 26 2 A9 v 4 45 AT BA PR S 52

2.5.  Smoking is prohibited on the whole of the School campus including staff apartments
and within sight of the School premises. Staff must not use tobacco products
(including e-cigarettes), alcohol or drugs when working with School students. Staff
must not give tobacco products, alcohol, drugs, inappropriate images, video
footage or reading materials to the students.

BN PRI ABRAREN (BIERTAE DRI, W, 5%
KA e, TAE N RS R CRIER D, PR . TIEA
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2.6.  Staff must preview any media content for appropriateness before showing it to
students.

FE R A R BAR AR AT, AR N SR T A A WA AL 18
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2.7. Al telephone communication with students and their parents must be made using

a telephone authorised by the School. Staff must not have the personal telephone
number of the School students. In exceptional circumstances, where the safety of
students might be a concern, teachers may obtain the contact details of students.
Permission for this must be given by a member of the Senior Leadership Team.
These contact details should be deleted once the exceptional circumstances have
passed.
55 A R AR i A LT AT 0 U P A R L AE . B OL R, TS
WA PR FEZAN NBIE G, RN 2R 2 A BB R RS LR, TAEN AT
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2.8.  All electronic communication with School students and their parents must be made
using an authorised school account. Use of staff personal electronic communication
accounts to contact students or their parents is not permitted. Staff must not
contact students using messaging services or via social media.

55 2 A SRR A FL I8 RS 0 U AR B ARk P gk AT . TAE N A
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2.9.  Use of the School Information and Communications Technology (ICT) facilities must
at all times be in accordance with the Staff Responsible Use Policy and the
Administrative Measures for the Security Protection of Computer Information
Networks Linked to the Internet (2011 Revised). All ICT use must be appropriate,
professional and lawful.

TAE N GUAH 22 05 DR AR Wi (ICT) WAUESE (G 1AM 2% 70 )
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2.10.  All gifts received from students or parents must be in line with the Staff Anti-
Bribery and Corruption Policy.
MR B BRI BLS BN B PG AL L ST & (d LR ETIS IR 570 )

2.11.  Staff should not take photographs of School students on personal devices.
Photographs of students should not be included in any School material without first
checking with the Marketing Department.

TAENGANAE A NG A it REmigiiiad, AEmE R An T %1%
HAE AR
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APPENDIX 1 ffi5—
Appendix for Approved Private Coaches

R EEHLERIFAN SR

A1.1  The arrangements for lessons with students must be made by the Sports and
Activities Office. Coaches must not have the personal telephone number of their
students nor should coaches contact students using messaging services or via social
media.

et (AR S i B RSB N A S 6 . A A R RS S 1,
WA KAE B EGE I A AT AR 5 AR R

A2.2 Coaches should only engage in school-related work while on the school campus.
PR PRI BLZ R NG B R AR

A2.3 Students from other schools should not be invited to participate in these approved
coaching sessions.

FURAN NI HAD AR 1) 52 A2 2 Ik S 3R 1AL 200 3 PR AE

A2.4 Coaches must wear the official branded clothing and kit provided by the School
when coaching.

BIRAEBEAT PRI 00 Z50 % 25 AV b 2 SR B B 7 il R IR B M 2 4%
A2.5. Coaches must have ID badges and lanyards with them at all times.
B IR LM A 2% R 4R 44 T

A2.6. For the duration of the lesson (and while accompanying students to and from the
lesson) the coach accepts the Duty of Care for the student. The coach should be
vigilant regarding the health and safety of the student - this includes having
knowledge of any severe medical conditions suffered by the student. This
information will be provided by the Sports and Activities Office.

TEPATERIIR CEFE RS R 2= AR AR IR IIRD ) , S 50 o 2 A 1 P BR Bt o
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APPENDIX 2 fIR—

Appendix for Approved Music Teachers (AMTS)
SERIZHERS R

A2.1 The day-to-day arrangements for lessons with students must be made by the Music
Department. AMTs must not have the personal telephone number of their students
nor should teachers contact students using messaging services or via social media.
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A2.2. It is appropriate to invite a parent or guardian to observe your lesson. Other adults
not directly connected to the student should not be invited to observe the lesson.

A LUBIE A BEH ) — NEE P N S8R . ATl I8iE 5 22 AR B B R I Hh e
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A2.3. For the duration of the lesson (and while accompanying students to and from the
lesson) the AMT accepts the Duty of Care for the student. The AMT should be vigilant
regarding the health and safety of the student - this includes having knowledge of
any severe medical conditions suffered by the student. This information will be
provided by the Music Department. Students in Practice Rooms should be monitored
at all times.
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