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Staff Code of Conduct
1. Purpose
This Code of Conduct sets out the standards of behaviour expected of all Sapphire Education staff.
It ensures a safe, professional and respectful environment for students and staff, and supports Sapphire’s safeguarding responsibilities at all times.
All staff are expected to model appropriate behaviour and maintain high standards throughout the programme.

2. Professional Behaviour
Staff are expected to:
· Act professionally at all times 
· Be punctual, prepared and reliable 
· Treat colleagues and students with respect 
· Follow instructions and fulfil their role responsibilities 
· Represent Sapphire positively in all interactions 
Staff must not behave in a way that could undermine the student experience or the reputation of the programme.

3. Safeguarding & Boundaries
Safeguarding is the responsibility of all staff.
Staff must:
· Maintain clear and appropriate professional boundaries 
· Avoid situations where they are alone with a student where possible 
· Use open and visible spaces when speaking to students 
· Report any safeguarding concern immediately 
· Follow all safeguarding procedures without delay 
Staff must not:
· Develop personal or inappropriate relationships with students 
· Share personal contact details or communicate outside approved channels 
· Engage in any behaviour that could be misinterpreted 
Any breach of safeguarding expectations will be treated as a serious matter.

4. Communication & Online Conduct
Staff must use professional communication at all times.
This includes:
· Using approved platforms and channels only 
· Not connecting with students on social media 
· Not sharing or requesting personal photos or contact details 
· Communicating respectfully and appropriately 
Online behaviour must reflect the same standards as in-person conduct.

5. Conduct on Programme
Staff must:
· Not consume alcohol or be under the influence while on duty 
· Not possess or use illegal substances 
· Follow site rules, including smoking and vaping restrictions 
· Dress appropriately for their role 
Staff must be aware that they are responsible for student supervision and must remain fit to carry out their duties at all times.

6. Student Interaction
Staff should:
· Build positive, supportive relationships with students 
· Encourage participation and engagement 
· Provide guidance and reassurance where needed 
Staff should not:
· Show favouritism 
· Use inappropriate language or behaviour 
· Engage in physical contact unless appropriate and necessary 
All interactions must remain professional and appropriate.

7. Low-Level Concerns & Reporting
Staff must:
· Report any concern about behaviour, however small 
· Raise concerns about their own conduct if it may be misinterpreted 
· Follow Sapphire’s Low-Level Concerns and Safeguarding procedures 
Creating a culture of openness and transparency is essential.

8. Accountability
All staff are responsible for:
· Following this Code of Conduct 
· Acting in line with Sapphire policies and procedures 
· Supporting a safe and respectful environment 
Failure to follow this Code may result in disciplinary action.

Staff Signature:
Date:
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