
Smile Education Limited’s Policy Guidelines to Teaching Staff

Child protection guidelines

All  members of staff  in a school ,  even on supply,  have a posit ive role to perform in the

safeguarding of chi ldren.  Every staff  member can play a part  in  the prevent ion of abuse and

neglect through their  awareness of  chi ld protect ion pol ic ies and procedures.  Always check with the

school  you are in ,  what their  pol icy is .  I f  you do have a concern about a chi ld i t  i s  important that

you report  i t  without delay to the designated Safeguarding Lead,  fo l lowing al l  school ’s  pol ic ies.

 

I f  a chi ld chooses to disclose to you that he/she has been or  is  the subject of  some form of abuse,

i t  i s  v i ta l ly  important that you l i s ten to the disclosure and not interv iew the chi ld or  ask the chi ld to

repeat the account.  Avoid ask ing leading quest ions as they may inval idate your ev idence (and the

chi ld ’s)  in  any later  prosecut ion.  F inal ly ,  never examine a chi ld.

 

Do explain what is  going to happen next i .e.  that you are going to have to inform the DSL.  You

should never promise a chi ld conf ident ia l i ty  where an al legat ion of abuse has been made.

 

The DSL wi l l  make a decis ion based on what you have said and has a responsibi l i ty  to feedback to

you what act ion has been taken in respect to the concern you raised.

 

By fol lowing the school ’s  pol icy document,  you minimize the r isk  of  being accused of improper

conduct towards chi ldren and help to ensure the safety and welfare of chi ldren:

Keeping Children Safe in Education: Part 1

You are working in a position of trust and it is a criminal offence to have a relationship with or arrange to meet pupils

outside of schools even those over the age of 16.

School Disipl ine 

I t ' s  extremely important that you enquire about the school ’s  discipl ine procedures upon arr ival  and

fol low these at al l  t imes.  Ensure that you explain to the pupi ls  what you expect of  them and

sanct ions that wi l l  be appl ied i f  they do not abide by you ru les.  Be f i rm,  fai r ,  conf ident and

consistent.

 

Smi le Educat ion L imited has a no phys ical  contact pol icy and any form of phys ical  contact with

pupi ls  must  be avoided.

https://www.gov.uk/government/publications/keeping-children-safe-in-education--2


Although The Educat ion Act 1997,  author ises teachers to use phys ical  contact in an emergency,  i t

emphasises that you must avoid doing anything that might reasonably be expected to cause in jury

e.g.  h i t t ing;  forcing l imbs;  excess ive holding;  pul l ing or  restrain ing.  You must never touch or  hold a

pupi l  in  a way that might be considered indecent.  In  such s i tuat ions,  communicate clear ly  at  al l

t imes and enl ist  support  f rom other staff  wherever poss ible.

 

You should always t ry  to deal  with a s i tuat ion through other st rategies than us ing phys ical  contact

and should be aware that your act ions must be considered and appropr iate;  us ing excess ive force

in a s i tuat ion where i t  i s  not appropr iate can result  in  DFE discipl inary act ion or  cr iminal  charges.

You should not use school  equipment for  personal  access to the Internet or  social  media.  

You should not use social  media dur ing school  hours whi lst  work ing in a school  through Smi le   

As workers employed to work with chi ldren and/or vulnerable adults  you should not interact with

them on a personal  basis  v ia social  media s i tes.  This  is  to ensure that you are protected from any

misunderstandings or  al legat ions of  wrongdoing.

Social  Media,  Internet and Mobile Phone Policy

Social  media is  a 21st  century phenomenon and i ts  use and impact is  growing dai ly .  Social  media is

onl ine media that enables and expedites conversat ion and discuss ion al lowing indiv iduals  to

part ic ipate quick ly  in  the development or  creat ion of content.  I t  includes s i tes such as Facebook,

Twitter  and many others.  Smi le Educat ion L imited acknowledges the value of social  media in both

profess ional  and pr ivate l i fe ,  however you need to be aware that your use of social  media on a

personal  basis  may have an impact on yours and Smi le ’s  profess ional  reputat ion.  Post ing

comments re lat ing to schools  would be deemed as unprofess ional  conduct.

