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University of Kent Student Ambassador Scheme
Expectation of Behaviour

As a representative of the University of Kent, Student Ambassadors are expected to adhere to an ‘Expectation
of Behaviour’. Ambassadors are expected to comply with these for the period of your contract.

I Expected behaviour
All Ambassadors are expected to:

l. Act in a professional manner at all times.
Il Engage with participants at all times, unless otherwise instructed by supervising members of
staff.
Il Display enthusiasm for events and activities, and for the University experience as a whole.

V. Represent the University of Kent in a positive light.

V. Show respect for other Higher Education institutions. It is not acceptable to belittle other
institutions.

VI. Use safe and inclusive language at all times. Offensive or inappropriate language, including
swearing, is not permitted.

VII. Undertake suitable preparation for events, particularly regarding presentations and mentoring
programmes.

VIII. Refrain from smoking or drinking alcohol. Ambassadors are not permitted to participate in any
Ambassadorial activities under the influence of alcohol.
IX. Refrain from using their mobile phone for anything other than ambassadorial related purposes
during an event.
X. Seek clarity on issues or questions from participants to which they are unclear of the answer.

XI. Consider and limit where possible any adverse health and safety implications of all activities, as
outlined in the ambassador training.

XIl. Use IT equipment and systems appropriately if undertaking work in the office, in accordance
with the University Regulations for the Use of Information Technology (IT) Facilities and the
Ambassador HEAT User Agreement (where applicable).

XIII. Inform the administrator in the employing department if they wish to withdraw or resign from
Ambassador work, stating which areas of the Scheme they wish to resign from and any
outstanding work they will consequently be unable to undertake.

2. Internal and External Relationships
Ambassadors are expected to:

l. Follow appropriate instruction from University of Kent staff.

Il. Respect the authority of school, college and community group staff, and follow instruction
where relevant.

M. Maintain professional communication, and adhere to all expectations of behaviour, with all
members of internal and external staff.

V. Adhere to rules and guidelines prescribed by external institutions where relevant.

V. Inform supervising University staff as soon as possible of any significant issues or incidents which
arise during ambassador activities.
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3. Punctuality and attendance
Ambassadors are expected to:

l. Arrive at least ten minutes before the start time of an event. Any delay must be communicated
via a telephone call as soon as possible. Unacceptable reasons include, but are not limited to,
oversleeping, bad timekeeping and missed public transport. Reasons will need to be discussed
and appropriate action taken.

1. Attend any placement for which they have been confirmed.

[l. Contact the office at the first possible convenience via phone should they be unable to attend
due to sickness. Notification via e-mail or text message is not acceptable.

V. Phone supervising staff if they are forced to cancel a placement within 5 working days of the
start of the event. Notification via e-mail or text message is not acceptable at this stage. The
reason for cancellation will be taken into account when deciding upon further action.
Ambassadors are permitted to cancel placements for any reasons prior to the 5 working day
notice period. Notification can be made via phone or e-mail.

4. Dress standards
Ambassadors are expected to:

I Ensure they are dressed in a manner appropriate to the activities they are undertaking.
Il. Maintain a good standard of hygiene for the workplace
Il Wear any identifying uniform that is provided to them by the employing department as
appropriate (ie ambassador t-shirts, bibs, lanyards etc) and, where necessary, ensure they are
returned to the department in a reasonable condition, taking into account fair wear and tear

5. Child Protection
l. Ambassadors are required to adhere to child protection legislation and other requirements as
outlined in the PDO Safeguarding Training, including the PDO Safeguarding policy and
procedures. In particular, ambassadors should not share details over social media (e.g. Facebook
and Twitter) with participants in University outreach and recruitment activities.

6. Timesheets (for paid Ambassadorial Activities only)

l. Any claim on a timesheet must correspond to the actual hours worked. Late arrival or early
departure must be represented on the claim.

Partnership Development Office
Last Updated: 21 August 2018 Page 2 of 3



University of

Kent

7. Collecting & Protecting Personal Data

Whilst working on activities, ambassadors may be responsible for personal data of the participants.
Ambassadors must abide by the University’s Data Protection Code of Practice at all times (full document
available on the information compliance website: https://www.kent.ac.uk/infocompliance/dp/staff-

info/staff-info.html ). All Ambassadors are expected to:

VL.

VII.

VIIL.

Ensure personal data of participants is kept secure at all times and not disclosed (or put at risk of
disclosure) to unauthorised parties

Understand the reasons why the University is required to obtain the data listed within any form
requesting personal data, and be able to articulate this in an age appropriate way to a variety of
audiences

Collect outreach participants’ data at every event/activity/talk when requested to do so by a
member of staff. Blank register templates, questionnaires or a tablet should be collected from
the relevant department prior to the activity taking place where a member of staff will not be
present. The Ambassador collecting the register templates/questionnaires/tablet, either by
email or in person, will have this signed out to them by a member of staff. Responsibility for
returning the register to the relevant department remains with the Ambassador who has had
the register template/questionnaire/tablet signed out to them; failure to do so may result in
disciplinary action being taken, as outlined in 7.VIII

Explain to participants why the University is collecting their personal data and what will happen
to this data (using the information provided on the back of all register templates or other
forms). Ambassadors should explain this on every occasion before requesting the completion of
documents requiring personal information and ensure that students are aware that they do not
need to provide their personal data if they would not like to do so

When collecting personal data in a table format, ensure they provide a blank document to
students who do not wish for their personal data to be visible to other students within the
session, and allow the option for this to happen

Return any document containing personal data to the relevant department within one working
day following the event. Where this is not possible, Ambassadors should inform the relevant
staff member prior to the event when they will be able to return the register by, and written
permission of this should be obtained and stored (copying in pdodataprotection@kent.ac.uk)
Remain responsible for storing students’ personal data securely (locked away, not kept in a
vehicle, hidden from others) until it is returned to the relevant department

Inform the relevant department immediately if any document containing personal data is lost by
emailing pdodataprotection@kent.ac.uk. This will be considered a breach in data protection
and as such staff will be forced to inform the Data Protection Team within the University. Due to
the serious nature of a data protection breach, losing students’ personal data could result in
disciplinary action.
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