
	[image: C:\Users\Admin\AppData\Local\Packages\microsoft.microsoftedge_8wekyb3d8bbwe\AC\#!001\MicrosoftEdge\Cache\UA0U4PG0\Avg1FY8A[1].png]                       
	 7th July 2024







[image: C:\Users\Admin\AppData\Local\Packages\microsoft.microsoftedge_8wekyb3d8bbwe\AC\#!001\MicrosoftEdge\Cache\UA0U4PG0\Avg1FY8A[1].png]







7th July 2024



	
SAFER RECRUITMENT
&
EMPLOYEES PROFESSIONAL CODE OF CONDUCT

Next update: Summer 2025

ELITE ANGLO CHINESE SERVICES
SAFEGUARDING EMERGENCY CONTACT   	
	
	
Eve Leung						Tel		+ (44) 020 81442145
Designated Safeguarding Lead (DSL)	Mobile	+ (44) 07787 536030
Email		eve@eliteacs.com

Evelyn Phillips					Tel		+ (44) 01428 648393   
Designated Deputy Safeguarding Lead (DDSL) 	
Mobile 	+ (44) 07789 434798
Email:		evelyn@eliteacs.com 

EMERGENCY CONTACT DETAILS
Name		Eve Leung
Admin Address	33 Lower Road, Grayswood,	Haslemere
			Surrey, GU27 2DR
Telephone:		UK	Tel.		+ (44) 020 81442145
			UK	Mobile	+ (44) 07787 536030
Email:		info@eliteacs.com 
Website: 		www.eliteacs.com

Elite Anglo Chinese Services    
33 Lower Road, Grayswood Surrey GU27 2DR

Recruitment 

Elite Anglo Chinese Services provide guardian services to young students in the United Kingdom. At Elite we are committed to provide excellent care and make sure that the welfare of each student is performed to the highest quality and standards.

Employees of Elite Anglo-Chinese Services (this includes Principal Host Family member)

Elite will make sure that formal checks are made on all employees joining our organisation

These checks are:
· To check and verify an applicant’s identity from either a passport or a driving licence
· To verify that the applicant has the right to work in the UK
· Obtain written references from either their current or previous employer or  a professional person and a personal reference (not family) who has known the applicant for a minimum of two years.
· The applicant’s job description specifically refers to working with children and that safeguarding this group is our aim
· All adult applicants and host family members over the age of sixteen will have a full Enhanced  DBS check 
· Applicants who have lived abroad for over 3 months in the last 5 years will be subject to an overseas check.
· The applicant has read and understood their full job description and duties 
· All primary carers (Host Families) will need to complete a medical declaration that they are fit to carry out their duties.
· Check  applicant employment history and other experience

Training
At Elite all our Employees will be trained in Child Safeguarding and Child Protection to a level suitable to the employee’s role within the Organisation. All employees will have annual reviews of their performance and are offered more training where it is necessary. All Employees will be issued with this policy, outlining the procedures of Elite and has set out their Professional Code of Conduct
Also, Elite will publish on its website its Grievance, Whistleblowing and Emergency Procedures 

Recruitment of Elite Anglo Chinese Services Staff
All positions in Elite that become vacant will be advertised with a Job Description in appropriate channels.
Applicants will be expected to apply and complete a staff information form.
Two references will be taken up as described earlier in this document
Short listed applicants will be invited to a face to face interview with Eve Leung (Managing Director) and comprehensive notes will be recorded. Eve Leung has regular and up to date Safer Recruitment training.
The successful applicant will be notified in writing and a contract of employment will be drawn up and signed.
On joining Elite the employee will undergo appropriate induction training which will include Safeguarding and Child Protection.


Recruitment of Elite Anglo Chinese Services Host Families

Elite is recruiting families who are committed to looking after and caring for our Students. Each Family will be inspected by our Designated Safeguarding Lead Gwyn Phillips or Julian Godwin and this will include a face to face interview and a comprehensive set of notes will be kept. Both Evelyn Phillips and Julian Godwin have regular and up to date Safer Recruitment Training.
Two references will be obtained before we sign a formal contract as Host Family and employ them.
Elite will verify the identity of the key Host Family member and all Host Family members over the age of sixteen will have a full DBS check.
Our key Host Family member will be trained in Safeguarding and Child Protection as part of their induction training
Elite will issue a Host Family Handbook to each Host Family. All Host Families will also receive an induction to re confirm all Elite’s procedures and guidelines .This will enable each Family to have any queries answered before they engage in looking after our students.

Questions and Concerns

Employees and Host Families will be able to contact Eve Leung or Evelyn Phillips in emergency situations and concerns 
On			 Eve@eliteacs.com
Tel UK		+ (44) 020 81442145
Mobile UK		+ (44) 07787 536030
 
Staff Professional Code of Conduct

Elite expect the highest standards of conduct from our Employees, Volunteers and Host Families.
This code of conduct must be read in conjunction with the guidance contained in the following policies which are available on our website:
Low Level Concerns
Whistleblowing
Allegations against staff/adults.


