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This document should be read in conjunction with a staff member’s wider induction to working at Play Aloud. This code of conduct is a basic framework to set the tone of the working environment at Play Aloud. Including how the management expects staff to be positive and professional towards everyone they encounter at Play Aloud.  





Play Aloud Priorities
Whilst at work at Play Aloud, Play Leaders should be permanently asking themselves the Play Aloud Mantra: 			‘Safe, Happy, Magic, Time?’

Is every child safe? Is every child happy? Can I add any magic? Am I making the most of my time?

Play Aloud expects that a Play Leader’s main priority should always be the safety and happiness of the children at the club. It is of the highest importance that the children feel like they are really and truly cared for by all staff members. You should be constantly scanning the room to see if all children are safe and if you spot anything that you think may present a danger to a child or staff member then you must act to minimise that risk or bring it to the attention of a senior team member immediately. Also, you should be constantly scanning the room to see if all children look happy and engaged in something important or entertaining to them. Again, if a child looks unhappy you should act straight away to find out if they are ok or bring them to the attention of another team member who can help them. If all children are safe and happy, ask yourself if you can add any magic to their play by offering a resource or idea or join in and play with them. Or if you can create a next step or future planning idea for them that will add a bit of magic to their play. But bear in mind that sometimes you just need to stand back and not interfere with children’s play; if children are thoroughly engaged you might interrupt and disturb their play. If everyone is safe, happy and there’s no magic to add then you should ask yourself if you are making the most of your time as a paid employee and team member. Please look around for other jobs you can do to make the best use of your work-time and be the best Play Leader you can be. It is ok to sit with children whilst they are playing if you are joining in or supporting their learning, that’s a brilliant use of your time of course. But there are always jobs that you can be doing if the children are happily engaged and your direct intervention is not required. If you’re not sure what to do, please ask another team member.

Mobile Phones
It is the law that personal mobile phones are not allowed in Early Years’ Settings. You must not bring your mobile phone to work unless you have to. If you have to then it must be left in the designated place and not be used during the session without the express permission of the session leader in a designated place. Also you should immediately remind any parent on the premises of this law. This is for your own protection as well as the children’s. The setting phone should be with the manager or in the designated place. You can give the club phone number to your relatives if they need to contact you in an emergency.

Respecting Others and a Happy Work Environment
Staff should always work in partnership with parents and colleagues, treating other’s opinions and thoughts with respect and valuing the information shared with them. Staff should avoid making statements in sessions or staff meetings that could be construed to be critical of other members of the team, like ‘those toys have been left out since last week’ or ‘no-one else ever empties the bins’ etc. These kinds of comments must be directed in private to the manager who will deal with any issues if necessary. Team members must clearly demonstrate that they are part of a team to the children, parents and other team members. As a staff member at Play Aloud, we take collective responsibility for issues that arise. So if a parent raises a complaint with you, about anyone or anything, you should never blame anyone else or seek to avoid blame yourself. You are a representative of the organisation and should apologise on behalf of Play Aloud if necessary and seek to resolve the issue on behalf of the club as a whole. Staff members should also be aware that they should not undermine other team members if they are dealing with a situation with a child. Having more than one member of staff talking to a child about an issue is also not nice for a child. In meetings and general conversations, staff should also be respectful of others’ views and not talk over or interrupt anyone else unless it is totally necessary. It is important to listen to the views of others. Please refrain from any gossip or negative talk about work, children, families or staff. If you have reason for concern or for being unhappy with anything, then please talk to your Manager straight away who will help you to resolve the problem in a positive manner. Discussing personal issues at work in earshot of the children is not appropriate. Moaning, complaining and being negative at work can have a devastating effect on the team around you, the children around you and on your own enjoyment of your work. Please discuss problems in private with your Manager. Being overly negative at work will be considered a disciplinary offence. Being happy and positive with a can-do attitude, will be considered fabulous at work and will be recognised as good practice in a Play Leader.

