
 
 

 

Safer Working Practice Guidance 

 
OVERVIEW 
For staff who work in different educational establishments it is important for you to note that 
guidance cannot cover all eventualities. 
Employers, Local Authorities and Local Safeguarding Children Boards decide upon their own code 
of conduct/staff behaviour guidance and therefore you should be mindful that each school that you 
go to may issue guidance which is slightly different to that of a neighbouring school. It is vital, 
therefore, that you ask schools to provide you with any induction materials available so that you 
can become familiar with the establishment’s procedures. 
Excell Supply takes this issue very seriously and we have produced this brief document which is 
aimed at raising awareness of illegal, unsafe, unprofessional and unwise behaviour.  
This should assist staff to monitor their own standards and practice and reduce the risk of 
allegations being made against them. 
We recognise that the vast majority of adults who work with children act professionally and aim to 
provide a safe and supportive environment which secures the very best outcomes for children in 
their care. Achieving these aims is not always straightforward, as much relies on child and staff 
interactions where tensions and misunderstandings can occur. This guidance aims to reduce the 
risk of these. 
 
INTRODUCTION 
Adults have a crucial role to play in the lives of children. 
This guidance has been produced to help them establish the safest possible learning and working 
environments which safeguard children and reduce the risk of them being falsely accused of 
improper or unprofessional conduct. 
 
RESPONSIBILITIES 
Staff are accountable for the way in which they: exercise authority, manage risk, use resources 
and safeguard children.  
All staff have a responsibility to keep pupils safe and to protect them from abuse, neglect and 
safeguarding concerns. 
This means that staff should always act, and be seen to act, in the best interest of the child. Staff 
should avoid any conduct which would lead to any reasonable person to question their motivation 
and intentions. 
 
MAKING PROFESSIONAL JUDGEMENTS 
Individuals are expected to make judgements about their behaviour in order to secure the best 
interests and welfare of the pupils in their charge. 
 
CONFIDENTIALITY 
Staff may have access to confidential or personal information about a pupil or her/his family. This 
information should never be used to the staff member’s advantage or be used to intimidate, 



 
 

 

humiliate or embarrass a child. It should also not be discussed outside of the working 
environment. 
Any supply staff becoming aware of a safeguarding issue or a concern of possible issues should 
contact the school’s designated safeguarding lead without delay. 
 
STANDARDS OF BEHAVIOUR 
All staff have a responsibility to maintain public confidence in their ability to safeguard the welfare 
and best interests of children. They should adopt high standards of personal conduct in order to 
maintain confidence and respect of the general public and those with whom they work. 
Examples of what staff should not do include: 
-behaving in a manner which would lead to any reasonable person to question their suitability to 
work with children or to act as an appropriate role model 
-making, or encouraging others to make sexual remarks to or about a pupil. Staff must make clear 
that these are inappropriate. 
-using inappropriate language to, or in the presence of, pupils. Discussing their personal or sexual 
relationships with, or in the presence of, pupils. 
 
DRESS & APPEARANCE 
Staff should ensure that they are dressed professionally, decently, safely and appropriately for the 
tasks they undertake. 
 
COMMUNICATION 
Staff should ensure that they establish safe and responsible online behaviours, working to local 
and national guidelines and acceptable use policies which exist in schools. Staff should not seek 
to communicate/make contact or respond to contact with pupils outside the purposes of their work, 
or give out personal details or contact numbers. 
 
PHYSICAL CONTACT 
There are occasions when it is entirely appropriate and proper for staff to have physical contact 
with children, however it is crucial that they only do so in ways appropriate to their professional 
role and in relation to the pupil’s individual needs and any agreed care plan. 
Any physical contact should be in response to the child’s needs at the time, of limited duration and 
appropriate to their age, status of development, gender, ethnicity and background. 
Adults should use their professional judgement at all times, and check with the line manager if in 
doubt. 
 
INTIMATE/PERSONAL CARE 
Staff should adhere to the organisation’s intimate and personal care policies (e.g. nappy changing, 
escorting pupils to the toilet). 
Other staff should be made aware of what action you are taking and you should consult with them 
if any variance to the care plan is necessary. 
 
 



 
 

 

BEHAVIOUR MANAGEMENT 
Where pupils display difficult or challenging behaviour, adults should follow the school’s or 
setting’s behaviour and discipline policy using strategies appropriate to the circumstance and 
situation. 
Staff should try to defuse situations and not use force as a form of punishment. 
Where a pupil refuses to stay for a detention or to be spoken to after a lesson, never try to make 
them stay by using any physical contact. If the pupil becomes angry and/or appears aggressive, 
let them walk away. Never try to block their way or prevent them from leaving. The situation can 
be followed up later. 
 
USE OF CONTROL AND PHYSICAL INTERVENTION 
Staff should adhere to the school or setting’s physical intervention policy and always seek to 
defuse situations and avoid the use of physical intervention wherever possible. 
Where physical intervention is necessary, only use minimum force and for the shortest time 
needed. 
The law and guidance for schools states that adults may reasonably intervene in certain 
circumstances. These include: 

• Committing a criminal offence 
• Injuring themselves or others 
• Causing damage to property 

In any case where physical intervention has taken place, this should be reported to the line 
manager. 
(see also ‘Keeping Learners Safe’, Welsh Government) 
 
SEXUAL CONDUCT 
Any sexual behaviour by a member of staff with or towards a pupil is totally unacceptable. Staff 
should also avoid any form of communication with a pupil which could be interpreted as sexually 
suggestive, provocative, or give rise to speculation e.g. verbal comments, letters, notes, by email 
or on social media, phone calls, texts or physical contact. 
 
ONE TO ONE 
Staff working in one to one situations with pupils can be more vulnerable to allegations or 
complaints. The school should provide guidance and risk assessments for these situations. 
Wherever possible there should be visual access and/or an open door to one to one situations – 
this would include a situation where you are speaking to an individual at the end of a lesson. 
 

These notes are for guidance. 
For a more detailed set of guidance, you can access the following documents online: 

‘Guidance for safer working practice for those working with children and young people in education settings’ February 
2022, Safer Recruitment Consortium 

‘Keeping Learners Safe’ guidance produced by the Welsh Government. 

If you have any specific questions or concerns, please contact your account manager in the first instance. 

Excell Supply, June 2024 


