THE TUTORS
ASSOCIATION

Code of professional practice for organisational members

Subscription to the TTA Code of professional practice for organisational members is a requirement of
membership. According to the membership criteria set by the Association, a copy of this code must
be displayed at members’ primary place of business. Its articles are intended to be binding; breach

of any single article will be held as sufficient grounds forlodging of a complaint by any member, and
potentially for action by the Disciplinary committee (see Complaints procedure).

Organisational members:

1. Shall conducttheir business atall times in such a way as to bring credit to the tutoring
profession and to the Association.

2. Shall take no action that deliberately injuresthe business, reputation, orinterest of fellow
member organisations, other than activities accepted as normal competitive business
practice.

3. Shall, at all times, act honestly in their professional dealings with clients (actual and
potential), tutors and employees.

4. Shall provide theirtutors with an appropriate and fair contract in respect of the
assignment(s) they are about to undertake.

5. Shall ensure that theirtutors are suitably qualified forthe assighmentallocated to them.

6. Shall ensure that where the tutoris tutoring children that the tutor holds a current DBS
certificate.

7. Shall ensure thattheirtutors are paid on completion of the tutorial assighmentirrespective
of whetherthe client has paid the organisation, agency or company or not.

8. Shall ensure thatthere are properand appropriate feedback procedures between the client,
tutor and the organisation.

9. Shall protecttheirtutors from any client behaviour deemed unreasonable orsimply
malicious.

10. Shall not, knowingly or recklessly, disseminate any false or misleading information, eitheron
their behalf or on behalf of anyone else.

11. Shall keep upto date with developmentsin tutoring pedagogy and practice, curriculum and
qualifications in order that they might diligently supportthe professional practice of
tutoring.

12. Shall respect the confidentiality of all business information which comesinto their
possession, exceptfromthose persons entitled toreceive itand unlessit is illegal to do so.
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13. Shall promote and seek businessin a professionaland ethical manner, being careful to avoid
creating any unhealthy dependencies by suggesting aneed fortutoring where nosuch need
exists; accurately informing prospective clients as to the level of qualification and experience
of tutors assigned them, and their location; and giving them a clear understanding of the
workings of any assessmenttools used.

14. Shall notclaim the Association’s endorsementin connection with any activity unlessit has its
prior written approval to do so.

15. Shall have regard for, and comply with, all the relevantlaws of the country in which they are
operating.

16. Shall observe this Code as it may be expanded and annotated and published fromtime to
time and brought to their attentionin TTA communications by the Ethics Committee.

17. Shall be subjectto the complaints procedure and the authority of the Association’s
disciplinary committee.
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Code of ethics for tutors

Itis a requirement of membership forindividualtutors that they adhere to the TTA Code of ethics
for individual tutors.

Organisational members also have a responsibility to promote regard forthe ‘TTA Code of ethicsfor
tutors’ among the tutors with whom they work. According to the criteria set out above, this code (in
addition to the ‘TTA Code of professional practice for organisational members’ set out above) must
be displayed at organisational members’ primary place of business, and communicated to clients.
Organisational members are responsible for monitoring whether tutors with whom they work

honourthe code.

10.

11.

| understand that my role as a tutor is to encourage and enable pupils to achieve their
unique potentialas independentlearners through acknowledgement, encouragement,
understanding, and personalised attention, whetherin a one-to-oneorgroup tutoring
environment.

| will be careful to avoid creating any unhealthy dependencies by suggestinganeed for
tutoring where no such need exists; reporting in a mannerthat explicitly or implicitly
suggestsa need forfurtheron-goingtutoring; engagingin any practice that undermines the
independentlearning of pupils.

| will not engage inany form of plagiarism, such as completing pupils’ homework
assignments forthem.

| will demonstrate faith in my pupils’ learning ability and provide honest, positive and
constructive feedbackin a mannerthat will be beneficial to their overall learning.

| understand the need to be flexible in my approach to tutoring and commit to assist my
pupils in discovering effective learning strategies that will help them develop the skills they
needtoachieve the right educational outcomes.

| undertake to keep up-to-date with advancesin subject knowledge and pedagogy.
| undertake to comply with the Associations Child Protection Policy.

| am committed to identifying any particular challenges or difficulties my pupils might have
with their learning and to assisting them in overcomingthose barriers.

| will share with my client any concerns | have about any social, emotionaland behavioural
difficulties which my pupils are experiencing thatare beyond my competency toaddress.

| will referbackto my client in respect of any pupil | considerto have special educational
needsthatare beyond my professional experience or ability to resolve, in order that he/she
may take stepsto securing for them the right kind of specialist help.

