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Holbeach Children’s Club is committed to safeguarding and promoting the welfare of children and 
young people and expects all staff and volunteers to share this commitment. 
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Staff Code of Conduct 
 

Rationale The aim of this document is to outline key expectations of staff employed at, and other 
adults working within, Holbeach Children’s Club (HCC). Whilst being a place of work for the 
adults employed by the club, this is first and foremost a childcare organisation which aspires 
to the highest standards in all aspects of its provision. It is this aspiration that informs the 
principles and expectations outlined in this document. Implicit, too, in these principles and 
expectations is the wider responsibility that Holbeach Children’s Club and its staff have in 
upholding the trust of all stakeholders by maintaining and promoting the highest standards 
of professional practice. 
 

Scope and links This policy applies to all staff employed directly or indirectly by Holbeach Children’s Club. 
The document, and the principles and expectations set out within it, draw on various 
parallel existing policies. Direct links to these other policies are referenced accordingly. In 
particular, staff should ensure that they are familiar with their responsibilities as set out in 
the following club policies and documentation: 

 
● Safeguarding and Child Protection Policy 
● Working Together to Safeguard Children 
● Keeping children safe during community activities, after-school clubs and tuition: 

non-statutory guidance for providers running out-of-school settings  
● Social Media and Networking Policy 
● Staff Well-Being Policy 
● Health and Safety Policy 
● Mobile Phone Policy 

 
Professional 
conduct 

Holbeach Children’s Club staff members are expected to demonstrate consistently high 
standards of personal and professional conduct. Whilst not constituting a definitive list, the 
following guidelines exemplify the fundamental elements of the club’s minimum 
expectations of staff and other adults in this respect. 
 
Staff must: 

● Build and maintain professional relationships, both with children and with other 
adults, which are rooted in mutual respect, and at all times observe proper 
boundaries appropriate to the adult’s professional position. 

● Demonstrate a commitment to collaboration with colleagues, fellow professionals 
and other adults, including partnership with parents and carers, so as to secure the 
best outcomes for the children. 

● Provide a good example and be a ‘positive role model’ to children. 
● Treat all children equally, never build ‘special’ relationships with individual children 

or confer favour on particular children. 
● Not discriminate favourably or unfavourably towards any child. 
● Demonstrate an understanding of and regard for the need to safeguard every child’s 

well-being, in accordance with statutory provisions. 
● Not behave in a way that could lead a reasonable observer to question their conduct, 

intentions or suitability to care for other people’s children. 
● Show tolerance of and respect for the rights and beliefs of others. 
● Demonstrate proper and professional regard for the ethos, policies and practices of 

the club, including instances where these may not reflect personal convictions. 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/940872/Keeping_children_safe_code_of_practice.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/940872/Keeping_children_safe_code_of_practice.pdf
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● Maintain high standards in relation to attendance and punctuality. 
● Be positive and act with honesty and integrity at all times. 
● Avoid workplace gossip, rumour and negativity; staff have a further responsibility to 

divert conversations away from this if it is encountered. 
● Maintain confidentiality with regard to sensitive or personal information relating to 

other members of the club community. 
 
All staff are expected to fulfill the duties and responsibilities set out in their job description, 
including following all approved club policies. In addition, Holbeach Children’s Club holds the 
following expectations of all staff. They must: 

 
● Demonstrate an understanding of, and always act within, the statutory frameworks 

which encompass their professional duties. 
● Maintain high standards of practice in relation to childcare. 
● Demonstrate a commitment to improving their own practice by investing in their 

own professional development and, where relevant, that of other staff at the club. 
● Be open to, and respond positively to feedback with regard to aspects of their 

practice. 
● Seek support and guidance where necessary. 

 
Dignity at work Trustees and staff at Holbeach Children’s Club are committed to the creation and 

maintenance of a positive, healthy and productive working environment where all 
employees are able to carry out their duties within an ethos characterised by dignity and 
respect. To this end, all staff must: 
 

● Treat colleagues and those with whom they come into professional contact with 
dignity and respect at all times. 

● Consider the impact that their behaviour may have on others. 
● Set a positive example to colleagues. 
● Consider their language choices and refrain from making hurtful personal comments 

to or about others. 
● Avoid behaviour and language choices which might offend, embarrass or humiliate 

others, including personal insults, inappropriate stereotyping, malicious gossip and 
innuendo. 

