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8. Staff Code of Conduct 

THIS POLICY RELATES TO BOTH PAID AND VOLUNTARY STAFF MEMBERS.
A practitioner’s role is to keep children safe, support their learning, provide for their basic needs during the session and assist the Manager and the Deputy Manager in the smooth running of the provision.
The role requires staff to adhere to standards of behaviour and care. These are non-negotiable and underpin all our work with children and their families.
We expect all staff and volunteers to work in partnership with our parents, support children’s welfare and learning and to work as part of a team to do this. 
We understand that parents may request staff members to babysit for their children outside of work. Staff must make it clear that this is separate from the setting, parents have a responsibility to assure themselves that they are confident in the babysitter’s ability to care for the child/ren. These agreements are not part of the setting and must be arranged and implemented external to the setting. We check staff for suitability within the setting, not for babysitting.
We support our staff to learn the skills needed to create a safe and secure culture where all children feel valued and where their needs are met.
To facilitate this, we have expectations of staff in terms of their professional conduct and relationship with families
Management of provision
1. Treat all of those involved in the setting with respect and dignity – offensive, discriminatory or aggressive behaviour will not be tolerated.
2. Staff are expected to be on site 10 minutes before the start of their session, this enables them to put away their belongings and be prepared to start work immediately their shift starts. 
3. Staff must sign in to confirm attendance.
4. If a staff member is going to be late, they must phone the manager as soon as possible to notify them of their expected arrival time.
5. If a staff member is sick, they should not be at work, they must phone in as as soon as they know they will not be coming in to notify the manager, so cover can be arranged.
6. Staff members must notify the manager if they have contracted any illness which can be passed on such as covid, measles, chicken pox, scabies, hand foot and mouth. We follow NHS guidance regarding any exclusion times.
7. Staff must notify the manager of taking any medication which may impact on their cognitive skills such as dizziness.
8. Never engage in rough, physical or sexual provocative games.
Safeguarding the welfare of children
1. [bookmark: _Hlk166838282]Staff are expected to read the child protection policy, understand it  and sign to say they will work to it.
2. Be alert to changes in behaviour in children and report immediately to the DSL.
3. Be aware of child/parent interactions and report any concerns to DSL
4. Record any injuries that children arrive with at setting and any parents comments
5. Report any unusual or unacceptable behaviour by children or parents/carers that attend the provision.  
6. Record and report any concerns for the welfare of any of the children that attend the provision to the DSL.
7. Be vigilant of other staff member and report to manager any deviations from code of conduct or policies and procedures.
8. Do not contact parents or children outside of the workplace.  If you are already a friend to a parent/family that attends the setting.  You must inform the manager of this prior to employment.
9. Self-refer if you break code of conduct or policies or procedures.
10. Confidentiality – Discretion regarding information divulged at the provision will be expected at all times. Children and families should not be discussed outside of the setting.
11. Check allergy lists before giving any snacks or food or setting out activities involving food.
12. A member of staff with a paediatric first aid certificate must be present when children are eating.
13. All staff must be aware of what to do in the event of a child choking.
14. Staff must follow the Whistleblowing policy if they have concerns about a member of staff. 
15. Don’t make promises that you cannot keep. All allegations or disclosures on child protection issues must be reported on. 
16. Avoid favouritism and special friendships
17. There is now a mandatory reporting duty for child sexual abuse. This covers current and historical abuse and requires professionals to report. It is also an offense to deter or hinder a report on child sexual abuse. 
Personal and Intimate Care
1. Do not do things of a personal nature for children or vulnerable adults that they can do for themselves
2. Personal and intimate care i.e. nappy changes and toilet support should only be provided by staff known to the child.
3. Staff can only provide intimate and personal care if they have an Enhanced DBS certificate with a barred list check.
4. All nappy changes must be recorded, carried out in the approved area and observable by staff, whilst maintaining the child’s dignity.
5. Ensure that all your work with children is within sight (as far as possible) of other staff and that your actions cannot be misconstrued by the child, parents or other members of staff.
6. Any touch between a child and adult within the setting should be appropriate and child led. The touch should be appropriate to the situation (i.e. child led hug, if they are upset) 
7. All intimate and personal care should be recorded detailing care provided and who it is provided by

