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Code of Conduct Policy

[bookmark: _vx6aiagwyz9y]Policy Statement
Al Salam Schools’ Code of Conduct outlines clear expectations for all Employees to understand what behaviour is acceptable and what is not acceptable. All Employees should promote a positive, safe and healthy environment in the conduct of their work and behave in a manner that is consistent with the provisions of this Code of Conduct in order to maintain professional standards and carry out instructions as issued by the line manager in accordance with their job descriptions, prescribed hours of work, and appropriate training and resources.

[bookmark: _rnd44kjcdtat]Guidelines:
Professionalism includes but is not limited to:
· Attending meetings/appointments/lessons on time
· Having prepared for the relevant meeting/lessons
· Conducting themselves in meetings/classes appropriately i.e. no mobile phones 
· Communicated in advance any additional requirements
· Courtesy at all times 
Line managers are responsible and accountable for:
· ensuring their staff are informed of the policies
· reporting any violations of the Code of Conduct
· awareness and adherence to relevant policies and procedure
All Employees are responsible and accountable for:
· adherence to the Code of Conduct
· carrying out and complying with the School’s policies and procedures
· their performance and behaviour
· their duties & responsibilities
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[bookmark: _g1vpxkynxssj]Child Protection
Al Salam Schools’ are committed to the Safer Recruitment Policy and Child Protection Policy, safeguarding and promoting the welfare of our pupils and expect everyone to share this commitment. All employees are subject to references, background checks, and relevant police checks and are expected to read these policies, understand and acknowledge their understanding. This is mandatory reading for all staff on an annual basis. The Child Protection Officer will offer open training sessions each term for new staff or those needing revision/clarification. 

Al Salam Staff Reference Procedure & Forms to other schools
References are a highly integral part of the recruitment and selection process. As a school, we want to ensure that we take utmost caution in providing the rightful required information. To administer the authenticity of outgoing information, references for Al Salam staff should only be issued from the desk of the School Principal in coordination with HR. The following collaborative steps should be taken: 
1. The necessary information should be filled in initially by relevant line managers.
2. Then, staff or Line Managers should forward references received to Heads of Schools.
3. Finally, references should be passed to the Principal for final approval, signature and school stamp.

[bookmark: _y817af37x2fg]Employee Welfare
Al Salam Schools’ care for every person and dealing with all staff as everyone is special. Employees’ welfare is paramount for all employees to fulfill their roles and create an atmosphere of well-being and happiness. All Employees’ working hours should be respected and their role not undermined in any manner. staff are not expected to reply to emails after working hours. Line managers have a duty of care and professional responsibility to facilitate and promote staff wellbeing.

Conflict Management 
Problems, misunderstandings and frustrations may arise in the workplace. It is our intent to be responsive to our employees and their concerns. Therefore, an employee who is confronted with a problem may use the procedure described in the Conflict Resolution Policy to resolve or clarify his or her concerns.
The purpose of this policy is to provide a quick, effective and consistently applied method for a non supervisory employee to present his or her concerns to management and have those concerns internally resolved.
[bookmark: _2o4xoqefus3e]Personal lives 
We designed this policy to create a positive work-life balance, and to ensure all our employees are role models with the children and young persons they serve.  As staff working in schools, we are very much in the ‘public eye’.  It is, therefore, essential that staff do not jeopardise their own reputation and risk bringing the school and themselves into disrepute. This would include the drinking of alcohol and the after-effects such as the following day(s) and also smoking (cigarettes and/or vapes).  The smell/odour of such intoxicants would draw unnecessary attention to others, including students, which could lead to inappropriate questions about lifestyles.

[bookmark: _920ifi35qph2]Social Media and digital communications
In this digital era, social media is almost universally used and accepted.  However, it must be understood on two aspects where the use of social media must be carefully considered.  Firstly, settings should be set to private i.e. Facebook, Instagram, and Twitter accounts. Students and also parents could easily out of curiosity search for your ‘name’ online and view what they find and draw their own conclusions from it.
Secondly, the UAE has very strict laws regarding cybercrime and inappropriate use of social media.  Uploading or sharing images with other persons in the background without their consent is illegal in the UAE.  Furthermore, political and explicit content including illegal activity such as drug taking and extramarital relations could lead to prosecution and deportation and we wish to protect all staff from such consequences.
Also, staff must not give their personal mobile number or e-mail address to students or parents, no matter what the circumstances.  Each Employee is issued an official e-mail address.  Also, the School has official mobile numbers to use i.e. for field trips and visits, so there will be no need for your personal mobile phone or e-mail address to be accessed by students and/or parents.

[bookmark: _y817af37x2fg]Conflicts of Interest/Home Tuition
No member of the staff is permitted to have outside business interests of any kind, or the home tuition for the schools’ students, which could be furthered by virtue of his/her employment. As a condition of employment, employees must disclose in writing any interest in, or connection with, any commercial concern or company. Employees are also required to disclose any association with current or past employees of the School. 

