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Values and Ethos 
 

Our values and ethos are inclusive, and child centred. Our Trust is founded on the 

principles of inclusivity, diversity, and fairness, and they are fundamental to our 

delivery of exceptional learning experiences. 

 

EVAT stands for: 

 

• Excellence and high standards 

- a can-do culture and no-excuses ethos 

• Values driven with a deep sense of purpose 

- putting children and young people first 

- behaving ethically 

• Ambition and aspiration for all 

- irrespective of background or barriers – being truly inclusive 

• Teamwork  

- we do more, better and faster, together 

 

We are a village.  We collaborate, with our learners, their families and our 

communities, to provide exceptional education so that all the children and young 

people we serve achieve the best possible outcomes. 

 

Our Ethos is to: 

• Create a nurturing and friendly atmosphere and provide an environment 

where everyone feels valued for who they are 

• Bring out the best in every child and young person and meet the full range of 

their individual needs 

• Provide different and unique experiences, challenges and activities 

• Show tolerance and respect for each other 

• Prepare our children and young people for lifelong learning 

• Improve the life chances of every child and young person we serve. 

 

 

Note - Throughout this policy, the Chief Executive / Deputy Chief Executive / Executive 

Principals / Principals / Head of School / Line Managers will be referred to by the term 

Manager or Supervisor. 
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Introduction / Legal Framework  
 

High standards of professional conduct are important in our Trust as they reflect ethos 

and have a major impact on the achievement of our strategic objectives. The 

purpose of having a Code of Conduct is to:   

 

• make a clear statement about the standards of conduct expected of employees 

of the Trust;  

• ensure the highest standards of conduct by identifying Trust standards which sit 

alongside professional codes and guidelines;   

• help all employees to act in a way which upholds the Trust’s standards and at the 

same time, protect them from criticism, misunderstanding or complaint;   

• help build trust between the Trust and the people who come into contact with 

those working for it.   

Scope 
 

This Code of Conduct applies to:   

  

• All employees of the Trust including centrally employed Trust staff, volunteers, 

including Governors and Trustees. 

• Individuals providing services for the Trust e.g. contractors, agency staff, self-

employed people, and those working for the Trust as part of partnerships with the 

Trust.   

 

The term ‘employee’ is used throughout the code but should be taken to refer to  

employees, volunteers as appropriate. 

  

All employees will be supplied with a copy of this Code of Conduct upon 

commencement of employment with the Trust.  

 

All employees and volunteers are required to adhere to the provisions within this Code 

of Conduct.  

Standards and Attitude   
 

All employees of the Trust are expected to give the highest possible standard of 

service to pupils, members of the public, governors, trustees, members and fellow 

employees.  

 

The attitude of employees in dealing with people reflects on the Trust, so it is 

important that they are helpful, polite and courteous.  People’s impression of the 

Trust is strongly influenced by the views of the people who work for it.  Whether or not 

employees are aware of it, the comments they make will be accepted by others.  

Employees, therefore, need to carefully consider the effect of what they say and 

how they say it.  
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All employees are expected to promptly report to their manager or supervisor any 

perceived or anticipated impropriety, or any breach of procedure or policy of the 

Trust.   

 

In all cases, it is not enough to avoid actual impropriety, as public perceptions are 

very important.  Employees should at all times avoid any appearance of improper 

conduct that may give rise to suspicion.   

 

There are a number of principles that exemplify the standards that are required. They 

are set out below.  A number of these aspects are dealt with in more detail within this 

Code.   

Principles   
  

Honesty, Integrity, Impartiality and Objectivity - all employees must perform their duties 

with honesty, integrity, impartiality and objectivity.  

 

Accountability - all employees must  

• be accountable to the Trust for their actions.  

 

Respect for Others - all employees must:  

  

• treat others with respect;   

• not discriminate unlawfully against any person; and   

• behave professionally at all times.   

  

Stewardship - all employees must:   

  

• Use any public funds entrusted to or handled by them in a responsible and lawful 

manner; and   

• Not make personal use of property or facilities of the Trust unless properly 

authorised to do so.   