● Support colleagues if they experience incidents which affront their dignity, including 
bullying, harassment and victimisation. 

● Inform their line manager, the Chair of Trustees or an appropriate designated 
representative if they are aware of any such incident. 

● Challenge unacceptable behaviour on the part of others where appropriate and 
report any such incident to their line manager, the  Chair of Trustees or designated 
representative. 

 
Furthermore, all staff will be: 
 

● Treated with dignity and respect at work. 
● Communicated-with in a professionally respectful manner at all times. 
● Accorded due professional trust. 
● Given due credit for their achievements. 
● Given adequate time and resources for the successful discharge of their duties. 
● Provided with appropriate training and opportunities befitting of their role. 
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● Accorded respect for their individual personal space. 
● Reasonably consulted-with about matters which directly and significantly affect 

their role and duties. 
 
Any infringements in respect of these expectations may be dealt with under the club’s 
complaints and grievance procedures. 
 

Safeguarding 
and 
relationships 
with children 
 
 
 

All Holbeach Children’s Club employees are responsible either directly or indirectly for the 
welfare of children in attendance. In carrying out their day-to-day duties, many members of 
staff work closely with children and will be required to build positive relationships with 
those children. Staff should be aware that all young people are potentially vulnerable and 
that signs of abuse can manifest themselves anywhere and at any time. Staff should be 
vigilant and have a duty to report any concerns that they have promptly in line with 
procedures set out in the HCC Safeguarding and Child Protection Policy. Failure by staff to 
comply with the club’s safeguarding guidelines and procedures could result in disciplinary 
action. 
 
In respect of their professional  relationships with young people, members of staff must: 
 

● Not develop ‘personal’ or sexual relationships with children. 
● Not be sarcastic, make remarks or ‘jokes’ to children of a personal, sexual, racist, 

discriminatory, intimidating or otherwise offensive nature. 
● Not embarrass or humiliate children. 
● Not allow, encourage or condone children to act in an illegal, improper or unsafe 

manner e.g. smoking, drinking alcohol. 
 

Private 
working 
arrangements 

From time to time, members of staff could be approached by other members of the club 
community, particularly parents, to enter into private working arrangements in respect of 
things such as childcare or babysitting. Such arrangements can present difficulties, notably 
in terms of safeguarding both for the member of staff concerned and the children. For this 
reason, Holbeach Children’s Club discourages members of staff from entering into such 
private working arrangements. Members of staff who do wish to enter into any such 
arrangement are required to inform their line manager prior to entering into the 
arrangement. 
 

Working hours Working hours may vary between staff members according to the details of individual 
contracts (for further information, see Appendix 1). 
 

Reporting 
absence 

If a member of staff is sick this should be reported to their line manager or to the relevant 
senior person  as per HCC guidance (see Appendix 2). Staff who will be absent must make 
contact with the relevant person in line with the agreed procedure, giving as much notice of 
the absence as possible to enable cover arrangements to be made where necessary. 
Messages sent by text or email do not constitute direct contact; whilst it may be appropriate 
to send early notification of absence by text or email at an anti-social time of day or night, 
such messages must always be followed up with confirmation by telephone to ensure that 
notification has been received. 
 
Failure to report sickness or absence in line with the club’s policy may affect entitlement to 
sick pay.  
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Special Leave 

 
 
Staff may be granted leave under special circumstances, as set out in the HCC Special Leave 
Policy. Leave is usually granted at the discretion of the line manager, although some leave is 
statutory (e.g. maternity/paternity leave). Leave may be granted on a paid or unpaid basis, 
dependent upon the specific circumstances according to the guidance set out in the policy.  
 
All applications for special leave must be submitted to the line manager a minimum of one 
week in advance using the club’s standard Special Leave Request Form. In specific 
circumstances, leave may be granted retrospectively if the member of staff was unable to 
apply in advance (e.g. an unforeseen domestic emergency). Leave of absence may not be 
granted at short notice if doing so would significantly impact on health and safety, the 
smooth running of the club or effective provision for children. 
 