These are the guidelines which must be followed by all employees, volunteers and Host families:
· They must have integrity and act responsively
· They must be trustworthy
· They must be honest
· They must be accountable for their actions
· They should not have a criminal record. This will not necessarily stop you from working with Elite; this will depend on the nature of the offence.
· They should exercise professional judgement – this is applying your knowledge, skills, and experience, informed by professional standards, laws and ethical principals, to develop an opinion or decision about what should be done to best serve clients.
· They should use appropriate language when speaking to students, schools and parents.
· They must speak with care and consideration both internally and externally. At no point should staff use language that could be considered racist, sexist or homophobic, promote political views or radicalisation, be deemed as swearing, blasphemous or offensive
· They must treat every individual with respect and integrity
· When transporting students should ensure that the student always wears a seatbelt.
· If they receive a gift from a student or parents, will consider this as a wonderful gesture of thanks. Please ensure that any high value gifts are declared to Elite
· Elite will need to receive written confirmation that a student can be included in photos. This will be for marketing purposes only, such as good news stories and pupil achievements. Elite staff must not post photos of students on any social media networks or online in the public domain.
· They must maintain personal boundaries, avoid improper contact or relationships with students and respect our role as guardians, teachers and a person of trust
· They must maintain a professional approach if meeting students, parents, agents or staff at partner schools in a social context.
· They must respect students rights to privacy so for example should knock and announce themselves before entering a student’s bedroom
· They should not search students or their belongings without consent and authorisation from Elite except in emergency situations.
· They must work professionally with Clients and other personnel
· They must maintain confidentiality at all times and act discreetly
· They must not discriminate 
· They must perform their duties with objectivity and be impartial
· They must not disclose information given to them in confidence unless authorised by Eve Leung to do so.
· They must not act secretively, and must not prevent another person from  obtaining information to which that person is entitled to by law
· They must report incidents which are of concern to either the Designated Safeguarding Lead or Eve Leung the Managing Director
· They must register personal interests which will conflict with Elite’s requirements
· They must not take or use personal property unless permission has been granted
· They must create a caring, happy, a well-balanced and productive environment where each individual is able to be productive and feel at ease.


Positive Touch Policy

Elite Anglo Chinese Services have a ‘Touch Policy’ as we do not regard touch as negative, but rather ‘Positive Touch when used correctly.

The following guidelines will give you examples of situations where positive touch is appropriate:
· First Aid – for example Cleaning a wound or applying a plaster
· To praise a student by giving him a pat on the shoulder
· Reassurance when a student is in need of some reassurance for example if they are upset, worried or need guidance
· Giving a handshake as a welcome  or goodbye
· Responding appropriately to their initiated contact and cannot be misinterpreted as abuse.

Physical contact with pupils
There are occasions when it is entirely appropriate and proper for staff to have physical contact with pupils, but it is crucial that they only do so in ways appropriate to their professional role. Staff should, therefore, use their professional judgement at all times.
 
Staff should not have unnecessary physical contact with pupils and should be alert to the fact that minor forms of friendly physical contact can be misconstrued by pupils or onlookers.
 
A member of staff can never take the place of a parent in providing physical comfort and should be cautious of any demonstration of affection.
 
Physical contact should never be secretive, for of the gratification of the adult, or represent a misuse of authority. If a member of staff believes that an action could be misinterpreted, the incident and circumstances should be recorded as soon as possible, the Designated Safeguarding Lead informed and, a copy placed on the pupil's file.
Physical restraint
Any physical restraint is only permissible when a child is in imminent danger of inflicting an injury on himself/herself or on another, and then only as a last resort when all efforts to defuse the situation have failed. Another member of staff should, if possible, be present to act as a witness. All incidents of the use of physical restraint should be recorded in writing and reported immediately to DSL or Deputy DSL who will decide what to do next.

Under no circumstances must physical punishment ever be used.

One to one situation
[bookmark: _heading=h.gjdgxs]Staff working in one to one situations with children and young people are more vulnerable to allegations. Staff should recognise this possibility and plan and conduct such meetings accordingly. Every attempt should be made to ensure the safety and security needs of both staff and pupils are met.
 
Staff should:
· avoid meetings with pupils in remote or secluded areas;
· ensure there is visual access or an open door;
· inform other staff of the meeting beforehand, assessing the need to have them present or close by; and
· always report any concerns to the Head Office.
Staff are reminded that it is a criminal offence for a person aged 18 or over to have a sexual relationship with a child under 18 where that person is in a position of trust in respect of that child, even if the relationship is consensual.
 
All staff should be working in compliance with all Elite Policies.




I agree with the Safe Recruitment Policy and the Staff Code of Conduct Policy



Name


Signed



Date
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