  

Personal Interests - all employees must not in their official or personal capacity:  

  

• Allow their personal interests to conflict with the Trust’s requirements; or   

• Use their position improperly to confer an advantage or disadvantage on any 

person.   

  

Declaring Interests - all employees must comply with any of the Trust’s requirements:   

  

• To declare interests; and   

• To declare hospitality, benefits or gifts received as a consequence of their 

employment in line with the Trust Gift and Hospitality Policy.   
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Openness - All employees must not:   

  

• disclose information given to them in confidence by anyone, or information 

acquired which they believe is of a confidential nature, without the consent of a 

person authorised to give it, or unless they are required by law to do so; and  

• prevent another person from gaining access to information which that person is 

entitled to by law.   

 

Duty of Trust - all employees must at all times act in accordance with the trust that the 

public is entitled to place in them.   

  

Safeguarding - all employees must undertake their work in accordance with 

requirements laid down (for their job) in support of the Trust’s duties for safeguarding 

children and young people.   

Equality   
  

All members of the local community, parents and carers, and other Trust employees 

have a right to be treated with fairness and equity. Employees should become familiar 

with and observe all Trust policies relating to equality issues in addition to the 

requirements of the law.  

Confidentiality and Disclosure of Information   
 

The Trust recognises the importance of an open, transparent culture with clear 

communication and accountability.  It is the Trust’s aim to be as open as possible 

about all its activities.  The law requires that certain types of information must be 

available to auditors, government departments, service users and the public. Different 

rules apply in different situations.  If an employee is in any doubt as to whether they 

can release any particular information, they should always check with their Head of 

Department first. See the Confidential Reporting (Whistleblowing) Policy.  

 

The confidentiality of information received in the course of an employee’s duties 

should be respected and must never be used for personal or political gain.  Employees 

must not knowingly pass information on to others who might use it in such a way.  If an 

employee believes that information should be disclosed in the public interest, they 

should follow the Confidential Reporting Policy before doing so.  Failure to do so may 

result in disciplinary action being taken.   

 

Employees must not communicate confidential information or documents to others 

who do not have a legitimate right to know. Furthermore, information which is stored, 

whether on computer systems or manually, must only be disclosed in accordance with 

the Trust’s General Data Protection Regulation (GDPR) Policy.  

 

Information given in the course of an employee’s duties should be accurate and fair 

and never designed to mislead.   
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Confidential Reporting (Whistleblowing) Policy   
 

The Trust is committed to running with honesty and integrity, and we expect 

all employees to maintain high standards.  However, there is always the risk of things 

going wrong from time to time, or of unknowingly harbouring illegal or unethical 

conduct. A culture of openness and accountability is essential to prevent such 

situations occurring and to address them when they do occur.  

For more information see confidential Reporting (Whistleblowing Policy). 

  

Conduct  
 

Whether in or outside work, employees must not conduct themselves in any way that 

creates doubt as to their suitability for their post or brings the Trust into disrepute.  This 

includes conduct that would bring into question their suitability to work with children.  

 

All adults working with children and young people have a responsibility to maintain 

public confidence in their ability to safeguard the welfare and best interests of 

children and young people.  It is therefore expected that they will adopt high 

standards of personal conduct in order to maintain the confidence and respect of 

the public in general and all those with whom they work.  

 

There may be times, for example, when an adult’s behaviour or actions in their 

personal life come under scrutiny from local communities, the media or public 

authorities.  This could be because their behaviour is considered to compromise their 

position in the workplace or indicate unsuitability to work with children or young 

people.  Misuse of drugs, alcohol or acts of violence would be examples of such 

behaviour.  

 

Adults in contact with children and young people should understand and be aware 

that safe practice also involves using judgement and integrity about behaviours in 

places other than the work setting.   

 

The behaviour of an adult’s partner or other family members may raise similar 

concerns and may require careful consideration by the Trust as to whether there may 

be a potential risk to children and young people in the workplace.  

Relationships with Pupils  
 
It is important that all working relationships, and relationships between employees and 

pupils, are conducted in a professional manner.   