Using positive statements and language
Staff should always try to be positive with children and explain what behaviour we want to see, rather than just telling them off for behaviour we don’t want to see. Staff must not be negative towards a child unless it is necessary to do so for their safety. It is not nice for anyone to hear constant blunt reprimands such as ‘no’, ‘stop it’ etc. Staff members should phrase their instructions in such a way that they are encouraging a child to do something – telling them what to do, not what not to do. Thus a child can react in a positive way and be praised for their compliance. I.e. ‘please could you put all 4 of your chair legs on the floor and keep them there please Charlie’ rather than ‘Charlie, stop swinging on your chair!’ This sounds like a small thing, but actually makes a massive difference to practise as a Play Leader and to the children. Please constantly reflect on your own practise in this area and encourage the same in others.

Uniform and Appearance
Staff should always wear uniform tops and a suitable skirt, shorts or trousers for play work, plus comfortable and practical shoes for playing in a child friendly environment. Shorts and skirts must not be too short and may look casual but not scruffy or sexualized in any way, for example with rear zips or inappropriate rips. Please do not wear non-uniform cardigans or other tops over your play aloud uniform, as uniform reassures children, teachers and parents that you are staff. You may wear something else under your uniform if you are cold, in similar colours if possible. Outside the setting and in the outdoor play areas, play aloud staff must wear uniform jumpers/fleeces/coats if they have been supplied with them. Play Aloud respects diversity and coloured hair, tattoos and piercings are ok, but anything that is potentially aggressive, offensive or that may cause distress to a child, must be removed or covered up, e.g., gruesome tattoos, ear stretchers or spikey piercings. Staff should ensure that their hair, body and clothes are clean looking and clean smelling for work. Staff must not apply heavy perfume as this may trigger allergies in certain children and is not appropriate for work. Expression of your personality through make up is also fine, but it should always be very light and not too heavily applied. It is not appropriate to wear false eyelashes or too much foundation or other make-up when working with children, we do not want to give the wrong messages to children. Wearing false eyelashes daily is bad for the eyes and risks eye infection. Please no false or really long nails that could easily scratch a child or become dislodged in food. Please be you, but ready and equipped well for playing with children.

Equal Opportunities 
Discriminatory practice of any kind will not be tolerated; all children, parents and colleagues should be treated in a positive and equal way. Including not stereotyping children’s interests or abilities according to gender identity, sexuality, age, race, class, disability or ability. Diversity should be encouraged, and individuality celebrated. Please also see Equal Opportunities Policy.

Language
Bad language of any kind must not be used at all anywhere within, outside or near a club. This will be considered a disciplinary offence. Staff should also not use words that are not swear words but are non-the-less inappropriate for children. Staff should discourage children from using such language too, for example using ‘What the hell’ or such phrases that are not appropriate to use around children and are not appropriate for children to use.

Learning and Development
Play Aloud encourages staff to reflect on their own practice and their own learning regularly and will actively support relevant staff learning and development, including training courses within our budgets and time constraints. Please share with your Manager all training ambitions anytime.

Confidentiality
You must not talk about or pass on any information about children attending Play Aloud, club staff, club issues, club parents and families, to anyone else. Except for work purposes for which permission is given, and information sharing with specific external agencies if there is a safeguarding issue. You must not post any material relating to the Club or its users on social media sites (unless expressly permitted by the Manager for club purposes). See our Confidentiality policy and Safeguarding policy for more details. You need to be particularly careful if you live in the area where you work. You must not take files or documents home that contain confidential information about children. 

Absence, Illness and Holidays
You must inform the Manager by phone, by 6.30am at the latest for the morning session and 11.30pm at the latest for the afternoon session if you are unable to attend work that day due to illness or for any other reason. We need as much time as possible to arrange alternative cover in order to maintain statutory staff ratios. If you have come into contact with any infectious illness you should inform the Manager immediately. If you have had contagious sickness or diarrhoea, please do not return to work for 48 hours after the illness has ceased. All holidays must be booked in advance with the Manager using the Holiday Booking Form. Your personal contracted working hours will determine the number of paid holiday hours you are entitled to receive. Please see your employment terms and conditions for more information.