 

The internet is  a valuable tool  for  learning,  however steps must be taken to ensure only  appropr iate

mater ia l  is  used with chi ldren.  P lease adhere to indiv idual  school 's  pol ic ies for  internet usage and

under no ci rcumstances use school  equipment to access the internet for  pr ivate use.

 

Many schools  and other h i rers  operate an empty-pockets pol icy regarding mobi le phones and

digital  cameras as part  of  thei r  Safeguarding pol icy.  In  nurser ies and SEN sett ings in part icular ,

having a mobi le phone on your person whi lst  undertaking personal  care (such as nappy changing

and room based dut ies)  would be deemed highly  unprofess ional  and could be taken as grounds for

dismissal .  P lease ensure you adhere to th is  pol icy and only  use mobi le phones dur ing break t imes

and never in  the presence of chi ldren,  other than for    work-related emergencies or  where you have

been asked to by the Head Teacher (such as for  contact on school  t r ips) .

           

Confidential ity

In  a l l  your  deal ings with Smi le ,  schools  and other c l ients where we may place you,  we ask that you

maintain profess ional  conf ident ia l i ty .  You should not discuss information about the chi ldren in your

care,  schools/hirers  for  whom you work or  any other issue which may be considered inappropr iate

or unprofess ional .  P lease be aware of th is  at  al l  t imes,  in  both verbal  conversat ion and wr i t ten

communicat ion,  part icular ly  communicat ion made v ia the internet.

 



The health and safety guidel ines for  that s i te ,  including any specif ic health and safety guidel ines

on the use and stor ing of equipment,  d isrupt ive pupi ls ,  on or  off  s i te superv is ion of pupi ls

The procedure for  f i re ,  or  emergency evacuat ion the name of the qual i f ied Fi rst  Aider

The report ing structure for  accidents ,  incidents or  near misses.

Ensure that you carry  out your dut ies in a safe and control led manner.  

Minimise any harm that may be caused to the pupi ls  in  your care,  or  to yourself .

Report  any accident ,  incident or  near miss .

Health and Safety Awareness

Smile Educat ion L imited is  committed to the welfare of supply teachers and support  staff .  I t  i s  your

responsibi l i ty ,  when you arr ive,  to obtain as much information as poss ible before you start  the

ass ignment and carry  out your dut ies in accordance with the cl ient  school ’s  pol ic ies and

procedures.  I t  i s  the cl ient  school ’s  responsibi l i ty  to advise you of their  health and safety

pol icy and associated procedures.

 

When you arrive at the school  you must f ind out:

Health and Safety is  a jo int  responsibi l i ty  and i t  i s  your responsibi l i ty  to:

 

Equal Opportunit ies

Smile Educat ion L imited is  committed to equal  opportunit ies ,  both as an employer of  i ts  own staff

and as an agency which recruits  and places temporary educat ion staff .  We take a pro-act ive

approach to th is  employment pract ice.  We are opposed to any form of prejudice and make every

effort  to ensure that i t  p lays no part  in  our  pract ice.

 

Smi le Educat ion L imited respects and values cultural  and rel ig ious divers i ty .  We wi l l  not

discr iminate on the basis  of  gender ,  sexual  or ientat ion,  race,  age,  ethnic or igin ,  re l ig ion,  culture or

disabi l i ty .  Each indiv idual  is  assessed on mer i t  a lone.

 

We wi l l  expect you to support  our  pol icy when work ing in schools .  In  part icular  you should promote

equal i ty  of  learning i r respect ive of ethnic i ty ,  c lass ,  gender ,  age,  re l ig ion or  special  educat ional

needs and th is  should be ref lected in your planning,  teaching resources and l inks with the school

community .

 

Smile Education Expectations

At Smi le we value the commitment ,  hard work and dedicat ion our Tutors  put into every ass ignment.

As an agency,  our  h igh standards ensure that you are re-booked by c l ient  schools .