 

It is an abuse of the professional relationship between an employee and pupil for the 

employee to:  
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• Enter into an improper association with a pupil, either inside or outside of the 

workplace, e.g. school trips, or when using social media such as Facebook, 

Twitter etc; 

• Commit any acts against a pupil which are illegal;   

• Show undue personal favour or disfavour towards a pupil;  

• Endeavour to exert an undue influence on personal attitudes, opinions or 

behaviour that is in no way connected with the work of the Trust.  

Safeguarding of Pupils    

 
EVAT is committed to safeguarding and promoting the welfare, both physical and 

emotional, of every pupil both inside and outside of the trust premises. We implement 

a whole-academy vigilant and preventative approach to managing safeguarding 

concerns, ensuring that the wellbeing of pupils is at the forefront of all action taken.  
 

Employees have a duty to safeguard pupils from:  

 

• Physical abuse;  

• Sexual abuse;  

• Emotional abuse;  

• Neglect.   

 

The duty to safeguard pupils includes the duty to report concerns about a pupil to the 

Designated Safeguarding Lead.  Employees must ensure that they are familiar with 

the Safeguarding and Child Protection Policy and the Confidential Reporting 

(Whistleblowing) Policy.  

 

Employees have a duty to report if they believe if any other member of staff,  

volunteer, contractor or agency member of staff has:  

 

• behaved in a way that has harmed a child, or may have harmed a child   

• possibly committed a criminal offence against or related to a child  

• behaved towards a child or children in a way that indicates he or she may pose 

a risk of harm to children  

• behaved or may have behaved in a way that indicates they may not be suitable 

to work with children.  

 

Employees should also report low-level concerns – no matter how small, and even if 

no more than causing a sense of unease or a ‘nagging doubt’ - that an adult working 

in or on behalf of the Trust may have acted in a way that:  

 

• Is inconsistent with the Trust’s code of conduct, including inappropriate conduct 

outside of work; and   

• Does not meet the allegations threshold or is otherwise not considered serious 

enough to consider a referral to the LADO.   
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Examples of such behaviour could include, but are not limited to:   

 

• being over friendly with children   

• having favourites   

• taking photographs of children on their mobile phone or other device   

• engaging with a child on a one-to-one basis in a secluded area or behind a 

closed door   

• using inappropriate sexualised, intimidating or offensive language.  

  

Any issues should be reported in line with the Trust’s policy on Managing Allegations 

Against Staff Concerns . 

 

 Bullying and Harassment   
 

EVAT has a zero-tolerance approach towards bullying and harassment, and those 

found to be in breach of these procedures may be subject to disciplinary action, up 

to, and including, summary dismissal.  

 

The Trust is firmly committed to equal opportunities and believes that every employee 

has the right to work in a safe environment without the fear of discrimination, 

harassment or abuse.  The Trust will not tolerate or condone harassment or bullying in 

any form.  Any claims of bullying and / or harassment will be dealt in line with the 

process outlined in the Anti-Harassment and Bullying Policy and the Trust Grievance 

Policy.    

Smoking and Vaping  
 

It is the policy of the Trust that all our workplace buildings are smoke free, and all 

employees have the right to work in a smoke-free environment. Smoking and vaping 

are prohibited in all areas and/or non-designated areas without exception. Please 

see Smoking Policy for more information. 

Drug and Alcohol Misuse  
 

It is the responsibility of all employees to report to work fit for duty without impairment 

from alcohol and/or illegal drugs.  

 

It is a disciplinary offence for employees to consume alcohol and/or use illegal drugs 

during working hours or whilst on duty.   

 

Any employee representing the Trust at official functions/meetings, whether within the 

working day or when attending evening seminars, meetings, etc. are reminded of the 

need to maintain appropriate standards of conduct at all times.  
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Where there is a belief that an employee is under the influence of alcohol and/or 

illegal drugs, their Manager will ensure that the employee is escorted home safely and 

make arrangements to interview them on the next working day.    

