
Smile Education Limited’s Policy Guidelines to 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://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1161273/Keeping_children_safe_in_education_2023_-_statutory_guidance_for_schools_and_colleges.pdf


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 .
 

Advice to Applicants

The work for  which you are apply ing is  exempt f rom the Rehabi l i tat ion of Offenders Act 1974 as i t
involves substant ia l  access to chi ldren.  I t  i s  an offence for  anyone who has been convicted of
certain specif ied offences or  included on l is ts  of  people considered unsuitable by the Department
for  Educat ion (DFE) and the Department of  Health (DH) to apply for  work with young people under
the age of 18.

You are,  therefore,  required to declare detai ls  of  any cr iminal  record that you may have including
pending prosecut ions,  any unspent convict ions,  caut ions and bind-overs and any convict ions,
caut ions and bind-overs that are not protected i f  you are unclear on what you need to declare
please v iew the information from NACRO here.  The information you give wi l l  be regarded as
conf ident ia l  and wi l l  only  be disclosed in re lat ion to appointments in schools .
 

https://www.nacro.org.uk/news/nacro-news/dbs-filtering-regime-changes-to-come-into-effect-end-of-nov/


e disclosure of a cr iminal  record or  other information wi l l  not debar you from appointment unless
Smi le Educat ion L imited considers ,  or  is  advised by the DFE,  DH or  the Nat ional  Col lege for
Teaching and Leadership that i t  renders you unsuitable for  appointment.  In  making th is  decis ion,
Smi le Educat ion L imited wi l l  consider the nature of the offence,  how long ago i t  occurred,  what
age you were when i t  was committed and any other factors which may be relevant.

Fai lure to declare any re levant cr iminal  h istory in  l ine with ROA 1974 and the subsequent
amendments in 2013 and 2020 may disqual i fy  you from appointment or  result  in  your appointment
being terminated when the discrepancy comes to l ight  with poss ible referral  to the pol ice

Disclosure of Criminal  Record

Smile Educat ion L imited wi l l  require every appl icant to complete an Enhanced Disclosure check to
be carr ied out by the DBS Disclosure and Barr ing serv ice former ly  the Cr iminal  Records Bureau.
 
I f  you are an appl icant f rom overseas,  Smi le Educat ion L imited wi l l  require a pol ice clearance
document f rom the country  where you have spent most of  your adult  l i fe.  Any work or  t ravel  abroad
in the last  f ive years must be covered by copies of  an appropr iate pol ice check or  letter  of  good
conduct.  Only or iginal  or  proper ly  cert i f ied pol ice checks/cert i f icate of good conduct can be
accepted. An Enhanced Disclosure wi l l  be required.
 

References

I t  wi l l  be necessary for  Smi le Educat ion L imited to contact your previous employers to conf i rm
employment dates,  ver i fy  exper ience and qual i f icat ions and to take up profess ional  references.
One referee must be your most recent employer.  References wi l l  not be accepted from relat ives or
from people wr i t ing sole ly  in  the capacity  of  f r iends.  Open test imonials  wi l l  be ver i f ied.
 

Qualif ied  Teacher Status

For Teaching appl icants:  Qual i f ied Teacher Status and Induct ion Status wi l l  be ver i f ied with the
National  Col lege for  Teaching and Leadership,  or  the Inst i tute For Learning for  holders of  QTLS
status.  This  information wi l l  be shared with Hi rers .  I f  you bel ieve you have QTS,  but th is  is  not
conf i rmed by an employer check,  you wi l l  need to contact them to ver i fy  your status.
 
The Nat ional  Col lege for  Teaching and Leadership holds records of al l  teachers ,  who are
recognised as qual i f ied teachers in England. Teachers who are members of  the Inst i tute for
Learning and hold QTLS (Qual i f ied Teacher Learning and Ski l l s )  are also recognised as qual i f ied
teachers (both condit ions must be sat isf ied).  P lease note that QTLS holders must undertake 30
hours CPD per year –  pro rata i f  part  t ime –  to retain their  IFL  membership.
 
Teachers f rom the USA, Canada, New Zealand and Austral ia wi l l  be granted automatic QTS from 1
Apr i l  2012 providing they meet al l  of  the condit ions in the DFE guidance. They wi l l  be exempt f rom
induct ion but st i l l  need to obtain UK Border Agency permiss ion to work in the UK i f  required.  The
teachers wi l l  need to apply to the Teaching Agency for  QTS and i f  approved,  they wi l l  be given
writ ten conf i rmation l ike other QTS holders.
 



Prevention of i l legal working

Smile Educat ion L imited is  required to ensure that al l  appl icants are legal ly
ent i t led to work in the UK.
 
Nat ionals  f rom European Economic Area (EEA) countr ies can enter  and work in the UK
without any restr ict ions.  
 
Other overseas appl icants wi l l  be required to display an or iginal  passport  with appropr iate v isa
stamps.  The Work ing Hol iday Visa al lows appl icants f rom overseas to work for  a total  of  52 weeks
over a 2-year per iod.  I t  i s  your responsibi l i ty  to ensure that you do not exceed 52 weeks.
 

Applicants Declaration

I  cert i fy  that I  have answered al l  quest ions on the appl icat ion form fu l ly  and accurately ,  and that I
possess the qual i f icat ions that I  c laim to hold.
I  cert i fy  that I  am not on the chi ldren’s  barred l is t  or  disqual i f ied from work with chi ldren
I  cert i fy  that I  am not subject to sanct ions imposed by the Nat ional  Col lege for  Teaching and
Leadership
I  cert i fy  that I  am legal ly  ent i t led to work in the UK
I  am aware that phys ical  contact with pupi ls  should be avoided and that inf l ict ing phys ical
punishment could have ser ious consequences including cr iminal  prosecut ion and referral  to the DFE
for misconduct.
I  agree to support  Smi le Educat ion L imited’s  commitment to Chi ld Protect ion and Equal
Opportunit ies I  have received and understand Smi le Educat ion’s  Health and Safety Information for
Temporary Workers.
I  understand that i f  I  have knowingly given false information,  omitted or  concealed any re levant
fact about my el ig ibi l i ty  for  work ,  I  wi l l  have my name removed from the Smi le Educat ion L imited
register  and wi l l  be reported to the DFE Department for  Misconduct.  This  could lead to barr ing
from work with in educat ion.
 

Data Protection Statement

By s igning th is  declarat ion,  I  a l low Smi le Educat ion L imited to process my appl icat ion us ing the
information that I  have provided in accordance with the requirements of  the General  Data
Protect ion Regulat ion (GDPR) (Regulat ion (EU) 2016/679).
 
The information provided wi l l  be used by Smi le Educat ion L imited for  the goal  of  obtain ing work for
you and to inform you by letter ,  phone or  e-mai l  of  re levant information and other serv ices which
may interest  you.  No information wi l l  be passed to any th i rd part ies without your consent.  Should
you wish to withdraw your consent for  us to use your data in th is  way please let  us know in wr i t ing.
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