Identity badges Employees issued with HCC identity badges must wear them at all times when on site. 
Members of staff must also wear their identity badge when supervising pupils away from 
the site or when representing the club in a professional capacity off-site so long as it is 
practical and safe to do so. 

 
Health and 
Safety 

 
Holbeach Children’s Club has a comprehensive Health and Safety Policy which is reviewed 
annually. Members of staff are provided with an up-to-date version of the policy after each 
review and should ensure that they understand their responsibilities as set out in the policy. 
This understanding should be reflected in their day-to-day conduct and practice. 
 

Confidentiality In undertaking their work for the club, staff may, from time to time, obtain or be entrusted 
with confidential information relating to children, families, members of staff or members of 
the wider club community.  Members of staff must not: 
 

● Pass on any information received or obtained through their employment to anyone 
who is not entitled to have that information. 

● Use such information for personal advantage. 
 
Staff should be mindful of their responsibilities under both the General Data Protection 
Regulations and the Freedom of Information Act, and the club’s associated policies. 
Members of staff should follow protocols (as set out in these policies) when seeking, 
managing and sharing personal information. Under no circumstances should members of 
staff use their position to seek or gather information which is not required in order for them 
to carry out their duties. 
 

Criminal 
conduct 

All staff are role models to young people and are ambassadors for Holbeach Children’s Club. 
All HCC staff have a responsibility to maintain the confidence of every stakeholder in their 
ability to safeguard the welfare of young people and to behave in the best interests of the 
children and the club. 
 
It is standard practice for Holbeach Children’s Club to seek a new DBS check for all staff 
every three years and the club expects all members of staff to disclose criminal convictions, 
whether committed in the UK or elsewhere, accordingly. In addition, members of staff are 
expected to notify the club in writing if charged with any criminal offence or if convicted of 
any criminal offence, including cautions. In the event of criminal charges being brought 
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against them, members of staff are advised to inform the club immediately after they are 
charged (i.e. next working day). 
 
If a member of staff believes that their conduct may in any way harm their professional 
reputation or that of the club, regardless of whether it constitutes criminal conduct, they are 
advised to discuss the matter with their line manager at the earliest opportunity. Failure to 
disclose criminal conduct or associated convictions may result in disciplinary action being 
taken. 
 

Discriminatory 
conduct 
 

Holbeach Children’s Club is committed to promoting an environment where everyone is 
respected and valued. All members of staff should work to ensure that children, parents, 
colleagues, members of the wider club community are treated equally in line with the HCC 
Equality and Diversity Policy. 
 
Staff should have a clear understanding of protected characteristics and prohibited conduct 
as set out in both the Equality Act and the HCC Equality and Diversity Policy. Members of 
staff are expected to reflect this understanding in their day-to-day work and conduct. 
 

Fitness to work HCC employees have a responsibility to ensure that they are fit to work given the scope of 
their respective duties, roles and responsibilities. Where a member of staff believes that 
he/she is unfit to work, that member of staff should inform their line manager at the earliest 
opportunity (see Appendix 1). Members of staff must: 

● Ensure that their use of alcohol out of work does not adversely affect their work 
performance, or the health, safety or welfare of themselves or others and does not 
damage the club’s reputation. 

● Not consume or be under the negative influence of alcohol, illicit drugs, other illegal 
substances or prescription medication while at work. 

 
When taking prescription medication, members of staff must seek the advice of their doctor 
to ensure that such medication will not impede their ability to safely carry out their duties. 
Employees are responsible for ensuring that personal medication is stored securely in the 
workplace and is not accessible to children. 
 

Gifts and 
hospitality 

From time to time, employees may receive gifts from children, parents or other third parties 
in respect of the work that they have undertaken, particularly at Christmas and at the end of 
the academic year. When receiving gifts, members of staff should give consideration to the 
reason for the gift and, in particular, whether it is of an appropriate type and value and 
given at an appropriate time/in an appropriate manner. 
 
All members of staff must make their line manager aware of all hospitality or gifts accepted 
or offered over the value of £25. These will be recorded and will be subject to review. 
Workers must ensure all expenses claims relating to hospitality, gifts or expenses incurred to 
third parties are submitted to their line manager. All such claims must specifically record the 
reason for the expenditure. 
 