 

Advice and assistance will be given wherever practicable to employees who wish to 

stop smoking.  Requests for time off for counselling / attendance on courses will be 

considered on their merits, subject to the exigencies of the service.  See also Drug and 

Alcohol Policy. 

Notification of Criminal Investigations and Other Required Disclosures   

 

The Code of Conduct places a general obligation on all employees to disclose 

information that is relevant to their capability, capacity and suitability to carry out the 

duties and responsibilities for which they are employed.  This general obligation 

applies irrespective of the role undertaken by the employee and is not limited to 

information that relates to a conviction, caution, reprimand or warning.   

 

For employees undertaking roles for which a Disclosure and Barring Service (DBS) 

check is required there is a specific obligation on them to disclose any convictions, 

cautions, reprimands or warnings that they receive which are relevant to their 

employment.   

 

For the avoidance of doubt an employee must immediately inform their Head of 

Department, if during their employment with the Trust they are:   

 

• Included on the Disclosure and Barring Service (DBS) Children’s Barred List  

• Disqualified from working with children under the Childcare (Disqualification) 

and Childcare (Early Years Provision Free of Charge) (Extended Entitlement) 

(Amendment) Regulations 2018 (See Annex H)  

• Advised that they are under investigation for a criminal act (including road traffic 

offences)   

• Arrested in connection with a criminal act   

• Notified that criminal charges are being considered against them   

• In receipt of a summons to appear before a Court of Law for an alleged offence   

• Found guilty and convicted of any offence   

• Receive a police caution   

• Are involved in any other matter which it would be reasonable to think would 

impact upon their role and or professional standing   

• Employees who are required to drive as part of their duties must also declare any 

penalties received in connection with motoring offences.   

  

Failure to disclose this information may be treated as a disciplinary offence.  

 

The Principal / Executive Principal / Chief Executive will consider any possible effects 

of these matters on an individual’s employment, discuss this with the People Team as 

appropriate and take relevant action.   
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After having undertaken a risk assessment and taking advice as appropriate, the 

manager will put in place precautionary measures for the protection of the employee, 

pupils/students and the Trust. Precautionary action may include restriction of duties, 

temporary redeployment, temporary change of work base or, if none of these options 

are practicable, suspension with pay. The Manager is responsible for consulting with 

authorised officers/legal/people team as appropriate and taking relevant action.   

 

Following careful consideration of the available evidence, any action taken will be 

fair and reasonable in the circumstances.  

Dress and Appearance  
 

An employee’s dress and appearance are matters of personal choice and self-

expression. However, employees should consider the manner of dress and 

appearance appropriate to their role. 

 

Employees who work with pupils should ensure they are dressed decently, safely and 

appropriately for the tasks they undertake.  Those who dress inappropriately, or 

appear in a manner that could be considered as inappropriate could render 

themselves vulnerable to criticism or allegations.  

 

This means employees should wear clothing which:  

  

• is appropriate for their role;  

• is not likely to be viewed as offensive, revealing or sexually provocative;  

• does not distract, cause embarrassment or give rise to misunderstanding;  

• is absent of any political or otherwise contentious slogans;  

• is not considered to be discriminatory.  

  

Further guidance can be found in the Dress Code Policy.   

Staff Relationships 
 

Personal relationships between colleagues who work together can give rise to 

potential or perceived conflicts of interest.  Therefore, employees who have entered 

into a close personal or romantic relationship with a colleague are required to disclose 

this fact to their Manager.  Any information declared or disclosed should be recorded 

on both employees’ personal files and treated in strict confidence.  

 

This information should only be considered to ensure that the existence of the 

relationship does not impact on the smooth running of the Trust.  

 

Employees involved in making appointments must ensure that they are made on the 

basis of merit and in accordance with the prevailing Trust policy on Recruitment, 

Selection and Induction and Safer Recruitment Regulations.   
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In order to avoid any possible accusation of bias, employees must not become 

involved in any appointment or any other decision relating to the discipline, 

promotion, pay or conditions of another employee, or prospective employee, to 

whom they are related or with whom they have a close personal relationship with him 

or her, nor where they have the opportunity to benefit, directly or indirectly, from an 

appointment without the express prior approval of the Trust.   

