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Enrich Education Limited
Code of Conduct
All staff at Enrich Education Limited play an integral role in the physical, social and emotional development of the children in their care. Every Enrich Education staff member (whether employed or self-employed) should never underestimate the impact their actions have on each and every child they teach; however small, either positive or negative. 
This code of conduct lays out in detail the key principles that MUST be followed when working for Enrich Education Limited
Equality and Diversity

All staff at Enrich Education must respect the rights of every individual involved in their day-to-day work. This includes, but is not exclusive to: children, teachers, teaching assistants, apprentices, young people on work experience and other adults.

Enrich Education Limited will not tolerate discrimination at any level including: 
· Age
· Gender

· Race

· Special Educational Needs and Disability 

· Class or social background

· Religious belief or faith

· Sexual Orientation

· Marital status

· Pregnancy 

· Colour 

· Political persuasion 
All staff need to refer to Enrich Education Equal Opportunities Policy, anti-bullying policy 

Working with children
All Enrich Education staff must promote the welfare and best interests of the children and young people in their care. 
All Enrich Education staff MUST ensure that they are familiar with the company’s Safeguarding Children Policy. All staff MUST ensure that they adhere to the procedures that are detailed in this document. All safeguarding and child protection concerns MUST be reported immediately in line with Enrich Education’s Safeguarding Children Policy. 

Physical contact whilst working with children:
Enrich Education operates a no physical contact policy, which should be adhered to apart from in the following circumstances:

· In the event that a child or young person is at risk of harming themselves. 

· In the event that a child or young person is at risk of harming others. 

If physical contact is necessary, always be mindful that physical contact with a child or young person may be misinterpreted. 

Usually, you should never be on your own with a child. If you cannot avoid this, make sure you keep the classroom door open and do not block any exits. 

When in a position of trust with children or young people, you must not: 
· Touch a child or young person in any way that could be considered indecent, nor indulge in horseplay, tickling or fun fights. 

· Let a child or young person have your personal contact details (including but not limited to mobile number, email or postal address), or have contact with them via a personal social media account. 

· Offer lifts to a child or young person.

· Spend time with a child or young person off-site outside of the agreements of your role. 

· Use pupil toilets 
Behaviour:

When delivering sessions on a school site, staff are required to comply with the school’s behaviour policies. 

· Staff should always be respectful and positive in their interactions with children.

· Challenging behaviour should be addressed in a calm, firm and positive manner. 

· Staff should make clear to the child why the behaviour displayed is deemed inappropriate.

· Staff should give the child an opportunity to re-engage positively in the activity.

Any repeated incidents of challenging behaviour should be referred promptly to a member of school staff.
Staff should refer to Enrich Education Behaviour Policy for guidance on managing children’s behaviour in Enrich holiday clubs or after school sessions.

Mobile phones:
Staff Use of Mobile Phones:

· Staff should never use a mobile phone to take photos or to make a call whist on a school site and/or delivering a session without prior permission from their manager and from the school at which they are working.
· Personal mobile phones belonging to members of staff should be kept in a safe place away from coaching areas. 

· If a member of staff has a family emergency or similar circumstance and needs to keep their mobile phone to hand, prior permission must be sought from their manager. 

· If a member of staff needs to make an urgent personal call, they should use the school/organisation phone or make a personal call from their mobile in the staff room or other safe place away from coaching areas.
· Staff should never take photographs of children unless permission has been granted by their manager, senior staff at the school and the children’s parents or carers. Staff should never use a mobile device for this purpose – they must only use a company designated digital camera. 
Children’s Use of Mobile Phones:

After School Clubs -

· When delivering after-school clubs on school sites, members of staff should follow the school’s policy and procedures regarding children’s use of mobile phones. They should check these with the school before delivering their session.  
Enrich Education Holiday Clubs -

· Whilst we understand that some children have mobile phones, we actively discourage them from using their phones at the session. 

· The company does not accept any responsibility for loss or damage to mobile phones brought to the session by the children.

· Children must not use their mobile phone to take photographs of any kind whilst at the session. 
Visitors’ use of mobile phones at Enrich holiday clubs - 

· Parents and all other visitors must not use their mobile phone – or any other device - to take photographs within the activity. This includes taking photographs of their own children. 
Professional Conduct

All members of staff must be aware of their status as representatives of Enrich Education and as role models for children and young people. Staff must maintain a high standard of personal conduct reflected in both their manner and appearance.

All Enrich Education staff members must:

· Wear Enrich Education uniform at all times whilst undertaking duties for Enrich Education Limited. Staff members must take off or cover their uniform if a) they are undertaking coaching duties not contracted through Enrich Education b) undertaking an activity that could be deemed in conflict with the ethos of the company (e.g. visiting a public house or fast food establishment)

· Never smoke or consume alcohol whilst, or directly before, undertaking duties for Enrich Education and never whilst wearing an Enrich Education uniform.

· Remember they are ambassadors of Enrich Education Limited whilst using social media.
· Always conduct themselves in calm, polite, patient and friendly manner.

· Always be prepared and punctual 
All staff need to refer to Enrich Education’s Staff Disciplinary Policy, Safeguarding Children Policy and Social Media Policy for additional information

Social media:

Staff must never:

· Exchange private texts, phone numbers, personal email addresses or photos of a personal nature with a child or young person. 

· Allow children or young people to make them their online ‘friend’ or to instigate any befriending themselves.

· Disclose confidential information about pupils, parents and carers or colleagues on social networking sites. 
· Engage in online activities that may bring themselves or the company into disrepute. Derogatory, defamatory or offensive comments about children, school staff or colleagues must not be posted.
Staff should:

· Differentiate friends from professional connections by using access and privacy settings. Keep these under review and regularly audit and re-evaluate the information about you and who has access to it. 

· Always maintain a professional tone online. Sexual content or any form of discrimination or harassment is always unacceptable. 

· Only allow others to tag them in photos with their permission. 

· Use the appropriate internal channels to raise concerns about work or their colleagues – this should never be done via social networking. 
Professional Standards
All Enrich Education staff members must:

· Ensure that all relevant qualifications are up to date.
· Ensure that they work with Enrich Education management to identify gaps in knowledge and practice and plan further CPD opportunities.
· Never misrepresent their level of qualifications to Enrich Education staff or clients.
· Always plan progressive sessions to meet the requirements the children that they are teaching.
· Take all necessary precautions to ensure that all sessions are safe for all involved.. 
· Be comfortable taking constructive feedback, whilst at the same time sharing, ideas and good practice.
· Manage their lifestyle to avoid ‘burnout’ thus impairing their ability to carry out their duties.

· Manage behavior in a positive way - never be afraid to seek advice on behavior management issues.

All staff need to refer to Enrich Education’s Healthy and Safety Policy, Behavior Management Policy, for additional information. 
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