Appearance and Behaviour
1. We expect staff to challenge prejudice and discrimination and notify the manager if any incidents occur. 
2. Act as a role model at all times.
3. Staff must be aware of their behaviour inside and out of work, understanding their behaviour should not impact on the reputation of the setting
4. All Staff MUST always arrive at work in full uniform. – Suitable clothing, no low-cut tops or short skirts are permitted.
5. Item with the settings logo or identification should be covered outside of the setting.
6. Uniform should be clean and tidy.
7. All staff must have their hair appropriately tied up and appropriate minimal jewellery is to be worn. E.g. no hoop earrings.
8. No nail polish is to be worn by members of staff that carry out kitchen duties, where needed gloves to be worn.
9. Nails should be a sensible length, to avoid scratching children
Electronic Devices and Social Media 
1. NO personal electronic devices will be permitted on any person during their working hours during a session at the provision.  They must be securely locked away at all times, until the appropriate times. This includes phones, smart watches that record or receive messages, glasses with cameras and any micro cameras or recording devices.
2. Personal phones should not be used for setting business.
3. NO social networking is permitted between any member of staff and the children or parents/carers that attend the provision.  
4. Do not accept friend requests from parents or children on social media, friendships that existed prior to the child commencing at Little Stars should be flagged with the Manager.
5. Do not comment on children, parents or the work of Little Stars on social media.
6. Separate your personal and professional life online.

Working in Partnership
1. Staff are required to work in partnership with parents to support the welfare of children.
2. Staff may be required to work with other agencies to support children in our care.
Health and Safety requirements
1. Unbolt/Unlock all doors at the beginning of the session and within the session at collection times. 
2. Check the provision is entirely secure at the end of each session and within the session after the school day finishes. – Main gates are securely locked as the session commence.
3. Keep all working areas clear and remove any risks such as spillages, scissors etc.
4. Check outside areas before children are allowed outside removing any risks such as glass, dog faeces and any other materials .
5. Ensure you are aware of the emergency evacuation procedure for fire, bomb alerts and gas leaks.
6. Ensure you are aware of the lockdown procedures – Code Bravo.
7. Ensure you are aware of invacuation procedures.
8. Report and remove from use any unsafe or unsuitable equipment to the Manager or the Deputy.
9. Be aware of where staff and children are in the building and outside, maintain ratios and moving as necessary.
Security requirements
1. Observe and record children arriving and leaving the setting and input the times they enter/leave. 
2. Ensure children leave with the nominated Parent/carer – follow our collection procedures.
3. Be aware of visitors/ contractors and other agencies on site and oversee their actions
4. Do not admit entry to the provision to anyone who is not expected or identified.  
5. Ensure visitors are signed in and accompanied at all times.
Basic requirements
1. Help to set out equipment before the beginning of a session and pack away if necessary at the end of the session.
2. Ensure tables, kitchen, toilet areas and the general areas of the setting are kept clean.
3. Assist with snack time periods. Ensure children are visible whilst eating.
4. Read and be fully aware of the provisions policies and procedures.
5. Attend and engage with the regular staff meetings.
6. Attend relevant training courses – in work hours but on occasion out of work hours.
7. Present a friendly and welcoming attitude and environment to all children, parent/carers and other colleges and professionals.

This code of conduct protects the children and young people we work with, you as a worker or volunteer and Little Stars Setting, by reducing the risk of anyone working with us, or using their role to access children to cause harm. 
It also helps to identify practice that could be misinterpreted and may lead to a false allegation being made 
As a Setting, we will support you to work safely by-
· Maintaining an open-door policy, to enable staff to raise concerns or ask questions.
· Providing additional support to staff via the DSL and Manager.
· [bookmark: _Hlk166838319]We will store any photographs safely on the Setting system, deleting them when a child leaves this setting.
· Staff will regularly be given the opportunity to share any information that may make them unsuitable to work with children by completing an annual declaration/Supervision.
· Record existing friendships with parents or children to safeguard staff. 

Any breach of the code of conduct may lead to disciplinary action being taken.
Serious breaches may result in a referral to Police, Social Services or the Local Authority Designated Officer (LADO)
All workers or volunteers are expected to report any breach to the Designated Safeguarding Lead. 
This code of conduct needs to be read in conjunction with the following policies.
· Child Protection policy
· Allegations Against Staff Policy
· Behaviour policy
· Whistleblowing Procedure
· Low level concern Policy
Please complete the section below to confirm that you agree to adhere to the Code of Conduct whilst in the setting and out of the setting:

Name:						Role:

Date:

I have read the Code of Conduct and agree to follow the guidelines, and act accordingly 
I understand the consequences if I break any of the guidelines. 

Signature:					Date:
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