 

In this paragraph, ‘relative’ means a spouse, partner, parent, parent-in-law, son, 

daughter, stepson, stepdaughter, child of a partner, brother, sister grandparent, 

grandchild, uncle, aunt, nephew, niece, or the spouse or partner of any of the 

preceding person.   

 

‘Partner’ means a member of a couple who live together or who are involved in a 

romantic relationship.  

 

Close personal relationship’ would include a person not employed by the Trust with 

whom an employee has a close business connection.   

 

All relationships of a business or personal nature with external contractors or suppliers, 

or potential contractors or suppliers, must be declared to the Head of Department 

vat the earliest opportunity.   

 

Orders and contracts must be awarded in accordance with the Trust’s Finance and 

Procurement rules and policies and no special favour should be shown to businesses 

run by, for example, friends, partners or relatives.   

Use of Information Technology 

 

The Education Village Academy Trust believes that ICT plays an important part in 

both teaching and learning over a range of subjects. The Trust is committed to 

ensuring that staff and pupils can access the necessary facilities and support 

to facilitate the delivery of exceptional teaching and learning experiences and 

support services.  
 

The Trust ICT policy is intended to ensure that:  
 

• Members of staff are responsible users and remain safe while using the internet  

• School ICT systems and users are protected from accidental or deliberate misuse 

which could put the security of the systems and/or users at risk  

• Members of staff are protected from potential risks in their everyday use of 

electronic devices  

• A process is in place for claiming financial payments when electronic devices are 

lost or damaged by members of staff  
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The policy incorporates Acceptable Use Agreement(s) for all staff, 

governors, Trustees regular visitors [for regulated activities] and pupils. This is inclusive 

of both fixed and mobile internet and technologies provided by the Trust such as:  

• PCs  • Laptops  

• Mobile devices  • Webcams  

• Classroom technology  • Digital video equipment  

  

The policy also encompasses technologies owned by pupils and staff, but brought 

onto Trust/school premises, including laptops, mobile phones and other mobile 

devices.  

 

EVAT promotes the use of technology and understands the positive effects it can 

have on enhancing pupils’ learning and community engagement. We must ensure 

that staff use technology appropriately. Any misuse of technology will be taken very 

seriously and will be reported to the appropriate Principal or Head of Department in 

order for any necessary further action to be taken.  
 

This acceptable use agreement is designed to outline staff responsibilities when 

using The Trust’s devices and technology on or off the school premises, and applies to 

all staff, volunteers, contractors and visitors.  

 

Private use of Trust facilities, such as computers (including use of the Internet), 

stationery and fax machines, is governed by these documents. Employees should not 

arrange to receive correspondence, telephone calls and fax messages in the Trust 

related to outside work or private interests.   

 

An employee who is aware of, or suspects, that abuse of computers, email or the 

Internet is taking place is under a duty to report this immediately under the Trust’s 

Confidential Reporting (Whistleblowing) Policy 

 

The Trust will monitor the use of computers, etc. without notice.  A record of any sites 

accessed by staff is automatically stored on the system and may be examined later 

if misuse is suspected.   

Social Media 
  

EVAT understands that social media are a growing part of life outside of school. The 

Trust and our schools have a responsibility to safeguard pupils against potential 

dangers when accessing the internet at school, and to educate pupils about how to 

protect themselves online when outside of school. Please see the Trust’s Social Media 

Policy for full guidance. 

   Monitoring of Systems 
 

We reserve the right to monitor, intercept and review, without further notice, staff 

activities using our IT resources and communications systems, including but not limited 
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to social media postings and activities, to ensure that our rules are being complied 

with and for legitimate purposes and you consent to such monitoring by your use of 

such resources and systems.   

Books, Training Materials, and Intellectual Property Rights   
 

If an employee writes a book for payment on subjects relating to their work for the   

Trust they must seek the permission of the Trust in writing through the Chief Executive 

Officer.   

 

The Trust retains intellectual property rights for work undertaken by employees. 