Mobile phones, 
digital 
technology and 
social media 

New technologies are an integral part of our lives. They are widespread and powerful tools 
which bring valuable communication opportunities to those who use them. It is important 
that club staff are able to use these technologies and services effectively but this should be 
balanced with protecting the professional reputation, privacy and integrity of all concerned, 
both at an individual and organisational level. 
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The HCC Mobile Phone Policy and Social Media and Networking Policy clearly set out 
expectations in terms of the use of mobile phones and social media by members of staff. 
In respect of personal mobile phones, the following expectations apply to all HCC 
employees: 

● Staff will not carry personal mobile phones or have personal mobile phones visible 
while working. This protects staff from being distracted from their work and from  
allegations of inappropriate use. Phones must be safely stored out of sight of 
children and should be switched to silent mode so that they cannot be heard by 
children. 

● If staff have a break time during their working hours, they may use their mobile 
phones during these times, but this must not be in an area where children are 
present. 

● Employees are not permitted to make/receive calls/texts during working hours 
where children are/are likely to be present. 

● In an emergency, staff needing to make/receive a personal call whilst on duty should 
first obtain agreement from their line manager, ensure that adequate cover has 
been put in place and make/receive the call in an area not used by children. 

● Staff are not permitted to use camera/video/audio recording equipment on 
personal mobile phones under any circumstances for any purpose. 

 
Failure by staff to comply with the club’s mobile phone guidelines could result in disciplinary 
action. 
 
In respect of social media and social networking sites, members of staff must not contact or 
accept contact from children with a connection to the club on Facebook or any other social 
networking site. In addition, members of staff must not make arrangements to contact, 
communicate or meet children outside of work, unless it is in an appropriate capacity. 
 

  
Staff 
Presentation 

In determining what constitutes appropriate attire, staff should give consideration to the 
ethos and image of the club that they will project through their choice of dress. Staff should 
also take note of the specific duties that they will be undertaking at work and associated 
health and safety considerations that might have a bearing in terms of appropriate attire.  
 
The final decision as to what constitutes appropriate attire in the workplace rests primarily 
with the Manager. The Manager reserves the right to request that any member of staff 
change an item of clothing that is deemed to be inappropriate (see Appendix 3). 
 
 
 

Review This document will be reviewed every two years. 
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Appendix 1 
 
      Working Hours 

 
The club’s morning opening hours begin at XXX am and end at XXX am. The club’s afternoon opening 
hours extend between XXX pm and XXX pm. Staff are expected to arrive and depart from duty at the 
times agreed as part of their contracted hours. Any additional hours worked at the request of Holbeach 
Children’s Club will be paid at the contracted hourly rate. 
 
As part of the club’s commitment to maintaining the highest standards of care, there is also an additional 
expectation for all staff to attend periodic training. Where it is not possible to release staff for such 
training during normal contracted working hours, delivery will be organised outside these times in 
agreement with staff, at a minimum of eight weeks’ notice and paid at the contracted hourly rate.  

 
 

Appendix 2 
 

       Absence Reporting Procedures 
 

 

 Primary Contact Secondary Contact 
Latest 

notification by 

Staff Manager Trustee for Staffing 6.30am  

Manager Trustee for Staffing Chair of Trustees 6.30am 

 
Staff who are absent on any given working day are expected to notify the club, with regard to their 
attendance on the following working day by 3.00pm on the day of absence. The responsibility to make 
contact for this purpose lies with the individual member of staff, not the club.  

 
     

      Appendix 3 
 
       Staff Presentation 

 
Holbeach Children’s Club does not have a formal dress code policy for staff. Staff may therefore exercise 
their own judgement in order to ensure that their presentation is appropriate and suited to their role and 
standing as professionals both off and on site.  
 
Whilst there is no formal policy setting out what staff should wear, there are some specific items of 
clothing that are inappropriate. Whilst not an exhaustive list, the following serve as examples of 
inappropriate attire: 
 
● Flip flops (health and safety recommendations identify the need for all footwear to be secured); 
● Overly tight or revealing items of clothing, including low cut tops or those revealing the midriff; 
● Clothing bearing inappropriate slogans or images. 
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There is no requirement for staff to remove piercings or cover tattoos unless they might be deemed 
offensive or represent a health and safety risk. 


