Who does the policy affect?

A Code of Conduct is designed to give clear guidance on the standards of behaviour all Gillespie Theatre Group staff are expected to observe, and the owner (James Gillespie) should notify staff of this code and the expectations. 

Staff/Volunteers are role models and are in a unique position of influence and must adhere to behaviour that sets a good example to all the attendees within the group. 

As a member of a theatre organisation, each employee/volunteer has an individual responsibility to maintain their reputation and the reputation of the group, whether inside or outside working hours. 

This Code of Conduct applies to: 

1) All staff who are employed by the theatre group. 

2) All staff who are volunteering to assist the group in any capacity.

Setting an example 

All staff/volunteers who work in the Gillespie Theatre Group set examples of behaviour and conduct which may be copied by attendees. Staff must therefore avoid using inappropriate or offensive language at all times. 

All staff/volunteers must, therefore, demonstrate high standards of conduct in order to encourage our attendees to do the same. 

All staff/volunteers must also avoid putting themselves at risk of allegations of abusive or unprofessional conduct. 

This Code helps all staff/volunteers to understand what behaviour is and is not acceptable. 

Employees should be suitably dressed for their duties and responsibilities, including the wearing of appropriate safety clothing and equipment.

Safeguarding attendees
Staff/Volunteers have a duty to safeguard attendees from:

1. Physical abuse 

2. Sexual abuse 

3. Emotional abuse 

4. Neglect 

The duty to safeguard attendees includes the duty to report concerns about an attendee to the group’s Designated Senior Person (DSP) for Child Protection. 

The group’s DSP is James Gillespie

Staff/Volunteers are provided with copies of the group’s Safeguarding Policy and staff must have read these documents and ideally have received training on how to implement them. 

Staff must not demean or undermine attendees, their parents or carers, or colleagues. 

Staff/Volunteers must take reasonable care of attendees under their supervision with the aim of ensuring their safety and welfare. 
Where staff/volunteers have any safeguarding concerns about another member of staff their concerns must be reported immediately to the DSP. 
Equality 
This group will not tolerate any harassment, intimidation, unfair discrimination or victimisation, by school staff against attendees, colleagues, parents, governors and other visitors. 
Relationships and contact between staff/volunteers – the public, parents/guardians and attendees 
Staff/Volunteers should always be courteous and impartial towards all attendees.

Staff/Volunteers must always treat pupils courteously observing proper boundaries. 
Any physical contact between adults and attendees of age up to 18 must be undertaken in a completely professional matter. Any such conduct may have the potential to place the adult in an extremely difficult situation. 
All contact regarding attendees is communicated via each parent/guardian. There will be no direct communication outside of the group between staff/volunteers and attendees. 

In the case of social media; staff/volunteers are not allowed to use their personal accounts to communicate or ‘be friends with’/’follow’ etc. any attendees of the group. The business pages used by the group for marketing purposes can be followed by attendees and vice versa however no direct messaging is allowed from any attendee or anyone under the age of 18. Communication is strictly between parents/guardians and the staff/volunteers. 
Conduct outside work 
Staff/Volunteers must not engage in conduct outside work which could seriously damage the reputation and standing of the group or the employee’s own reputation or the reputation of other members of the group. 
In particular, criminal offences which involve violence or possession or use of illegal drugs or sexual misconduct are unacceptable. Staff/Volunteers cautioned for, charged or convicted of a criminal offence following their appointment to the post must disclose/report this to the owner/director (James Gillespie). 

Staff/Volunteers may undertake work in addition to this position provided it does not conflict with the interests of the group. 
Use of personal mobile phones, laptops and tablets 
If there is a requirement in the staff/volunteer’s role to take photographs of or record children for group/marketing purposes this must be carried out with the agreed procedures. (See Governance Document). 
Confidentiality 
Where staff/volunteers have access to confidential information about attendees or their parents or carers, staff must not reveal such information except to those colleagues who have a professional role in relation to the attendee.
All staff/volunteers are likely at some point to witness actions which need to be confidential. For example, where an attendee is bullied by another attendee (or by a member of staff), this needs to be reported immediately to James Gillespie. 
Staff/Volunteers have an obligation to share with the group owner (James Gillespie) any information which gives rise to concern about the safety or welfare of a attendee. 
Staff/Volunteers must never promise an attendee that they will not pass on information that they are told by the attendee.

Disciplinary action 
All staff/volunteers need to recognise that failure to meet these standards of behaviour and conduct may result in disciplinary action up to and including dismissal.