Research, reports, designs, drawings, Internet publishing e.g. blogs, software and other 

developments or similar work, when created in the course of an employee’s normal 

duties, remain the property of the Trust. These should not be removed from Trust 

premises or passed on to third parties by any employee acting in a private capacity 

without the express consent of the Chief Executive Officer.   

 Patents and Inventions 
 

Any matter, or thing capable of being patented under the Patents Act 1977, made, 

developed or discovered by an employee, either alone or with others, whilst in the 

performance of their duties should be disclosed to the Trust through the Principal and, 

subject to the provisions of the Patents Act, it will belong to and be the absolute 

property of the Trust.   

The Local Community and Service Users   
 

Employees should always remember their responsibilities to the community they serve 

and ensure courteous, efficient service delivery to that community in accordance 

with the policies of the Trust. This may involve dealing with troubled, angry and 

frustrated parents and carers, although employees are entitled not to be expected 

to place their personal health, safety and welfare at risk.   

  

Outside Commitments   
 

The Trust recognises that employees are entitled to their private lives. However, an 

employee must not be in a position where their outside commitments present a 

conflict of interest. Staff are expected to conduct themselves with integrity, 

impartiality and honesty and their private interests should not be such as to have the 

potential for allegations of impropriety to be sustained, thereby bringing the Trust into 

disrepute.   
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Additional Work   
 

Employees are able to undertake paid or unpaid (voluntary) work in addition to their 

existing contract of employment, providing it does not conflict with the performance 

of their duties in the role for which they are employed.  In order to assess whether or 

not there might be a conflict, employees are required to complete a form requesting 

permission from their Head of Service before taking any outside employment.  

 

The Trust will not unreasonably stop employees from undertaking additional 

employment, but this employment must not, in the Trust’s view, conflict with or be 

detrimental to its interests, or weaken public confidence in the conduct of its business.  

Political Neutrality  
 

Employees must not allow their own personal or political opinions to interfere with their 

work and must always perform their duties in an objective manner.  

Personal Interests   
 

Employees may have a variety of personal interests, which may from time to time 

impact on their role for the Trust.  To protect the Trust and the employee from any 

accusations of wrongdoing the Trust has in place a number of safeguards which 

demonstrate that these interests are not allowed to influence the way the Trust 

conducts its business.   

 

Whatever an employee’s role within the organisation, they must declare any financial 

or non-financial interests which could bring about conflict with the Trust’s interests to 

their Principal, Executive Principal, Deputy Chief Executive or the Chief Executive.  This 

could include Trustees, Governors, etc.  

 

If employees are in any doubt about a potential conflict of interest, they should bring 

the matter to the attention of their Principal, Executive Principal, Deputy Chief 

Executive or the Chief Executive so that a decision can be made as to how best to 

proceed.   

 

Employees must not make, or become involved with, any official or professional 

decisions about matters in which they have a personal interest.  

 

The Trust is required to establish systems of control to ensure that any business or 

personal interest by key members of staff, Trustees and Governors are recorded. 

Please refer to the Trust Governance Handbook.  

Corruption   
 

The Trust takes a very firm stance against all forms of bribery and corruption and has 

adopted Anti-Fraud Corruption and Bribery Policy and Procedures.  
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Employees must be aware that bribing another person or receiving a bribe are serious 

criminal offences under the Bribery Act. Penalties include fines and/or imprisonment 

for up to 10 years.  

 

The offence of ‘bribing another person’ will be committed if you offer, promise or give 

financial or other advantage to another person with the aim of inducing or rewarding 

them to perform an activity or function improperly.  The activity or function could 

relate to an external business or commercial activity or any public function (for 

instance done in house or by another public sector body).  

 

The offence of ‘being bribed’ will be committed if you request or agree to receive or 

accept any financial or other advantage in return for improperly performing or 

allowing the improper performance of an activity or function.  The activity or function 

could be any public function or something you do during the course of your 

employment.  

