[image: A close up of a logo

Description automatically generated]

Hampshire Achieves Professional Boundaries

As employees of the County Council the corporate policies and procedures provide clear guidance for all staff to adhere to for all aspects of their work. In addition, as local government employees we are expected to give the highest possible standards of service to the public, which for Hampshire Achieves is primarily to our, Apprentices, Adult Learners, Young People, SEND employability, Employers and Partner Providers.

To that endeavour staff within each area of the Service have previously considered what Professional Boundaries mean to them both personally and professionally, and how they should model these behaviours to their apprentices, adult learners, young people, and both internal colleagues and external partner providers. 

The following sub-headings were considered; Professional & Personal, Emotional, Relationships, Communication, Authority and/or Control and Physical, which has resulted in a clear set of Professional Boundary principles being developed. There are themes which overlap between the headings, these have intentionally been left in.

Professional
All staff will maintain and manage professional relationships consistently from first point of contact and throughout the learners[footnoteRef:2], providers, or stakeholders’ journey by: [2:  Learners = Adult Learners, Apprentices or Young People unless stipulated otherwise.] 


Communicating effectively (verbal & non-verbal); Not being overfamiliar, especially with learners and providers (Internal Depts. & Sub-contracted); be mindful who is around you e.g., other colleagues or learners; your volume; the content of the conversations: and confidentiality of all participants.
Always showing respect to both colleagues and learners; staff working as a team.
Being highly responsive and punctual; arrive at sessions in time to brief or be briefed on the day’s activities.
Dressing professionally and appropriately for the meeting/sessions scheduled in our calendars, both online and in person, wearing appropriate clothing for situation/area. see dressing for your diary
Managing information and data securely (keep learner information secure e.g., enrolment forms, paper-based portfolios; use learner initials, where appropriate; ensure consent forms are viewed), and adhere to set retention periods.
Following observation guidance and protocols; and following the protocols of partner providers e.g., when visiting for observations, contract meetings etc. 
Managing complaints sensitively and timely.
Being mindful of learners, providers and stakeholders’ safety and wellbeing, ensuring safeguarding procedures are followed if there are concerns. 
Setting the right example; model positive behaviour / enthusiasm / growth mindset.
Not using inappropriate language in front of or with learners e.g., swearing, slang, derogatory words, or names; and mindful of terminology - consider equality / diversity preferences – avoid stereotyping.
Not smoking or vaping in front of learners or invite learners for a smoke or vape break.


Personal
· Know your personal boundaries and be aware of and maintain personal space.
· Avoid personal conversations, where possible, and keep family and friends private. Do not share personal information.
· Avoid physical contact without a valid/authorised reason or context e.g. physically removing a learner from danger or providing first aid. 
Lone working, taking care when working 1:1 in person with a learner. This to include 1:1 invigilation, teaching, support and WEX placements. Staff to ensure that third party is aware of any lone working. 
Do not meet a learner alone outside of education environment without valid context, and without appropriate permission from senior management.

Staff should establish their own personal boundaries – these might include classroom rules such as no-one entering the class before a certain time to allow preparation, expected behaviours, personal space etc. Tutors must communicate these boundaries clearly, and ensure learners are aware of what is expected.
Emotional
· Avoid using subtle forms of control so that a learner develops an emotional dependency on you.
· Do not act as a personal friend or personal counsellor.
· Do not ask learners inappropriate personal questions (i.e. around trauma or personal situations). Remember to follow all safeguarding procedures.

Relationships
· Do not hug learners.  
· Do not hug or colleagues unless there is a specific circumstance, and the ‘hug’ is mutually agreed.
· Do not engage in intimate, romantic, or sexual relationship with learner; Do not engage in flirtatious behaviour with learner; Do not express romantic feelings towards a learner (verbally, written and/or via social media).
· Do not give learners a gift privately; small gifts to celebrate achievements is ok from both sides. 
· Do not take a learner for an unauthorised outing. End of programme celebrations outside the education establishment is ok with prior authorisation.
· Do not favour particular learners e.g. with extra tuition or resources, with no educational or valid purpose.
· Do not gain the trust of learner’s family and friends as a way of further integrating themselves in the learner’s life. 

