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[bookmark: _Toc221530826][bookmark: _Toc241060382]Employee Code of Conduct
1. [bookmark: _Toc241060383]Statement 
1.1 We are committed to providing our employees with a safe, inclusive, and collaborative environment in which to thrive.  This Code highlights the key areas that will ensure we uphold the highest ethical, professional, and quality standards in our service, enabling us to achieve this.
1.2  [Insert your organisation's name] will respond proportionately to any breach of this Code. For employees, serious or repeated breaches may be addressed under the Disciplinary Policy and Procedure. For volunteers, contractors or others working on behalf of [Insert your organisation's name], appropriate action will be taken in line with relevant agreements or organisational processes.	Comment by Helen Roger: Please refer to the appropriate policy for your organisation
2. [bookmark: _Toc241060384]Purpose
2.1 The purpose of this Code of Conduct is to set out the standards of behaviour and professionalism expected of everyone working for or on behalf of [Insert your organisation's name]. 
2.2 It supports our organisational values and provides a framework for making ethical decisions, treating others with dignity and respect, and complying with relevant legislation and [Insert your organisation's name] policies and procedures.
2.3 This Code aims to:
· promote a safe, inclusive and collaborative working environment;
· protect colleagues, volunteers, members, service users and external stakeholders from harm, discrimination or unfair treatment;
· safeguard [Insert your organisation's name]’s reputation, resources, confidential information and property; and
· explain how concerns should be raised (“Speak Up”) and how breaches of this Code may be addressed, including through the relevant management or disciplinary processes.
3. [bookmark: _Toc241060385]Scope 
3.1 Our employee code of conduct applies to and should be followed by all employees, consultants, volunteers, interns, apprentices, and those working to provide services for or on our behalf. 
3.2 This does not cover trustees, they have their own code of conduct here.	Comment by Helen Roger: Please adapt as suitable for your organisation
4. [bookmark: _Toc241060386]Related Documents
4.1 This policy should be read alongside the following [Insert your organisation's name]  policies and relevant legislation:
· Employee Handbook	Comment by Helen Roger: Please refer to the appropriate policies for your organisation
· Equal Opportunities Policy
· Bullying & Harassment Policy
· Grievance Policy & Procedure
· Disciplinary Policy & Procedure
· Whistleblowing Policy
· Declaration of Interest Policy
· Fraud, Theft and Bribery Policy
· Data Protection and Retention Policy
· I.T. and Communications Policy
· Health and Safety Policy
· Wellbeing Policy
· Smoking, Drugs and Alcohol Policy
Legislation
· Employment Rights Act 1996
· Equality Act 2010
· Data Protection Act 2018 and UK GDPR
· Health and Safety at Work etc. Act 1974
· Bribery Act 2010
5. [bookmark: _Toc241060387]Responsibilities 
5.1 Doing the Right thing at [Insert your organisation's name] means:
· contributing to an ethical culture is expected and valued;
· carrying out our work in full compliance with all applicable legislation and regulations and following the highest standards in the voluntary sector;
· nurturing an environment that supports honest, fair and open communication;
· demonstrating respect for our members, colleagues, communities and one another;
· being accountable for your own and team's actions; and
· being willing to ‘Speak Up’ to correct or prevent improper activity or unethical behaviour.

5.2 How to ‘do the right thing’
· Put our organisation’s values, behaviours, policies and procedures into action;
· Know the legislation and regulations affecting your role and work and follow them;
· Take responsibility for ‘Speaking Up’ if you see a problem; and,
· Ask questions if you are unsure of the right thing to do.

5.3 If you’re not sure, ask:
· Would a colleague or stakeholder have good reason to have a problem with this?
· Am I uncomfortable taking part in this activity or knowing about it?
· Could the action affect our reputation?  How would it look if it was reported in the media or social media?
· Could it be illegal?
· Will the action be questionable in the future?
5.4 If the answer to any of these questions is yes, question it, and keep asking questions until you are satisfied.  If you’re still concerned, talk to your manager or follow the steps outlined in our Whistleblowing policy to report your concerns.

