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Paid Staff and Volunteers’ Code of Conduct 

Statement 

The Young Creatives Portsmouth (TYCP) believes that all members of paid staff and volunteers should have a clear understanding of their responsibilities.  The following Code of Conduct clearly outlines what behaviour is expected of paid staff and volunteers whilst undertaking duties for TYCP.
Dissemination 

This policy is communicated to all paid staff and volunteers as part of their induction and assessed as part of supervision meetings.  It is made freely available to all TYCP users via our website. 

Definitions
TYCP paid staff and volunteers – This includes all full and part time paid staff as well as volunteers which includes freelance contracted staff.
Review date 

This Paid Staff and Volunteers Code of Conduct will be monitored and reviewed every 2 years by the Artistic Director, to ensure that the operation of this procedure is satisfactory.  This document was created in Aug 2017.  Next review date Aug 2019. 

It is expected that all paid staff and volunteers will: 
· Carry out their work in a responsible way with due regard for the safety of themselves and any other parties – including the use of risk assessments (please see Health and Safety Policy) 
· Act in accordance with relevant policies and procedures of TYCP, ensuring the work, values, principles and mission of TYCP and Excellent and Inclusive Youth Theatre is positively represented 
· Maintain appropriate professional behaviour, language and dress

· When undertaking a project with a new set of people including young people, set out what is expected eg ground rules agreement to include expected behaviour etc and what happens if the agreement is breached

· Treat everyone equally, with respect and dignity eg appropriate use of language (please refer to Diversity and Equality Policy and Procedure)

·  Respect and be sensitive to individual beliefs, faiths and religions eg promote a variety of views, be objective and careful about sharing own views (please refer to Diversity and Equality Policy and Procedure) 

· Act as an excellent role model eg behaving as you would want others to do so

· Show understanding and sensitivity when dealing with emotional issues 

· Maintain confidentiality as per procedures

· Respect a person’s right to privacy eg obtaining photographic consent

· Keep to scheduled time and length of classes and events

· Always strive to expand knowledge and training, keeping up to date as relevant to their area of responsibility

· Establish supportive, positive environments eg giving enthusiastic and constructive feedback (rather than negative criticism) and praise for effort as well as achievement 

· Work collaboratively and consult as appropriate 

· Ensure clear and agreed communication with all parties involved 

· Maintain a positive attitude 

· Be willing to reflect on their own performance 
· Be willing to have their own practice monitored and evaluated 

· Declare any conflict of interest 
· Don’t accept individual gifts above ‘normal hospitality’ eg it is fine to accept a cup of tea and a biscuit, but not money for your own personal gain.  If you do accept a gift through a work situation it must be declared 

· Ask questions, rather than making assumptions 

· Remember that others may misinterpret your behaviour and actions regardless of how well intentioned they may be 

TYCP is fully committed to safeguarding the welfare of all children and young people. 
TYCP believes that all members of its paid staff and volunteers have a clear understanding of the responsibilities and powers their positions of trust carry.  In addition to the above code of conduct the below clearly outlines what is acceptable behaviour and what is not and how to behave appropriately when working with young people and as such ensuring that the ‘position of trust’ is not abused.  This not only protects those in the positions of trust, but also safeguards those being cared for. 

Failure to comply with the Code may be deemed a disciplinary matter. 

Paid staff and volunteers should always: 

· Work in an open environment (eg avoiding private or unobserved situations and encourage open communication) 

· Put the welfare of children and young people first 

· Strive to build balanced relationships based on mutual trust which empowers children and young people to share in the decision making process 

· Take seriously any allegations, suspicions or concerns about abuse that a young person makes (including those made against staff) and report them following appropriate procedures (please see TYCP Child Protection Policy and TYCP Child Protection Procedure) 

· Provide an opportunity and environment for young people to talk to paid staff and volunteers about any concerns they may have 

· Provide an environment eg establishing ground rules/group agreements that encourages young people and adults to feel comfortable and confident in challenging bullying and any attitudes or behaviours that may be discriminatory in any way (eg racial, sexual or homophobic, or in relation to disability or refugee or asylum status, etc) 

· Declare any previous relationships/personal connections to the Artistic Director 

Paid staff and volunteers should never 

· Engage in or permit or accept abusive and discriminatory behaviour or peer-led activities (eg initiation ceremonies, bullying, taunting or behaviour that frightens, embarrasses or demoralises or reduces to tears as a form of control)  
· Engage in inappropriate behaviour or contact (eg physical, verbal or sexual, including horseplay) 

· Allow or encourage others to engage in inappropriate behaviour and contact 

· Use inappropriate or demeaning language 

· Engage in sexual relationships with young people or personal friendships including outside of the workplace

·  Make sexually suggestive comments to anyone 

· Give or lend personal money to young people 

· Invite young people to individual homes 

· Share a dressing room or a bedroom with a young person 

· Show favouritism to anyone 

· Jump to conclusions without checking facts 

· Use alcohol, drugs or other substances prior to or when working or buy it for or supply it to young people 

· Deliberately put them self or others in compromising or potentially dangerous situations or situations which could be misinterpreted by young people or others, eg when supporting or comforting a young person under distress, make sure it is an open environment whilst also balancing their right to privacy

· Promote your religious or political ideas or beliefs

· Rely on just your good name to protect you 

· Allow allegations to go unrecorded or not acted upon 

· Give out personal contact details including mobile telephone numbers and email addresses or become friends on social networking sites or gather personal contact details of young people for their own use 

If anyone is unclear on how to achieve the code of conduct points, they must discuss it with the Artistic Director. 

Some activities such as games may involve physical contact amongst participants, paid staff and volunteers.  If it is necessary this is fine as long as it is carried out appropriately and in an open environment and all parties are consulted and their consent is gained.  People must be given the choice to not participate in an activity, should they not wish to. 

TYCP will not tolerate peer abuse, bullying, discrimination, violence, aggression, abusive behaviour and language from paid staff or volunteers or within a working session eg with young people.  In the event of inappropriate behaviour the complaints procedure and disciplinary and grievance procedure will be followed.  
Examples of Gross Misconduct are as follows: 
· theft of TYCP property and misuse of funds

· malicious damage to TYCP property, or property hired/rented by TYCP

· fraud and dishonesty

· incapacity for work due to being under the influence of alcohol or non-prescribed drugs

· supplying non-prescribed drugs

· physical assault and fighting

· gross negligence

· absence without cause

· sexual assault

· harassment or misconduct

· serious breach of safe working practices

· misuse of IT equipment

· abusive behaviour including sexist, racist and other oppressive behaviour. (NB. The above list is not exhaustive). 

The following policies and procedures support this policy:

Recruitment and Selection Policy 
Disciplinary and Grievance Procedure 
Child Protection Policy 
Child Protection Procedure

Complaints Procedure
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