Wren’s Nursery
Code of Conduct
Background
All adults who come into contact with children in their work have a duty of care to safeguard and promote their welfare.
Everyone should be familiar with procedures and protocols for safeguarding children. Adults have a duty to report any child protection or welfare concerns to a designated member of staff and/or report any concerns to Family Support and Advice Line or the relevant local Children’s Services office (Refer to Safeguarding – Child Protection Policy). The booklet ‘What To Do If You Are Worried a Child is Being Abused’ helps if you are unsure what to do. This Code of Conduct is supported by the document ‘Keeping Children Safe in Education 2021 and ‘Guidance for Safer Working Practice for those working with children and young people in Education Settings 2020’
Guidance
This policy compliments the staff policies contained within the nursery.
The guidance aims to:
· Keep children safe by clarifying which behaviours constitute safe practice and which behaviours should be avoided.
· Assist adults working with children to work safely and responsibly and to monitor their own standards and practice.
· Support employers in setting clear expectations of behaviour and codes of practice.
· Support the employer in giving a clear message that unlawful or unsafe behaviour is unacceptable.
· Minimise the risk of misplaced or malicious allegations made against adults who work with children.
Principles
· The welfare of the child is paramount.
· It is the responsibility of all adults to safeguard and promote the welfare of children. 
· Adults working with children are responsible for their own actions and behaviour and should avoid any conduct which would lead any reasonable person to question their motivation and intentions.
· Adults should work in an open and transparent way.
· The same professional standards should always be applied regardless of culture, disability, gender, language, racial origin, religious belief and/or sexual identity.
· Adults should continually monitor and review their practice and ensure they follow guidance given to them.
· Adults must be seen to be tolerant of all people, culture and ways of life. They must not expose children to radical and extreme points of view.


Guidance for Safer Working Practice
Duty of Care
· Adults working with children should understand the responsibilities which are part of their role and be aware that sanctions will be applied if these provisions are breached.
· Always act and be seen to act in the child’s best interests – keeping them safe and protecting them from sexual, physical and emotional harm; treat them with respect and dignity.
· Avoid any conduct which would lead any reasonable person to question their motivation and intentions.
· Take responsibility for their own actions and behaviour.
· Employers have a duty of care towards their employees and therefore any staff who are subject to an allegation will be supported.
· A culture of openness and support within the nursery will be maintained.
· Any concerns will be logged in the concerns folder located in the filing cabinet in the staff room.
Confidentiality
· Confidential or personal information about a child or his/her own family should never be spoken about outside of the nursery environment and the information must never be used to intimidate, humiliate or embarrass the child.
· If a member of staff is in any doubt about whether to share information or keep it confidential he / she should seek guidance from a senior member of staff. Any media or legal enquiries should be passed to senior management.
· Children from the nursery must not be discussed in any ‘group chats’ or private messages amongst staff on mobile phones. 
Making a Professional Judgement
· Staff are expected to make judgements about their behaviour in order to secure the best interests and welfare of the children in their charge. These judgements should be recorded and shared with a member of the nursery staff and with the parent / carer, particularly any actions which could be misinterpreted and recorded in the file in the staff room.
· Staff should always consider whether their actions are warranted, proportionate and safe and applied equitably.
Power and Positions of Trust
· Staff should not use their position to gain access to information for their own or others’ advantage, intimidate, bully humiliate, threaten, coerce to undermine children, or to attempt to radicalise them.
· Staff should always maintain appropriate professional boundaries and avoid behaviour which might be misinterpreted by others. They should report and record any incident with this potential.


Propriety and Behaviour
· Staff should not behave in a manner which would lead any reasonable person to question their suitability to work with children or act as a role model.
· Staff should not make, or encourage others to make unprofessional personal comments which scapegoat, demean or humiliate, or which might be interpreted as such.
· Staff should be aware that behaviour in their personal lives may impact upon their work with children and therefore high standards of personal conduct are expected outside the workplace as well as within the work place.
· Staff should understand that the behaviour and actions of their partner and those they live with may raise questions about their suitability to work with children.
Dress and Appearance
· Staff should wear clothing which is appropriate to their role and the work they undertake.
· Clothing should be absent of any political or otherwise contentious slogans and should not be considered discriminatory and culturally sensitive.

