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Background

This policy is designed to provide guidance to Tutors and ALS & staff employed on the professional standards the organisation expects all its employees to meet.  While the policy expands on specific areas of professional behaviours contained within other policy documents, it is not exhaustive and thus any interpretation must be undertaken with the organisation and its current policies in mind.  Where doubt exists, this must be brought to the attention of the Directors and/or HR manager for clarification.  Should staff action or activity fall deliberately outside of this policy, this may result in misconduct action.

Confidentiality

Staff should note that confidentiality remains paramount across all aspects of the TWCS businesses.  Any breach in confidentiality that has, or may have, an effect on the business and/or its relations with other businesses and clients; students; or other members of staff will be considered as gross misconduct and is likely to result in summary dismissal.

Staff Uniform

Staff will be provided uniform to wear whilst representing the organisation.  It is important that the organisation is always represented in a professional manner.  As such staff must ensure uniform is clean, tidy and properly worn.  Torn or damaged clothing should not be worn.  Where uniform becomes old or damaged this should be brought to the attention of management who will seek to provide replacement.

Staff-Student/Client relations and behaviours

Paramount in considering any interaction between staff and students/Clients are the requirements for safeguarding; both the student and the Tutor/Staff member.  Detailed safeguarding policy and guidance may be found in the Organisation Safeguarding Policy document.  However, the notes below aim to provide staff with specific guidance on particular aspects of student interaction:

· No-touch rule: - TST operate on a strict no-touch rule.  Whilst there may be occasions when physical contact becomes necessary such as helping students with physical disabilities, or in times of emergency, in normal practice staff should avoid physical contact with students.  Hugging, hand holding, or touching as any form of “banter” is forbidden and constitutes misconduct.  

Social Media/telephone: - While the organisation does not intend to be proscriptive regarding use of social media the following general principles apply:

· Staff must not, at any time, share any personal social media account details with students/clients.  Where students have sought out staff through searches on social media no “friend request” should be accepted and every effort should be made to ensure personal details remain personal.  Where students continue to make repeated approaches, staff should report such approaches to senior management.

· Under no circumstances should personal telephone numbers be shared with students/clients.  Where staff have work provided telephones, care must be taken to ensure all contact with students remains professional at all times.
	
· Meetings outside of the work environment:-  Such meetings place both staff and students/clients in danger of breaching the organisational safeguarding policy and are thus prohibited.  Where such meetings happen by chance staff must ensure that they behave in an entirely professional manner and not enter into prolonged social interaction of any sort.

Staff relationships and behaviours
In general terms this can be summarised in one word – professionalism.  The organisation expects all staff to remain entirely professional at all times whilst on site or representing the organisation at any external event.
· No-touch rule:-  Similarly to the guidelines set out above the organisation enforces a strict no-touch rule between members of staff.  Excepting in cases of emergency staff must ensure any physical contact between them is entirely professional in nature.  Whilst the aim is always to maintain a happy and productive work environment, “banter” between staff should be kept to a minimum, and moderated, given that it may well be misinterpreted by students/clients and thus leave the organisation open to criticism. 
· Staff personal inter-relationships are covered in the within the staff handbook.  Whilst essentially a private matter, staff must ensure that within the site, or whilst representing the organisation at any event, professional bearing and manner must be adhered to at all times.   It is also considered important that such relationships are maintained in a private manner so as not to impact upon the work environment in any way.  Where potential work impacts may occur management reserve the right to alter individual’s working practices in order to minimise any potential impacts.

Office Customs and Conduct:- As the office is small and quite tight for space it is essential that staff are cognisant of other staff members when conducting discussions or work in the main office.  Loud and inappropriate conversations may be overheard during phone calls which may give a misleading impression to parents or other individuals.  Staff should endeavour to remain aware of the need to remain respectful of others needs at all times.

Social Media and WhatsApp group:- TST encourages the use of social media for both work and social purposes.  Notwithstanding this, staff must ensure that boundaries between work and social activity are maintained wherever appropriate.  This is particularly important in utilising the TST staff WhatsApp group.  Whilst it is accepted this group is an internal staff only group for message passage on site for the benefit of both staff and students, as it contains student information it may well be subject to scrutiny under the requirements of GDPR Subject Access Request (SAR) policy, or indeed as part of an OFSTED inspection.  As a consequence, it is essential that any comments added to threads on WhatsApp are entirely professional in nature.  At no point will any abusive or improper language be tolerated.

