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                                           Code of Conduct 
Prime Time Kids Club believes that its policies and procedures fully explain to all employees, trustees, families and visitors what we expect in terms of conduct. To highlight areas of importance we expect all persons to 

· Put the needs of the children first ensuring they are happy, cared for, safe, protected, free to explore, enriched, fed and have access to water

· Potential parents and present parents are made to feel welcome and are able to approach staff with any worries or concerns

· No child or their family will be excluded due to, but not exclusive of, race, culture, religion, heritage, colour, gender, sexual orientation, status, disability, wealth or background. We will always follow our Equality Policy for procedures on inclusion. 
· Staff will dress in appropriate clothing for the job such as trousers, skirt of appropriate length, shorts of appropriate style, tops that are non-revealing, shoes of safe standard, jewellery of a safe standard and hair appropriately styled

· Children will be disciplined in line with the Behaviour Management Policy. No physical punishments will be used nor any remarks or insults which could cause emotional distress

· No staff will demonstrate bullying behaviour towards children, families or other staff in line with the Bullying and Harassment Policy 

· Staff will ensure they have planned as needed and read appropriate information before a session starts and ensure activities are accessible for the children
· No child is to be left unattended 

· Staff should ensure they remain in ratio at all times and no member of staff is left unsupported at any time

· Children within the Early Years framework will have the skills and attachments of a key worker who will foster their development and emotional well-being, making contact with the family and main educators to ensure the child’s individual needs are being met

· Contracted staff will undertake Supervision termly (half termly for the Manager) with the Manager (or Trustee for the Manager) to ensure they have opportunities to discuss worries or concerns, receive professional goals and praise and review their needs for training and development. They will receive an annual job review alongside this. Staff should be productive in undertaking training for their own professional development and that of the setting

· Staff will attend staff meetings to show their commitment to the setting and to developing themselves as professional individuals. Staff meetings will always be half termly and more frequent if required. 

· Staff will promote children’s fundamental rights and support children and their families in line with the Children’s Rights Policy 

· Staff will ensure they complete all necessary documentation in line with the Documents Policy such as accident forms, incident forms, medication forms, enrolment forms, evaluations and planning sheets, fees records and registers 

· Staff will ensure all areas of their working experiences are kept confidential in line with the Confidentiality Policy

· New or potential staff will disclose any information required such as previous criminal record, references and health information

· Staff will never discriminate against another in any way and will always promote equality within the setting. They will support children and their families who speak English as an additional language

· Staff will ensure Prime Time Kids Club is kept clean and hygienic and all equipment is kept clean and maintained in line with the Equipment Policy

· Staff will ensure fire procedures are practised and children become familiar with what to do in the event of an emergency

· Meals will be prepared hygienically in line with the Food and Drinks Policy and children will be encouraged to make healthy lifestyle choices

· All staff will report any area of concern to the Manager or Chair of Trustees, such as health and safety worries, safeguarding and staff behaviour

· Staff will ensure they inform the Manager if they use first aid equipment 

· Staff will ensure they protect themselves by wearing gloves when dealing with cleaning, spillages and bodily fluids 

· Staff will always maintain confidentiality

· Staff will ensure children receive a balance of child led play and adult led play within each session

· Staff will always ensure they know who a child is going home with and will not allow them to go with persons unknown

· Staff will ensure they read risk assessments and contribute to them when required

· Staff will make themselves familiar with any children in need and their requirements

· Staff will report to the Manager and/or the Safeguarding Lead any worries or concerns about a child’s wellbeing and record all information in line with the Safeguarding Policy. Leaders will act if any child is believed to be at risk of immediate harm

· Staff will not undertake any self-caring practices for a child that they are able to do for themselves 

· Staff will not use personal mobile phones in the presence of the children and/ or take photographs of any children with a personal mobile phone, camera or other electronic devices with imaging and sharing capabilities 

· No staff member will use or be under the influence of alcohol or drugs whilst working or undertake such activity before working that may affect their working abilities

· No smoking is allowed on the premises and any staff member wishing to smoke must do so off the premises in their breaks

· Staff must not access any social media websites whilst working with the children and should be familiar with the Social Media Policy

· Staff will ensure they have made themselves aware of any child with health conditions, allergies, medical needs and/ or dietary needs and will ensure each child’s individual needs have been catered for 

· Staff who are unwell for a session should telephone the Manager or in her absence the Deputy Leader as soon as possible. Ideally this should be by 6.00am of the day when due to work. All staff should be prepared to be contacted as early as 6.00am to cover any sessions required in the event of  staff members becoming unwell

· Staff will be vigilant to time off and where ever possible will make appointments during non-working hours. Staff should request in advance with the manager permission for annual leave. The manager will record absences and reasons for them. Staff must provide reasons for absence to the manager. 

· Staff who use their own vehicles to transport children should have appropriate insurance to do so and appropriate car seats

· Any staff member who is concerned about the conduct of another should follow procedures in line with the Whistle Blowing Policy

· Staff should be made aware of the policies and procedures of the setting and told where they can assess them to read further. A hard copy of policies is available at the setting and on the website www.primetimekidsclubwareham.weebly.com where they may be downloaded and printed. Staff may request a copy of any policy and may choose to photocopy themselves any policies they wish. Prime Time Kids Club will provide policies of importance to staff when they are updated. 
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