Smoking/ Vaping, Drugs and Alcohol

· Staff must not be under the influence of alcohol or any other substance which may affect their ability to care for children. 
· Practitioners must not continue to work with children directly if they are taking medication that affects their ability to work with children. They should seek medical advice on this.
· Any staff medication stored within the setting must be securely locked and out of the reach of children at all times.
· No smoking or vaping is allowed anywhere on the grounds of Hooke Court. 
Gifts, Rewards and Favouritism
· All staff should be aware of the nursery’s policy on giving and receiving gifts and if this happens in situations which may be misconstrued they are declared.
· Gifts are sometimes given to children at the end of each term unless a reward system has been set up for a group of children which should be discussed with the Nursery Manager first.
· Staff should exercise care when selecting children for school teams, productions etc. to avoid perceptions of favouritism and injustice. Similar care should be taken with exclusion.
Infatuations
· Reports and records should be made and stored in the file in the staff room of any incidents that suggest a child or young person may have developed an infatuation on a member of staff. Professional boundaries should be maintained at all times. Such situations should be dealt with sensitively and staff made aware as well as parents if appropriate.
Communication with Children and Families
· Staff should only communicate with parents either by telephone, email , verbally or in writing.
· In incidences whereby parents have staff personal numbers that they use to pass on information about their child, the member of staff should request that the parent emails the nursery directly. The nursery manager must be informed when parents have contacted staff personal phones.
· Staff should ensure that personal social networking sites are set at private and children are never listed as approved contacts. Similarly, staff should never access or use social sites of children.
· Staff should only communicate with children in nursery orally or through notes in their books
· Staff should not become ‘friends’ on social networking sites with parents that they have met through the nursery, while their children are on role within the nursery.
Physical Contact
· Staff should be aware that even well intentioned physical contact may be misconstrued by the child, an observer or by anyone to whom this action is described.
· Staff should never touch a child in a way which may be considered indecent and always be prepared to report and explain actions and accept that all physical contact is open to scrutiny.
· Children should be encouraged where possible to undertake self care tasks independently and work within H & S guidelines. 
· Where children need help and support staff should give them the level they require, and report and record if they are in any way concerned it may be misconstrued. They should ensure they tell another member of staff prior to and after helping a child.
Other Activities that require Physical Contact
· Staff should treat children with dignity and avoid contact with intimate parts of the body.
Behaviour Management
· Staff should never use force or physical intervention as a form of punishment and try to defuse situations before they escalate.
· Parents should be informed of any behaviour management techniques used. 
· Staff should work within the guidelines of the nursery behaviour policy.
· Staff should be mindful of factors which may impact upon a child or young person’s behaviour e.g. bullying, abuse and act where necessary.
· In terms of difficult or challenging behaviour, staff should follow the behaviour policy or for specific children, the positive handling plan, in all cases strategies used should be appropriate to the circumstance and situation. Physical intervention can only be justified in exceptional circumstances and be used as a last resort when other behaviour management strategies have failed.
Use of Control and Physical Intervention
· Staff should adhere to the Nursery Physical Intervention policy and always seek to diffuse situations.
· Staff should always use minimum force for the shortest period necessary and record and report as soon as possible after the event any incident where physical intervention has been used. This report should be signed by all concerned including child if appropriate and parents informed on the same day.
· Physical intervention should be avoided wherever possible and only used to prevent personal injury to the child, other children or an adult, to prevent serious damage to property or other exceptional circumstances. When intervention is used it should be undertaken in such a way that maintains the safety and dignity of all concerned.
· Scale and nature of physical intervention must be proportionate to the behaviour and nature of harm which may be caused.
Children in Distress
· Comfort and reassurance of a distressed child should be done in an age appropriate way whilst maintaining clear professional boundaries.
· Staff should be circumspect when in offering reassurance in one to one situations but always record such actions.
· Staff should never touch a child in a way which may be considered indecent and record and report situations which may give rise to concern from either party
· Staff should not assume that all children seek physical comfort if they are distressed. 
Intimate Care
· The nursery intimate care guidelines should be adhered to at all times. If carrying out intimate care on a child other staff should be made aware of the task being undertaken.
· At all times an explanation should be made to the child about what is happening and if there is any variation in procedures consultations should happen between senior management and parents first. Any variation should be recorded and shared with parents.
· All children have the right to safety, privacy and dignity when contact of a physical or intimate nature is required and depending on their abilities, age and maturity should be encouraged to act as independently as possible
Personal Care
· Adults should avoid any physical contact when children are in a state of undress and where there are changing rooms announce their intention of entering. Supervision during changing should be appropriate to age and needs of children.
· Staff should not change in the same place as children, shower or bathe with children or assist with a personal care task which a child can do themselves.
First Aid and Administration of Medication
· Staff, if able and willing can apply basic first aid but should understand the extent and limitations of their role.
· At least one member of staff will have paediatric first aid qualifications, one will have full first aid at work qualification and as many others as possible will have emergency first aid training. However, the nursery aims for all staff to hold a Paediatric First Aid qualification.
· If children have medication regularly during nursery hours a health care plan should be drawn up (located in the child’s file). With permission of the parents and if appropriate children will be encouraged to self administer under supervision.
· If a member of staff is concerned or uncertain about the amount or type of medication being given to a pupil, this should be discussed with the Nursery Manager.
· Staff must only administer prescription medicines that have been prescribed by a doctor or dentist. The packaging must clearly show the child’s name and detail the dose and when the medicine is to be administered.
· Medicine administration must be witnessed by a second member of staff and recorded in the Medicine File.
· When administering first aid, wherever possible, staff should ensure that another adult is present, or aware of the action being taken. Parents should be made aware of first aid administration through the accident book
· Staff should adhere to nursery policies regarding administering medication and first aid and report as required.
One to One Situations
· Staff should ensure that when working alone full and appropriate risk assessments have been conducted and agreed.
· Meetings with children should be avoided in remote, secluded areas.
· Staff are not permitted to ‘babysit’ children that attend the nursery outside of nursery hours.
· The Nursery Confidentiality Policy must be adhered to at all times. 