Community Events, External links and Support:- It is essential that the organisation develops and maintains good links with the local community, schools and partner organisations .  It is therefore vital that staff fully engage with all external and community activities when requested.  Staff should also, wherever possible, positively promote organisational activities through actively seeking dialogue and, where appropriate, further referral of individuals to senior members of staff for follow up visits to be arranged.  This tenet applies equally to all visitors encountered on site.
Teaching Standards and Delivery:-  TST expects the highest possible teaching standards to be maintained by all staff at all times.  Where tutor staff are unsure of any aspect of their role they should ask for guidance from senior staff before undertaking any activity which may be deemed unsupportable.  In particular, aspects of copying or plagiarism are considered as cheating and could be likely to result in student failure and, as a result, further tutor sanction.  Tutors should be aware that whilst internet research is to be encouraged, any direct use of text from websites must be accompanied by appropriate referencing as failure to do so also constitutes plagiarism.  Tutors should be mindful of this when assessing any form of written work submitted by students.   Where Tutor staff become aware of any such behaviours that they believe may constitute malpractice by students or another tutor they are obliged to bring this to the attention of Senior Management.  Failure to do so will also leave the member of staff open to possible sanction. TST Malpractice/Maladministration policy gives full details of all actions which may be considered as malpractice, and their potential consequences.
Deployment and Direction of Additional Learning Support (ALS) Staff:-  Tutor staff should be aware that they retain complete responsibility for all ALS staff assigned to their respective groups.  They remain responsible for direction and supervision of ALS staff at all times.  Whilst some degree of latitude may be given to experienced ALS permanent members of staff, it should be remembered that on some occasions volunteer ALS staff may also be present, and thus no assumption should be made about their particular experience or ability.  Tutors should ensure that direction and guidance for ALS staff is laid down in all lesson plans and that an appropriate brief is given to all ALS staff prior to the commencement of the lesson/day activities.  Where it becomes necessary to move ALS staff between courses/students the accepting tutor must provide an appropriate brief to the ALS staff before introduction to the students.
Site Management:-  Site management is, and remains, a whole staff responsibility.  As such staff are expected to take pride in their surroundings and actively encourage students to do likewise.  Staff should be aware of their personal responsibilities for maintenance of classroom fabric, tools and equipment used for their own areas of responsibility, and should also remain vigilant throughout the whole site.  Where fabric, tools or equipment are damaged, lost or stolen staff should report this to senior management at the earliest possible opportunity in order to facilitate early repair or recovery where appropriate.
Smoking and Use of Personal Telephones:- Whilst again not wishing to be proscriptive it is essential that staff provide a good example to students throughout the site.  As such smoking (including vaping) is restricted to designated smoking areas during designated breaks from tuition.  No students are allowed to vape or smoke on site. All staff are responsible for enforcing this policy amongst all student cohorts.  The use of mobile telephones by staff or students for personal use during working hours is prohibited, excepting for exceptional circumstances or in an emergency.  Staff should be mindful that it may be necessary for students to contact parents/guardians though this should only be done under the direct supervision of staff.  Where use is necessary during the working day it should be kept to an absolute minimum.

Appendix One

Warning Signs regarding Potential for Boundary Violations by Staff

1. It is important that all staff are aware of their own behaviors. Each individual working with users should reflect upon theirs and others behaviors to look for warning signs of potential breaches of a therapeutic relationship.
Examples of such signs might include the following:
 Frequent thinking about a user outside of working hours/context
 Seeing a user frequently outside of organised therapeutic contact or seeking out interactions with the service user
 Planning the care of others around the user
 Self disclosure of information of a personal nature to the user
 Inability to accept alternative opinions from other colleagues about the user or their goals
 A belief that only you understand the user
 Feelings of personal responsibility for the user’s progress
 Awareness of greater irritation if the system delays the user’s
progress
 Flirtatiousness with the user
 Emotionally acting out
 Being sexually attracted to the service user
 Feeling happy when you see the user
 Changing your behaviour during interactions with the user
 Spending more time with the service user than with other service users
 Volunteering to do a large amount of activities with/for the user, e.g., helping, talking to, searching, taking letters to, and mediating on behalf of.
 Undue concerns about meeting the expectations of the service user and not reflecting on this with the team

2. In addition, if a member of staff places an emphasis on wanting a user to like them, be nice to them, or give them recognition, the needs of the user may not be adequately met and the interaction could be detrimental to the user. In these circumstances, the focus of the relationship becomes unhealthy as it meets the needs of the member of staff and not those of the user.
3. If a member of staff recognises any of these warning signs, they may need to reflect upon and review the motivations for the thoughts, feelings or behaviours.
Individuals should also be aware of factors that may increase the likelihood of breaching boundaries. Research suggests that these factors include: stressors in personal life, breakdown of personal relationships, substance use, mental illness and professional isolation.

Appendix Two


Warning Signs regarding Potential for Boundary Violations by Users

1. Some users may engage in behaviours that challenge the boundaries of the relationships that they have with staff. These behaviours might include:
 Bullying
 Harassing
 Intimidating
 Ignoring / giving silent treatment
 Shouting or being verbally abusive
 Grooming
 Paying compliments
 Inviting staff to sit in their room/bed space
 Repeatedly requesting to see particular members of the team
 Choosing to confide in only particular members of the team
 Monitoring a member of the team
 Interrupting conversations between staff members and other users
 Asking for favours or ‘special treatment’
 Asking to be treated differently
 Asking members of the team to keep secrets


Should you have any queries on the content of this or any other matter related to professional standards please direct your questions to the head of education.
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