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Staff Behaviour Policy
[bookmark: _heading=h.f79v40ljup5i]Purpose
ClubsComplete™ is committed to ensuring that all staff act as positive role models for children and uphold the highest standards of professional conduct. This policy sets out the behaviour expected from all staff to maintain a safe, respectful, and inclusive environment, protect the reputation of ClubsComplete™, and ensure compliance with safeguarding and operational requirements.
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This policy applies to all ClubsComplete™ staff, including:
· Internal staff
· External staff
· Volunteers
· Contractors
· Agency workers
All staff must also follow the Safeguarding and Child Protection Policy, which outlines detailed safeguarding responsibilities.
[bookmark: _heading=h.k5w6d1aof4fs]Professional Conduct
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Staff are ambassadors for ClubsComplete™ and must conduct themselves professionally at all times. Staff must:
· Treat all children, parents/carers, colleagues, and visitors with respect and courtesy
· Value each child as an individual and follow the Inclusion Policy
· Use positive, calm, and respectful language
· Avoid sarcasm, belittling, shaming, or raised voices
· Maintain professional communication at all times
Swearing, abusive behaviour, or disrespectful conduct will not be tolerated and may result in disciplinary action.
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Staff must maintain clear professional boundaries at all times. This includes:
· No one‑to‑one situations with children unless unavoidable and risk‑assessed
· No physical contact except for care, safety, or comfort
· No giving or receiving gifts
· No personal communication with children or families
· No transporting children in personal vehicles unless agreed in advance by both the Operations Manager and the parent
Staff must refer to the Safeguarding Policy for full guidance on boundaries and conduct.
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Staff must not behave in a way outside of work that could:
· Bring ClubsComplete™ into disrepute
· Call into question their suitability to work with children
· Damage trust with parents, schools, or the community
Staff must inform management immediately if they:
· Are arrested, charged, cautioned, or investigated
· Become aware of anything that may affect their suitability to work with children
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Staff must wear the required ClubsComplete™ uniform:
· Black trousers or leggings
· ClubsComplete™ top
· ClubsComplete™ fleece or jacket
Clothing must be practical for setting up, packing away, preparing food, craft activities, and physical play.
[bookmark: _heading=h.mb3igx964wps]Confidentiality and Social Media
Staff must:
· Keep all information about children and families confidential
· Not share information with third parties without permission (unless safeguarding requires it)
· Not accept social media requests from children, parents, or school staff
· Not post any material relating to ClubsComplete™ or its users on personal social media
Breaches may result in disciplinary action.
[bookmark: _heading=h.7qwzh9hk7w8y]Use of Mobile Phones and Cameras
Staff must follow the Mobile Phone Policy, including:
· Personal phones must be stored away during sessions
· No photos or videos may be taken on personal devices
· No personal calls during sessions 
[bookmark: _heading=h.d4em5ikq11cu]Smoking, Alcohol, and Drugs
Staff must:
· Not smoke anywhere on the premises, including outdoor areas
· Not bring alcohol or illegal drugs onto the premises
· Not attend work under the influence of alcohol or drugs
If a staff member is taking prescription medication that may affect their ability to work safely, they must inform their Account Manager immediately.
All prescribed medication must be stored safely in the designated lockable cupboard, out of sight and reach of children. Staff must not administer their own medication in front of children.
[bookmark: _heading=h.lqi4pqeloiqz]Attendance and Punctuality
Staff must:
· Arrive on time for all shifts
· Follow the Sickness Policy for reporting absence
· Maintain reliable attendance
Persistent lateness or failure to follow reporting procedures may result in disciplinary action.
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Staff must:
· Not argue or raise their voice in front of children
· Resolve disagreements professionally and respectfully
· Use appropriate channels (Account Manager, Operations Manager) to raise concerns
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Staff may be dismissed without notice if they commit an act of gross misconduct. Examples include, but are not limited to:
· Child abuse
· Inappropriate content during sessions
· Inappropriate relationships with school staff or families
· Inappropriate or abusive language
· Failing to comply with health and safety requirements
· Physical violence
· Purposeful breach of any ClubsComplete™ policy
· Ignoring a direct instruction from a manager
· Persistent bullying, sexual or racial harassment
· Being unfit for work due to alcohol or illegal drugs
· Theft, fraud, or falsification of documents
· Being disqualified under the EYFS or Children’s Act
The Manager will investigate all allegations thoroughly before any decision is made.
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