Non-poaching
Al Salam employees covenant and agree that for a period of two (2) years following the Separation Date, he/she will not solicit or attempt to solicit, directly or by assisting others, any person who was an employee of the Al Salam Community School or Al Salam Private School & Nursery, or within six (6) months before, the date of such solicitation or attempted solicitation, to leave the employment of the Al Salam.

[bookmark: _y817af37x2fg]Anti-Bribery and Corruption
A bribe is a 'financial or other advantages' offered, promised or given to induce a person to perform a relevant function or activity improperly, or to reward them for doing so. Bribery is regarded as conduct unbecoming and is strictly forbidden. This behaviour puts the reputation of Al Salam Schools at risk. The School requires proper accounting and record-keeping for all monies spent on its behalf, including but not limited to payments of commissions, fees, and gratuities. It is prohibited to:
1. offer, promise or give a bribe
2. request, agree to receive or accept a bribe
3. bribe a public official to obtain or retain business or a business advantage
4. small payments made to government officials or others to make something happen, or happen sooner, (commonly called facilitation payments) are likely to be bribes and unlawful
[bookmark: _y817af37x2fg]General Harassment and Sexual Harassment
Al Salam Schools have zero-tolerance on bullying, harassment and discrimination in any form in the workplace.   Unreasonable behaviour is a breach of the Code of Conduct.
Employees must ensure their online or offline activity does not in any shape or form:
· Threaten, stalk, defame an employee or group of employees for any reason
· Attempt to impersonate an Al Salam School employee.

All reported incidents of any individual demonstrating unreasonable behaviour will be investigated, which may include but is not limited to the following:
· verbal abuse which includes derogatory comments or descriptions 
· shouting or offensive tone of language
· excluding or isolating behaviour
· deliberately withholding information for effective work performance
· giving employees impossible or excessive assignments
· physical abuse

Action by the employee:
When faced with a situation where he/she is the victim of harassment an employee must:
1. In the first instance make it very clear to the offender(s) that the behaviour is not welcome and to desist.
2. Document any incidents, detailing: when, where, what occurred, and witnesses (if any) and the offender’s response.
3. If such behavior continues, the employee should discuss this matter with the line manager or the HR who shall launch an investigation into the matter. 
[bookmark: _l5wiyj2ddw4z]Protection School Data, Documents, and Information
Employees are reminded of adherence to UAE laws on privacy and data protection.
Employees should be aware of their record-keeping responsibilities and are reminded that there is a requirement to adhere to proper data management practices and procedures.

All Employees should take care to place and store all official school documents in the official designated or allocated areas within the school or if online, within the allocated folders on Google Drive or any designated storage space on the School’s IT system.
Employees are advised to take reasonable precautions when handling official school property, goods, content, documents, data and intellectual property and services or equivalent. Employees should ensure that they manage this information with care and keep matters of a  confidential nature suitably protected and to follow the proper channels of communication for such information.
All Employees have a responsibility to protect and secure official school information against loss, misuse, unauthorised access, modification or disclosure.  If in doubt consult with your line manager or the HR Department.
[bookmark: _iotslbtbcf6x]Personal Devices
Employees may bring their own devices to school at their own risk.  If Employees access school content on their personal devices such as e-mail or Google Drive, the school has the right to access school data/email on devices via remote management or as otherwise requested.  
[bookmark: _4p2r9no37ezk]Intellectual Property
All records, documents, data, and other papers which pertain to the administration of the School and which are made or acquired by Employees in the course of their employment shall be the property of the School. The copyright in all such original records, documents and papers shall at all times belong to the School. Upon termination of employment the employee will return all correspondence, documents, data, information, equipment and things, including copies thereof, belonging to the employer that may be in the employee’s possession, custody or control.
[bookmark: _9q8mziftzlsa]
[bookmark: _1xyy86hghbun]Mobile Phone Use:
The following are basic guidelines for proper employee mobile use during work hours. In general, mobile phones should not be used when they could pose a security or safety risk, or when they distract from work tasks:
· Personal use of mobile phones in school is not permitted, unless during break times and then only in places where students are not present, such as staff rooms. 
· Mobile Phones are not to be used during class times, meetings, or any time when a staff member is on duty unless it is for the exceptions stated above. They must be kept on silent at all times to avoid disruption 
· Whatsapp staff groups are to be used only for the purposes of sharing work-related information, not for social chitchat or arranging purely social events. 
Line Managers have a duty to ensure that these restrictions on the use of personal phones are followed.

[bookmark: _dh7g3un2dgip]Disciplinary Action:
Improper use of a mobile phone may result in disciplinary action. Course of action will follow a sequence of verbal and written warnings and impact of the performance review of the employee.
Cell phone usage for illegal or dangerous activity, for purposes of harassment, or in ways that violate the company confidentiality policy may result in employee termination.

[bookmark: _yq7z164pz32m]Dress Code
Al Salam Dress Code Policy is designed to help us all as a wonderfully diverse school to provide a consistent positive appearance and maintain an image of professionalism to our students, parents, and colleagues. Please refer to Dress Code Policy.

