Northmead Before and After School Care Inc.

Policies and Procedures

C5 – Employee professionalism
Policy statement

The professional attitude and behaviour of the centres employees is of utmost importance to the provision of a quality service with a positive reputation in the community and the standard of care provided for the children and families in the centre. We aim to provide clear guidelines to the educators regarding the expectations for their professional behaviour in the centre.

Considerations
Educator and Care Services National Regulations (r83)

Employee Code of Conduct

Strategies
Employee professional code of conduct, duty of care and expectations will be discussed in the initial orientation process of all new employees.

Employees will be made aware of their duty of care and their responsibility in relation to supervision, health and safety of the children, other employees as well as families.

Professional behaviour in all areas will be reviewed as part of the ongoing employment.
The Director/Assistant Director/Educational Leader will immediately address any breach in the professional expectations outlined. Committee members can be called in if required. If the concern involves the Director, two representatives from the Committee will conduct the discussion. If the employee is a member of the union they may request a union representative at any time.

All discussions will be recorded and standard of behaviour and expectations clearly explained.

Any further problems will be addressed as per the discipline procedure.

Employees will be made aware of the centres philosophy and policies and will be expected to follow these. Should employees have any concerns with the policies/philosophy they are to raise this with the Director or committee liaison officer.

Employees will be expected to know, understand and perform their duties as per their job description.

Employees will be expected to maintain and improve their skills through participation in training and development opportunities. The committee will ensure that monies are made available in the budget for training.

Employees will be expected to start duties on time.

Employees will be expected to dress appropriately for their duties.

Employees must not attend work under the influence of drugs or alcohol.

Employees should not attend work when they are unfit to do so due to injury or sickness and must inform the centre as soon as possible.

Employees will use only suitable language that is not offensive to other staff, parents and children.  

Employees will be expected to follow all confidentiality directives.

The centre is a smoke free zone. Employees may not smoke in or around the building, or in the sight of the children.

Employees will be expected to know and follow the child protection policies.

The quality of the centre and positive working environment are dependent on good relationships with families. Employees will follow proper communication procedures as outlined in the policies.

The maintenance of good teamwork will be an expectation outlined in all job descriptions.

Any conflicts that arise must be addressed as outlined in the grievance procedure.
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