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CONTRACTUALLY BINDING CODE OF CONDUCT

This list of recommendations is a condition of your professional with the agency. Please call us in the eventuality of any problems so that all matters can be dealt with as soon as possible. 

NB The contract indicates by your signature that you have read, understand and will adhere to the following:

BEFORE YOU WORK:

Preparation: 

Always come to workplace with sessions prepared and ready for the commitments of the workplace day. The virtual worker’s centre can be of assistance http://vtc.ngfl.gov.uk/ in addition to sites listed on our useful websites. 

Appearance: 

You are expected to convey a professional approach and this should be mirrored in the type of clothing you choose to wear. If you need any help or advice as to what is suitable to wear in workplace the agency consultant will be pleased to help.

Punctuality: 

Arrive at workplace at the pre-arranged time. The agency reserves the right to pay you a lower daily rate in the case of lateness.

Professional Development: 

All workers will participate in the agency’s professional development programme. This includes attendance at the inductions and professional development sessions.

WHILST WORKING:

Schedule: 

The task should be taken into consideration and you must work accordingly. Follow the directions set by the workplace.

Resources: 

When using workplace materials remember the workplace has a budget and that it is your responsibility to take this into consideration. Before using the workplace’s telephone, photocopier, or fax ask a senior member of staff.

Extra-Mural Activities: 

You should be prepared to help out with non-professional duties in the workplace and you are expected to be responsible for normal professional activities, such as attendance of staff meetings, the writing of reports and paperwork.

Workplace Rules: 

You are expected to uphold the workplace rules and comply with the procedures, policies, and guidelines that are in place. Never leave machinery, appliances or minors unattended. You should not act on the workplaces behalf or make agreements without prior consent from a senior member of staff.

Physical contact

Serious disorder should be dealt with in a non-confrontational manner and by adhering to workplace policy. Physical contact of any type should be avoided. It is accepted that restraint can be necessary in certain situations to prevent injury. Contact of an inappropriate nature will result in immediate termination of your employment with the agency and possible police investigation.

AFTER WORK
Going Home: 

Before leaving for the day make sure that all those under your care have safely left the workplace. Any children should not be left unaccompanied.

Timesheets: 

Send in timesheets by fax after a senior member of staff has signed them. Payment will then be made accordingly.

EQUAL OPPORTUNITY STATEMENT

The agency is committed to a policy of equality of opportunity both as a worker recruitment agency and as an employer. All workers who work through the agency agree to uphold both the letter and spirit of all relevant legislation and good practice guidelines.

Specifically we expect all our workers to welcome the opportunity to promote the equality of learning irrespective of gender, race, ethnicity, religion, age, sexual orientation, or special needs. We expect our workers to incorporate these values in their planning, use of resources, professional and with their links to the whole workplace community.

YOUR LIABILITY TO DISCLOSE ANY CRIMINAL RECORD

The work for which you are applying may be exempt from the Rehabilitation of Offenders Act 1974 if it involves substantial opportunity for access to children. You would therefore required to declare in the application details of any criminal record you may have, including details of any convictions, even if they would otherwise be regarded as ‘spent' under this Act, or any cautions or bind-overs, and any pending prosecutions. The information you would give would be regarded as confidential and will only be disclosed in relation to professional appointments. 

If you do not already have the relevant checks the agency will arrange with the local authority or the CRB umbrella body for a check to be made with the police for the existence and content of any criminal record in your name. Any information received by the umbrella body from the police will be kept in strict confidence and will be destroyed immediately the selection process is completed. 

The disclosure of a criminal record, or other information, will not debar you from appointment unless the agency considers, or is advised by the local authority, that it renders you unsuitable for appointment. In making this decision the agency and the authority will consider the nature of the offence, how long ago and what age you were when it was committed and any other factors that may be relevant. 

Failure to declare a conviction, caution or bind-over may well disqualify you from appointment, or result in your appointment being terminated when the discrepancy comes to light (as per declaration in application). 

If you would like to discuss what effect any conviction you have might have on your application, you may telephone us in confidence, for advice. 
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