Any referrals | make will come with full disclosure of any personal or material interest.
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12. lunderstand that my relationship to my pupils is professionaland not personaland that|
have a duty of care towards them.

13. | will keepinformation aboutthe pupil whom I am assigned confidential, unless doing so
would be to resultin injury or harm being done to them.

14. 1 will respect my pupils’ personaldignity at all times, avoiding, forexample, making remarks
about my pupils’ personalappearance or clothing.

15. I will show respectfor my pupils’ cultural background and values.
16. | will maintain accurate records of tutoring sessions as expected and required.

17. In situations where | am working for a tutoring company, | will respect the terms and
conditions of my contract, and in particular, will not seek to provide any educational services
for any of the company’s clients independently of the company.
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CHILD PROTECTION GUIDANCE

1. Introduction

Members of The Tutors’ Association (TTA) will ensure that their pupils are given tuition in a
congenial and safe environment. Each member has a moral and legal obligation to ensure that, when
givenresponsibility for young people, they are treated with the highest possible standard of care. A
child/young person is defined as a person under the age of 18 (The Children’s Act 1989 and 2004,
and the Children & Young Persons’ Act 2008).

2. Policy Statement
Members of the TTA are committed to ensuring that:

a) the welfare of the child is paramount;

b) all children, whatevertheirage, culture, ability, gender, language, racial origin, religious
belief and/orsexualidentity are able to receive the benefit of tutoringin a safe environment;

c) all reasonable steps are taken to protect children from harm, discrimination and
d) demeaningtreatmentandtorespecttheirrights, wishes and feelings;
e) all suspicions and allegations of poor practice or abuse will be taken seriously and responded

to swiftly and appropriately;

f) all members who work with children should seek guidance and/ortraining in good practice
and child protection procedures;they workin partnership with parents and children — which is
essential forthe protection of children.

g) they provide a caring, positive, safe and stimulating environmentin which students can learn
and which promotesthe wellbeing of the children being taught.

3. TTA ROLE

The TTA offers guidelines and will give advice on how to deal with a Child Protection incident or
concern, but members of TTA do not act as a DCPO or LADO. Any tutor working for an
agency/company who requires help and support on a Child Protection issue should in the first
instance report the incident to their agency/company, which in turn should refer the case to the
LADO or DCPO. A self- employed tutor who is not attached to any agency/company should always
referany Child Protection concerns directly to the LADO in their local council.

5|Page

© The Tutors’ Association 2017



THE TUTORS
ASSOCIATION

4, Monitor and review the policy and procedures

This policy shall be reviewed every 3years or wheneverthere isa majorchange in the organisation
or whenthereis relevant legislation. Each review should be dated.

5. SAFER RECRUITMENT POLICY - GUIDANCE FOR TUTORING COMPANIES

a) Tutoring companies which act as agents or employers of tutors should adhere to a
recruitment policy writtenin accordance with the Safer Recruitment guidelines as published by the
government, toensure thatall tutors are qualified and suitable as far as can be reasonably
ascertained.

b) Appropriate checks (enhanced DBS Disclosures) must be carried out or requested on all
potentialtutors and office staff, and references taken up and verified by all tutoring
companies/agencies, unless these organisations operate solely online as notice boards or online
directories. In this case, the website must make it clear that these checks are not done and that they
are the responsibility of parents/ guardians.

c) Wheninterviewed, tutors should be asked to account for any gaps in employment history.

d) It is advisable fortutoring companies to have their own bespoke Child Protection Policy and
shouldideally appoint a Child Protection Officer who would complete a “Leading on Child Protection
Course”in order to deal with disclosures/allegations. These can be completed online via
www.childprotectioncompany.com

6. TTA APPLICANTVETTING

The TTA registered tutors are required to have a DBS lessthan three years old. TTA offera service
whereby the tutorcan apply fora disclosure through Capita Recruitment Vetting Service. Initially,
the TTA cross reference ID and proof of address documents which accompany applications. Tutors
must ensure that all copies of these documents have been certified by the Post Office. The TTA then
submits the documents to Capita who complete the DBS application through the Disclosure &
Barring Service itself. Tutors can also apply for enhanced disclosures through many other
agency/companies.