[bookmark: _q3uos8it7f12]Attendance, Unauthorized Absence, and punctuality
Please refer to Leave and Absence Policy

[bookmark: _y817af37x2fg]Substance Abuse
Being under the influence of illegal drugs, alcohol, or substances of abuse at the school campus is prohibited. Working while under the influence of prescription drugs that impair performance is prohibited and breaking this rule will lead to disciplinary action.

[bookmark: _y817af37x2fg]Smoking
Al Salam Schools are committed to providing a safe and healthy working environment and ensuring that all employees and visitors have the right to work and meet in a smoke-free atmosphere. Smoking is not permitted on school grounds or just outside the perimeter. 
Candidates for teaching and non-teaching posts will be made aware of this, and any visitors or working persons breaking this rule may be subject to disciplinary action.

[bookmark: _y817af37x2fg]Internet Use 
a. Social Media, online and communication protocols
Social media is defined as any electronic, online or app technology which enables users to create, share, upload or download content, text, images, videos or audio. These include, but are not exclusively limited to Facebook, Twitter, WhatsApp, Telegram, Snapchat, Instagram, Skype, Facetime or any equivalent platform or application.
      b. Online and communication tools include, but not exclusively limited to email, online chat rooms, online gaming, discussion forums, website user review postings, social media or mobile uploads, blogs, mobile or landline telephones, photographs, video or audio recordings.

Al Salam Schools have an official Twitter account that is used to communicate on behalf of the school.  This may include photos of events with Employees or students in an official event capacity.
Employees are permitted to forward, retweet, share any official content, already published by the school online.  Employees must not use their own social media accounts to distribute unauthorised content from the School.  
Employees are prohibited from uploading, transferring or distributing any content (including text, images, audio, video, data, information or software) or otherwise use the service in a way that could breach UAE law or misrepresent the school in any way.
Employees may use e-mail and web browsing for work-related purposes. As the organisation has the responsibility for its computer systems and networks, it has the right to make directions as to its use.

In addition, all Employees must adhere to the following protocols:
· Any communication with external media organisations is not permitted without prior agreement from the Principal.  This is to safeguard the reputation of the school.
· All communication on social media with students is prohibited.
· Communication via the work email to students for study purposes is permitted.
· If Employees have children attending an Al Salam School, care must be taken to ensure school communication and information is not shared in a private or social setting.
· Taking, uploading or sharing photographs, video or audio of students on Employees personal devices or on students’ devices within or outside school is prohibited, unless for specific purposes and with the written consent of the parent. Such recordings to be sent to the parent of the child concerned and erased from the staff device as soon as the purpose of the recording has been accomplished. 
· School email should only be used to correspond to colleagues with regards to Employees’ matters.  Personal email accounts should not be used to communicate, attach or send school data or documents.
· School Google Drive or school network server only be used for storage of school documents, resources and data.
· Employees must not visit websites or provide, create or share links to external sites that violate the Code of Conduct. These include but are not limited to websites:
· That are intended to harm or exploit minors;
· Infringe copyright or include content that is protected by intellectual property laws.
[bookmark: _6ql23oxo9rk5]Guidelines for the protection and promotion of cultural and religious values:
Please refer to this link

[bookmark: _im4isj35mo9j]Confidentiality
[bookmark: _dszrgfxeyapr]Employees recognize and acknowledge that he/she will have access to certain confidential information of the School and of entities affiliated with the School, including but not limited to information concerning the School’s ownership, management, past history, future plans, business affairs, finances, suppliers, staff, students and their parents, relationship with the authorities, internal rules, and regulations, policies or procedures, etc. Employees shall not at any time (either during his/her employment with the School or at any point thereafter) disclose or communicate any such confidential information to any third party whether a person, firm, corporation, association or other entity, for any reason whatsoever except to authorised representatives of the School and its affiliates. Further, Employees shall not use this confidential information either for his/her own benefit or the benefit of another. Employees recognise and acknowledge that they will not discuss or disclose any matters relating to their contract or salary to other members of staff.
[bookmark: _y817af37x2fg]
[bookmark: _yqccqq27qlc9]Breach of the Code of Conduct
[bookmark: _1upunsdbkq3p]Where a breach of the Code of Conduct or failure to comply with these rules has been identified by Managers in Al Salam Schools, it will result in one of the following: 
· counselling 
· disciplinary action, this may be in the form of informal warning, formal written warning, immediate suspension, financial penalties or termination of employment. 
Rarely, a breach of conduct is so serious that it may result in immediate termination or suspension. Gross Misconduct occurs when there is evidence of
· Child abuse of any sort
· Theft/fraud 
· Illegal actions resulting in Police prosecution
· Violence or  aggression to any child or adult in school, physically or verbally, as defined by the UAE code of behaviour
· illegal use of the internet and IT equipment
· Defamation cases
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