 

For employees’ own protection, if anyone makes an approach which seems to them, 

or might seem to a third party, to be aimed at obtaining some form of preferential 

treatment, or in any suspicious circumstances in connection with a contract, you must 

report the matter to your Principal, Executive Principal or the Chief Operating Officer 

or in respect of the Principal, Executive Principal or Chief Operating Officer, to the 

Chief Executive.  

Gifts and Hospitality   
  

A potential source of conflict between public and private interests is the offer of gifts, 

hospitality or benefits in kind to employees in connection with their official duties. It is 

important to avoid any suggestion of improper influence. Further information can be 

found in the Gifts and Hospitality Policy. 

 

The general principle is that the Trust and its Academies do not purchase or provide 

gifts except in exceptional and appropriate circumstances. When making gifts, the 

trust must ensure the value is reasonable, is within its scheme of delegation, the 

decision is documented, and achieves propriety and regularity in the use of public 

funds.    

 

Offers of hospitality are a normal part of the courtesies of business life but in the 

publicly funded sector it is important for employees to avoid creating an appearance 

of improper influence, thus undermining public confidence.    

Sponsorship – Giving and Receiving  
 

When an outside organisation wishes to sponsor or is seeking to sponsor a Trust activity, 

whether by invitation, tender, negotiation or voluntarily, the basic conventions 
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concerning acceptance of gifts or hospitality apply.  Particular care must be taken 

when dealing with contractors or potential contractors.   

 

Offers of sponsorship are a normal part of the courtesies of business life but in the 

publicly funded sector it is important for employees to avoid creating an appearance 

of improper influence, thus undermining public confidence. See also Gifts and 

Hospitality Policy 

Tender Procedures   
 

Employees should exercise fairness and impartiality when dealing with all customers, 

contractors and subcontracts.    

 

The Trust Tendering and Procurement Policy must be adhered to  at all times.  

 
All employees must ensure that no special favour is shown to current, or recent former, 

employees or their partners, close relatives or associates in awarding contracts to 

businesses run by them or employing them in any capacity.   

 Financial Procedure Rules  
 

All employees involved in financial activities and transactions on behalf of the Trust, 

including budgetary control, operation of bank accounts, payments of accounts, 

payments of salaries and wages, petty cash and orders of works, goods or services 

must follow the Academy Trust Handbook or the Trust’s Finance Policy.  

 

They must ensure that they use public funds entrusted to them in a responsible and 

lawful manner and strive to ensure value for money.   

 

Information with regard to payments to trustees can be found in Payments to Trustees, 

Governors and Trustees / Governors’ Allowances Policy.  

Contact with the Press and Media  
 

Employees are not permitted to give reports or speak to the press and media, unless 

this is an aspect that is clearly required within their role, or they have been given 

permission to do so by their Principal, Executive Principal or the Chief Executive on 

matters relating to their employment within the Trust.  

 

More information is contained within the Trust Press and Media Policy. This Policy also 

covers talks to other bodies, Radio and Television interviews as well as contributions to 

Publications.  

 

Employees with this responsibility must guard themselves against declaring a view 

which is contrary to a position taken by the Trust, and which may be deemed to be 

critical of that decision.   
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Non-compliance with the Code of Conduct  
 

Non-compliance with this Code will, in certain circumstances, result in disciplinary 

action being taken. Some breaches of the Code may be treated as gross misconduct 

and in such cases dismissal (which may be without notice) may be the appropriate 

form of disciplinary action. Gross misconduct may be defined as conduct or 

behaviour of such nature that the Trust is justified in no longer tolerating the 

employment of the staff member. Examples of gross misconduct can be found in the 

Disciplinary Policy.  

 

Lack of awareness of the Code of Contact will not be accepted as a mitigating 

circumstance.   

 

Public Sector Equality Duty (Equality Act 2010) 

 
In preparing or amending this policy, the author has given due regard to the Public 

Sector Equality Duty; that is, they have considered any potential impact on people 

who share certain protected characteristics.  These protected characteristics are 

defined as: race, disability, sex, age, religion or belief, sexual orientation, pregnancy 

and maternity and gender reassignment. 
 

 

 