Communication
Use your listening skills and ask questions. 
Do communicate with learners using age-appropriate language (verbal or written); but do not use inappropriate language e.g. swearing, slang, derogatory words, or names.
Do not use nicknames or other terms of endearment for learners or colleagues e.g. sweetheart, petal, dear. 
Use of humour – be careful; know your learners, be aware of the communications between them, be aware of ages/maturity levels.
Avoid voicing strong opinions e.g., politics or religion.
Do not use social media to interact with learners unless it is for educational purposes and always refer to the County Council’s Social Media policy; and ensure your social media account is private, do not invite learners or accept friend requests, do not give out your personal details
Do not offer personal advice instead signpost parents/learners to relevant manager or professional services. Following safeguarding procedures.
Be mindful when talking with a learner about personal matters. Sexually inappropriate matters should not be discussed unless disclosure and referral to safeguarding is then required. 
Do not vilify or humiliate learners and/or colleagues. 
Only engage in communication of personal nature with learners if they are noticeably upset and/or instigate the conversation. Act professionally and respond appropriately. Report any safeguarding concerns.
Do not breach the confidentiality of others, with a learner
Do not share private phone numbers or emails. 
Do not create social media groups with learners such as WhatsApp, Facebook, Instagram etc. 

Authority and / or control
Ensure we inform learners if we are feeding back on their attendance / progress to a third party (e.g. DWP, three-way reviews).
· Do not use staff authority to harm or threaten to harm a learner.
· Do not withhold information from a learner to manipulate them or to be alone with them.
· Do not reward or punish a learner based on an inappropriate relationship.
· Do not use a learner to gain personal benefit.

Physical boundaries
· Touching a learner without valid/authorised reason is not acceptable.
· Do not allow learners to make inappropriate contact such as moving too close.
· Make sure teaching rooms are appropriate and with viewing panels where possible. 

THINK Safeguarding, Prevent & British values. Share any concerns you may have with the appropriate member of staff.

One of the Teams felt that the following questions were particularly pertinent.
ASK YOURSELF 

· Would I change my behaviour with a learner if a colleague were present or made aware of it? 
· Would I judge my conduct negatively if I saw a colleague behaving in this way? 
· Would the public think my behaviour is inappropriate given my role as a professional? 

If you would answer ‘yes’ to any of the above, then there is a potential risk that professional boundaries may be crossed.


Internal Sources

The Officer’s Code of Conduct already requires us all to give the highest possible standards of service to the public and sets out the expectations for our employees regarding close personal relationships. To ensure that close personal relationships do not negatively impact upon performance, service delivery or the ability to manage effectively, it is important that we all understand the County Council’s expectations with regards to ‘close personal relationships at work.’ The Close Personal Relationships at Work Policy describes in practical terms the expectations for us all.
Some aspects of the HCC Dignity at Work Policy also apply to Personal Behaviours e.g., ‘to create a workplace where appropriate behaviours are promoted and supported’.

Dressing for your diary: Hampshire County Council has a diverse workforce, in a wide range of roles with differing requirements in terms of appropriate dress. See Guidelines on dress and personal appearance | Staff and managers (hants.gov.uk)

External Sources

Education Workforce Council (Wales) Good practice guide: Maintaining professional boundaries with learners and young people (ewc.wales) 

CDEDP Adult Education Service, accessed September 2022 Establishing & Maintaining Boundaries - A Guide for all Staff 

Chartered Management Institute (2020) Code of Conduct and Practice

The Seven Principles of Public Life

The Seven Principles of Public Life (also known as The Nolan Principles) apply to anyone who works as a public office-holder. This includes all those who are elected or appointed to public office, nationally and locally, and all people appointed to work in the Civil Service, local government, the police, courts and probation services, non-departmental public bodies (NDPBs), and in the health, education, social and care services. All public office-holders are both servants of the public and stewards of public resources. The principles also apply to all those in other sectors delivering public services.

1 Selflessness
Holders of public office should act solely in terms of the public interest.

2 Integrity
Holders of public office must avoid placing themselves under any obligation to people or organisations that might try inappropriately to influence them in their work. They should not act or take decisions in order to gain financial or other material benefits for themselves, their family, or their friends. They must declare and resolve any interests and relationships.

3 Objectivity
Holders of public office must act and take decisions impartially, fairly and on merit, using the best evidence and without discrimination or bias.

4 Accountability
Holders of public office are accountable to the public for their decisions and actions and must submit themselves to the scrutiny necessary to ensure this.

5 Openness
Holders of public office should act and take decisions in an open and transparent manner. Information should not be withheld from the public unless there are clear and lawful reasons for so doing.

6 Honesty
Holders of public office should be truthful.

7 Leadership
Holders of public office should exhibit these principles in their own behaviour and treat others with respect. They should actively promote and robustly support the principles and challenge poor behaviour wherever it occurs.
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