6. [bookmark: _Toc241060388]Values and Behaviour
6.1 Our behaviours are important as they describe ‘how’ we will deliver our work so that we all behave in a way consistent with our organisation’s purpose and values.  They help us provide a great experience for colleagues, volunteers, external stakeholders, and suppliers. 
6.2  Our behaviours framework sets clear expectations for bringing [Insert your organisation's name]’s values to life. We expect you to act consistently with the values by demonstrating the behaviours outlined in the framework.
7. [bookmark: _Toc241060389]Legal Compliance
7.1 You are expected to comply with all UK laws and legislation, including, but not limited to, GDPR, the Equality Act, the Education Act, Charity law, and environmental, health and safety regulations. 
7.2 We expect you to act ethically and responsibly when handling our organisation’s finances, providing services to clients, managing external partnerships, and managing and maintaining our reputation. 
7.3 If you are not sure of the laws and legislation that apply to your specific role and responsibilities, please speak with your Line Manager.
8. [bookmark: _Toc241060390]Respecting One Another
8.1 We are committed to being an inclusive organisation that cares about the well-being of our employees. 
8.2 We have an ethical and legal responsibility to celebrate and champion equality, diversity, and inclusion. 
8.3 Harassment, bullying, abuse, discrimination, victimisation, exploitation, or violence will not be tolerated.
9. [bookmark: _Toc241060391]Respecting Property
9.1 You should treat [Insert your organisation's name]’s property and information with respect and care.
9.2 You are expected to:
· ensure equipment belonging to [Insert your organisation's name] is used for the purposes it was meant;
· respect the finances and avoid unnecessary expenditure;
· respect information belonging to [Insert your organisation's name], including our intellectual property and information about the organisation and colleagues;
· handle all confidential and sensitive information with the greatest care, especially personal data relating to employees and volunteers;
· protect facilities and other material property (e.g. IT equipment, furniture, buildings and vehicles) from damage and vandalism, wherever possible.
10. [bookmark: _Toc241060392]Our Policies
10.1 We expect you to meet the standards outlined in our policies and procedures, contractual terms and conditions of employment, and the guidance provided in the Employee Handbook.
10.2 Any questions about our policies and processes should be directed to the [CEO, director, senior manager, or equivalent].

11. [bookmark: _Toc241060393]Anti- Corruption and Bribery
11.1 We expect you to act ethically.  We will not tolerate fraud, bribery and corruption (including money laundering and tax evasion) and will take action against those who commit or assist anyone in committing fraud.
11.2 We expect you to declare any gifts or hospitality and manage conflicts of interest according to our internal process.
11.3 For further information, please refer to the Fraud, Theft and Bribery Policy.	Comment by Helen Roger: Please refer to the appropriate policy for your organisation
12. [bookmark: _Toc241060394]Conflicts of Interest
12.1 We expect you to avoid any personal, financial or other interests that might hinder your capability or willingness to perform your role duties and manage others fairly and ethically.
12.2 Where conflicts of interest do arise, we expect you to tell us as soon as possible so that we can work together to minimise any risks to our employees, our members, and our organisation. 
12.3 For further information, please refer to the Declaration of Interest policy.	Comment by Helen Roger: Please refer to the appropriate policy for your organisation
13. [bookmark: _Toc241060395]Roles and Responsibilities
13.1 You are expected to fulfil the duties outlined within your role description with integrity and respect toward colleagues, members, external stakeholders and the general public.
13.2 Those with line-management responsibility must not abuse their authority. We expect managers to delegate duties to their team members, taking into account their strengths, experience, and workload. At the same time, team members are expected to follow their managers’ instructions and use their skills and talents to achieve high-quality work.
14. [bookmark: _heading=h.16aguivfo8ql][bookmark: _Toc241060396]Attendance
14.1 You are expected to maintain regular, punctual attendance as much as possible and to take responsibility for maintaining good attendance.  
14.2 Managers are expected to support those who need to be absent from work both during their absence and upon their return. 
14.3 Please refer to Leave and Absence Management Policies for further information. 	Comment by Helen Roger: Please refer to the appropriate policy for your organisation
15. [bookmark: _heading=h.9m66mydf42us][bookmark: _Toc241060397]Collaboration
15.1 You are expected to work in a friendly and collaborative way.  You should try not to disrupt the workplace or present unnecessary obstacles to your colleagues’ work.
16. [bookmark: _heading=h.9vv3gtph9pa][bookmark: _Toc241060398]Communication
16.1 You are expected to communicate openly with colleagues and management on work-related issues and any other issues that may impact your ability to carry out your duties effectively and safely.
[bookmark: _heading=h.qqkpxls6fdvb]
17. [bookmark: _Toc241060399]Personal Appearance	Comment by Helen Roger: Please adapt as suitable for your organisation
17.1 You should be mindful of your personal appearance and hygiene; you should appear ready for work.
17.2 We don’t have a dress code and want colleagues to be comfortable in their what they wear to work. We expect clothing to be in reasonable condition in terms of wear and tear and may raise issues of concern with individual items if deemed inappropriate. 
17.3 Hygiene is a sensitive topic for many people, and we hope that all colleagues can appreciate the need for consideration for colleagues in shared spaces. For example, wearing excessive amounts of perfume can be just as unpleasant to be around as the smell of feet. 
17.4 If you are unsure of what to wear to work, or a specific event, or are unsure if your personal hygiene is affecting others, please raise it with your line manager.  
18. [bookmark: _Toc241060400]Personal Searches	Comment by Helen Roger: Please adapt as suitable for your organisation
18.1 The organisation requires that you submit to a personal search and a search of all baggage, personal items, and your car when requested to do so, and when lawful.
18.2 Anyone caught in unauthorised possession of property belonging to the Organisation, another employee, or a third party will be suspended on pay and subject to further investigation, which may lead to serious disciplinary action, including dismissal. 
18.3 Please also refer to the Smoking, Drugs and Alcohol Policy for process regarding personal searches resulting in the discovery of other items. 	Comment by Helen Roger: Please refer to the appropriate policy for your organisation
19. [bookmark: bookmark=id.2w72y5w1c656][bookmark: _heading=h.6rycobl6hg6][bookmark: _Toc241060401]Protection of Inventions	Comment by Helen Roger: Please adapt as suitable for your organisation
19.1 Your duties may include reviewing [Insert your organisation's name]'s products, processes, or systems with a view to improving them through new and original inventions, implementing improvements by means of such inventions, and applying established techniques, designs, processes, and methods not previously used or used in that particular application by the Organisation.
19.2 Any invention (relevant to or capable of use in the business of the Organisation) made by you in the course of your employment, whether or not in the course of your regular duties, is, unless it is otherwise stated, the exclusive property of [Insert your organisation's name] and is automatically assigned by you to the Organisation.
19.3 [Insert your organisation's name] is not liable to account to you for any revenue or profit derived or resulting from any invention belonging to the Organisation, but this does not prejudice any of your rights under section 40 of the Patents Act 1977 or subsequent legislation.
20. [bookmark: bookmark=id.tdc1hk3idjhf][bookmark: _heading=h.dml6g0l3y1p3][bookmark: _Toc241060402]Ban on taking copies of documents	Comment by Helen Roger: Please adapt as suitable for your organisation
20.1 In the course of your employment, you will have access to confidential information, and in addition to the requirement that you must keep such information confidential, the Organisation also requires that:-
· You must not make copies of any such documents unless the copies are required in the course of your work.
· You must not take documents or copies of documents home with you unless you are specifically requested to do so by the Organisation.
· You must not refer to or discuss outside the staff team or Trustees of the Organisation any document or information belonging to or concerning any of the stakeholders of the Organisation.