7. SAFEGUARDING COMPLIANCE FOR COMPANIES

a) Tutors should provide Photo Id when interviewed. A photocopy should be takenand
retained and stored safely.

b) All information on tutors should be stored on a Single Central Record (SCR). This should
include address and contact details, Photo ID, DBS check, and details of references sought and sight
of degree certificates/other qualifications. The TTA currently holds up-to-date Data Protection
cover.

c) All tutors should hold an up-to-date Enhanced DBS Disclosure. A Disclosure is only valid for
three years, after which a tutorshould be re-checked, unless they have boughtinto the DBS Up-Date
scheme.

d) Dates of issue and numbers for DBS Disclosures should also be kepton the SCR.
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e) Tutors should read the TTA Child Protection Guidance document, and if workingfora
Tutoring company, sign up to and adhere to their policy.

f) Online Tutoring Companies should hold a Code of Conduct which should include a clause on
cyber-bullying.

g) All office staff who come into contact with children should be DBS checked.

h) If a parentis not able to be present, then there should always be anotheradult in the home
when a child is being tutored, forthe “protection” of the tutoras well as the child.

8. GUIDANCE FOR FREELANCE TUTORS WORKING DIRECTLY WITH PARENTS

a) Freelance tutors who find theirown clients and do not operate through agencies/companies
must apply for an enhanced Disclosure (DBS) through the TTA or an umbrella body, unless they
already have one through another organisation.

b) Itis illegal for a teacher/tutorto enterinto a sexualrelationship with a student, evenif the
studentis overthe age of consent (i.e. over 16). Tutors, like school teachers, are operatingin a
similar position of trust and thus must also abide by this law.

9. ALLEGATIONS

a) Allegations against a tutor who may have behavedina way that has or may have harmed a
child, or committed a criminal office eitheragainst or related to a child, or behaved towards a child
in a way that suggests he or she is unsuitable to work with children, should be reported immediately
to the LADO (Local Authority Designated Officer) or DCPO (Designated Child Protection Officer) in
the local authority where the incidentis alleged to have taken place.

b) Advice on how to deal with an allegation can be soughtfrom the LA Education Welfare
Service or Child Protection Unit.

10. CHILD PROTECTION INCIDENTS

10.1 A Child Protection incident usually includes some of the following scenarios but this list is
not intended to be a formal and all inclusive definition. A typical CP incidentis when:-

10.1.1 atutorreceivessome information abouta child or young person eitherfromthe child
directly or fromanothersource, which could potentially cause serious harm to the child,
either physically or psychologically.

10.1.2 atutor observesasituation (e.g. riskin a child’s environment which could potentially
cause serious physical or psychological harm).

10.1.3 acompany/agency and/or parentreceivesinformation about a tutor eitherfrom the
child directly or from anothersource, that could potentially cause serious harm to the
child, either physically or psychologically.
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11. RECORD A CHILD PROTECTION INCIDENT
11.1 All Child Protection incidents must be recorded. Itis essential to:
11.1.1 Speakindividually with all parties concerned
11.1.2 Write a record of all conversations

11.1.3 Write up all telephone conversations with a written report to send to LADO/ Child
Protection Unit (at the local authority where the incident took place) who will deal with
the allegation.

11.2 All allegations should be dealt with expeditiously, thoroughly, fairly and with common sense
and professionaljudgement. Anyinvestigation should be carried outas quickly as possible
and a decision reached asto whetherthe allegationis borne out or not supported.
Dependenton this the outcome of the investigation could have one of three outcomes: a)
unsubstantiated, b) substantiated in part or in whole but can be dealt with by disciplinary
procedures. C) substantiated and requiring formal referralin the first instance to the LADO
(Local Authority Designated Officer) or DCPO (Designated Child Protection Officer.)
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