Transporting Children
· When staff are transporting pupils they should ensure they are fit to drive and free from any drugs, alcohol or medicine which is likely to impair judgement and/or ability to drive.
· When staff are driving children wherever possible they should either drive with another adult in the car or in convoy with the other children being transported. 
· If staff transport children that attend the nursery they are responsible for ensuring that their car is safe to do so with full MOT and insurance that covers Business use. 
· When driving children, it is your responsibility to make sure they have seat belts and the appropriate car seats necessary as well as ensuring all legal requirements are met.
· It is inappropriate for adults to offer lifts to a child or young person outside their normal working duties, unless this has been brought to the attention of the Nursery Manager and has been agreed with the parents/carers. In this instance the member of staff, should where possible, be accompanied by a second member of staff. 
· If a child needs transport in an emergency situation then this must always be recorded and reported.
 
Educational Visits and After-School Activities
· Wherever possible staff should have another adult present in out of workplace activities and undertake risk assessments in line with the policy.
· Parental consent to the activity should be sought.
· Refer to Supervision of Children on Educational Visits Policy. 
Photography and Videos
· Staff should be able to justify images of their children in their possession and be clear about the purpose of the activity.
· Avoid making images in one to one situations or which show a single child with no surrounding context.
· Ensure the children are appropriately dressed and know why the photos are being taken.
· Only use equipment supplied by the nursery and report any inappropriate or intrusive photos found, photographs and images must not be taken on personal phones and cameras.
· Always ensure parental consent is sought for the taking of photos and using them for promotional materials etc. children’s names should not be put with photographs.
· Staff should only photograph children on the setting camera or kindles.
·  Refer to Use of Images Policy.

Access to Inappropriate Images and Internet Usage
· The nursery guidance should be followed on the use of IT.
· Staff should ensure that children are not exposed to unsuitable material on the internet and ensure that any films or material shown to pupils are age appropriate. 
Refer to Internet Safety Policy.
Mobile Phones
· Mobile phones must be stored in the staff room.
· Staff must not text or make calls on their phones unless they are in the staffroom.
· The most senior member of staff may take the setting mobile phone out on walks with them. This phone does not take photographs or connect to the internet. Refer to Mobile Phone Policy
Whistle Blowing
· Staff should report any behaviour by colleagues that raises concern regardless of source as soon as their concern arises. Refer to Whistle Blowing Policy.
Sharing Concerns and Recording Incidents
· Staff should be familiar with the Nursery’s method for recording concerns and should be responsible for recording any incident and passing on the information where they have concerns about any matter pertaining to the welfare of an individual in the workplace.
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