In  order to maintain our  re lat ionships with schools ,  we need your help.  The fol lowing l is t  of

expectat ions must be adhered to on every ass ignment,  and schools  are encouraged to not i fy  us

should our staff  fai l  to meet these standards.

Remember –  our success means more work for you!

We expect the fol lowing from our Tutors  for  face to face sess ions please also see our “Tutor  Pol icy”

regarding onl ine sess ions:



Smile Education Professional Standards 

Al l  staff  are to adhere to the fol lowing standards with in their  c lassroom pract ice.

 

To arr ive on t ime and be prepared for  your sess ion.

To carry  a DBS and photo ID at al l  t imes.

To mark work any work and leave feedback on the portal

To dress respectfu l ly  and appropr iately .  This  is  usual ly  a shi r t ,  t ie and jacket for  men,  smart

business dress for  women.

To fami l iar ise themselves with the school ’s  discipl inary pol icy ,  fo l lowing th is  and Smi le ’s

guidel ines at  al l  t imes.

To complete the fu l l  sess ion booked.

To regular ly  l ia ise with the class teacher to ensure sess ions are in l ine with the curr iculum and

set object ives.

To log al l  sess ions on the portal  to ensure prompt weekly  payment,  th is  must  be done by 4 pm

on a Monday for  the previous week and payment wi l l  be made that Fr iday.

I f  you are going to be off  s ick ,  p lease not i fy  Smi le by 7:30 am latest .  You should also contact

the school  i f  you have been asked to do so.

Mobi le phones must be switched off  in  lessons.

1 .

2.

3.

4.

5.

6.

7.

8.

9.

10.

Safeguarding Children and Maintaining Welfare

Ensure al l  chi ldren or  young adults  in  your superv is ion are safe at al l  t imes.

Always ask for  support  or  help f rom SMT i f  you th ink your own act ions could put pupi ls  at  r isk

Ensure that you take appropr iate act ion i f  you observe another member of staff  having a

negative impact on pupi ls

Always fol low the school ’s  chi ld protect ion pol ic ies and procedures.

Ensure that re lat ionships with pupi ls  remain profess ional  at  al l  t imes

Ensure that you have read chapter One from “Keeping Chi ldren Safe in Educat ion” On the

government website:  Keeping Chi ldren Safe in Educat ion (Part  One)

Professional Values and Relationships

Always be committed to the best  interests  of  the chi ldren in their  care and be fai r  and

object ive

Respect each indiv idual ’s  specif ic needs

Develop posit ive re lat ionships with every indiv idual  in  the school  community

Work towards a culture of mutual  t rust  and respect in every ass ignment

Professional Integrity

Demonstrate honesty and integr i ty  in  al l  aspects of  their  work

Respect the pr ivacy of others and conf ident ia l i ty  of  information gained in course of

profess ional  pract ice,  unless there is  a legit imate concern for  wel l-being of an indiv idual

Represent themselves,  thei r  status and qual i f icat ions honest ly .
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Professional Conduct

Uphold the reputat ion and standing of the profess ion

Take al l  reasonable steps in re lat ion to the care of pupi ls  and students in their  care,  to ensure

safety and welfare

Work with in the framework of re levant legis lat ion and regulat ions

Comply ,  respect and uphold al l  school  pol ic ies ,  procedures and guidel ines

Report  al l  incidents which impact student/pupi l  welfare

Professional Practice

Maintain h igh standards of al l  aspects of  their  profess ional  pract ice

Plan and communicate clear ,  chal lenging and achievable expectat ions for  pupi ls  and students

Act in the best  interest  of  pupi ls  and students at  al l  t imes

Diversity and Equality

Be committed to equal i ty  and inclus ion and accommodate divers i ty  that ar ises f rom gender ,

c iv i l  s tatus ,  fami ly  status ,  sexual  or ientat ion,  re l ig ion,  age,  disabi l i ty ,  race,  ethnic i ty ,

membership of the Travel ler  community  and socio-economic status

Candidate to sign here to confirm he/she understands the above expectations.