Relationships with Children and Families Outside of Play Aloud
Play Aloud is happy that staff members grow fond of Play Aloud children and close to their families. We also appreciate that we employ staff from within communities where children live. Thus it is natural that you might see and greet children and families outside of the setting. If you have a previous relationship with a Play Aloud child or family outside of Play Aloud then it is natural that this relationship will of course continue. But the same confidentiality issues must be applied regarding a child’s time and relationships at Play Aloud, as would be the case with any child. It is strictly forbidden that any member of staff engages in any communication (apart from normal friendly interaction if you happen to meet in public) with a Play Aloud child outside of the setting if you didn’t previously have a relationship with that child. For example, staff members must under no circumstances ‘friend’ a Play Aloud child or parent on Facebook, give a child or parent your phone number, text them, e-mail them, engage in online gaming with them, or any such contact outside of Play Aloud. This is for your own protection as well as the child’s. If you wish to babysit for a family and only if that family has expressly asked you about providing that service, then you must first ask your Manager’s permission to share personal information with a parent for this purpose. You also must make it extremely clear to the parent that any work you do for them outside of the setting has nothing to do with Play Aloud and must not affect nor impinge on your work at Play Aloud at all, and the two things must be kept entirely separate. So you must not discuss personal arrangements with a parent or child whilst you are working at Play Aloud. 

Representing Play Aloud
When you are wearing the Play Aloud T-shirt and working at Play Aloud it is imperative that you remember at all times that you are representing the organisation. People’s children are the most treasured and precious things in their lives, you need to remain mindful of this. Though we have lots of fun at the club and we want people to see this and children to experience that, the most important thing is that you are always thinking of safety first. It is always vital to be thinking of the Play Aloud Mantra – ‘Safe, Happy, Magic, Time?’ in that order. But it is especially important that you remember these things when parents are around. We are still responsible for a child at pick up time until they have left the building with their parent. Also in the playground it is absolutely vital for safety but also vital for our future recruitment, that you are thinking ‘safe and happy’ as a priority. In the playground please use all of your time and effort to ensure that children are safe and that you are doing all you can to engage with them; play with them, talk to them and demonstrate that you care for them. This is not the time to chat to other mums or staff members, to have a rest on a bench or to engage in other business. We want children to feel valued and cared for from the moment we greet them at the classroom door, not just inside Play Aloud. Also parents are watching you; current and potential parents are watching how we interact with children, how we care for them and how we might care for their child if they were to use our services in the future. Parents talk to each other and share this information and judgements about us as an organisation but also about individual Play Leaders, based on the few minutes that they see you in the Playground. Bear in mind this is the only time that parents really see you with children. We have had some wonderful feedback from parents who have noticed staff members really caring for children in the playground and when picking up at Nursery/Preschool. We want this positive feedback to always continue. Please make the most effort you can to ensure that children are safe, happy and that any magic that can be added is added at these times that you are outside of Play Aloud as well as inside. Word of mouth has worked very well for us because parents see that we value and care for children at pick up time. Plus, children talk to other children and this creates further demand for Play Aloud. Let’s continue this good work and remember you are representing Play Aloud every moment that you are working. Thank you.

Eating, drinking, smoking at Play Aloud
[bookmark: _GoBack]Obviously, it is important that you do not smoke anywhere within, near or around the Play Aloud site. This is very important, it is also important that you do not smoke in your work clothes as the smell inevitably lingers and may cause a reaction in some children. Please do not consume alcohol or any recreational drug before your shift for a reasonable amount of time, this includes the evening before if you have a very early shift start. You must be completely clean of alcohol etc. before you work with children. Please do not bring energy drinks or sugary drinks or snacks onto the Play Aloud site. It’s important that we set a good example for children and we also can’t risk children accessing these at the club by accident. If you are eating a meal at the club then this must be within the healthy eating guidelines that are set for the children at your club. 

Seeking Your Input
Play Aloud wants to create a positive and happy working environment where staff members feel valued as an important member of the team. Staff members’ opinions and thoughts will be actively sought at staff meetings and welcomed by the management at any time. 
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