21. [bookmark: bookmark=id.759fhr50ky99][bookmark: _heading=h.mfpggcoteb05][bookmark: _Toc241060403]Return of property
21.1 [bookmark: _heading=h.d0ye92abc1xd][bookmark: bookmark=id.u1wc98qrpx48]You must deliver all papers, documents, keys, credit cards, and all property belonging to [Insert your organisation's name] before the end of your employment.
22. [bookmark: _Toc241060404]Contact with Press/Media – and Publication of “[Insert your organisation's name]” Statements
22.1 You must not contact or communicate with any member of the press or media on behalf of [Insert your organisation's name] unless you have prior explicit permission from the [CEO, director, senior manager, or equivalent].
22.2 You are not permitted to publish any letters, articles, or otherwise purporting to represent the Organisation unless you have obtained prior explicit permission. Failure to comply with these provisions may amount to gross misconduct.
23. [bookmark: _heading=h.a5s54npmzj0a][bookmark: _Toc241060405]Duty to report misconduct
23.1 Due to the organisation's nature, you are expected to act with due diligence and utmost honesty at all times. Should any matters of concern come to your attention, you must report them immediately to your Manager.
23.2 The Organisation regards it as your duty to report any acts of misconduct, dishonesty, breach of any rules of the Organisation, or breach of any rules or policies of any of the Organisation's Stakeholders, either committed or discussed by any other employee or third party.
23.3 The Organisation will treat whatever you report with complete confidentiality as far as this is reasonably possible.
23.4 Please see the Whistleblowing policy for further information and how to report misconduct. 	Comment by Helen Roger: Please refer to the appropriate policy for your organisation
24. [bookmark: _Toc241060406]Monitoring, Review and Reporting
24.1 [Insert your organisation's name] will monitor and review this policy on an 18 month cycle, or sooner if required by changes in legislation or learning incidents that require earlier updates. 
24.2 Compliance with this Code will be monitored through day-to-day management, supervision, induction and ongoing training, and the handling of concerns, complaints, and disciplinary matters. Managers are responsible for promoting awareness of the Code and addressing conduct issues promptly and appropriately.
24.3 Records of complaints and concerns will be stored in a [Insert the name of the platform data will be stored in] and in line with Data Protection legislation and reviewed anonymously to identify trends and ensure the policy remains effective. 
24.4 This policy does not form part of any employee's contract of employment and may be amended at any time. The relevant staff member will notify you of any changes to this policy, and the most up-to-date version will always be on the intranet. 
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