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Code of Conduct for Employees 

 

The purpose of the Code of Conduct for employees is to set out standards of behaviour 

expected from employees of Safer Communities Alliance CIC (SCA). All employees should 

read and comply with this Code of Conduct. 

All employees should maintain the highest standards of behaviour in the performance of 

their duties by: 

▪ Fulfilling their role as outlined in their contract of employment and job description 

to a satisfactory standard; 

▪ Performing their duties to the best of their ability in a safe, efficient and 

competent way; 

▪ Following the charity’s policies and procedures as well as any instructions and 

directions reasonably given to them; 

▪ Acting honestly, responsibly and with integrity; 

▪ Treating others with fairness, equality, dignity and respect;   

▪ Acting in a way that is in line with the purpose and values of the charity and that 

enhances the work of the charity; 

▪ Communicating respectfully and honestly at all times with colleagues and all 

persons who interact with SCA; 

▪ Observing safety procedures, including obligations concerning the safety, health 

and welfare of other people, in line with training provided to them; 

▪ Reporting any health and safety concerns even if it is not within their area of 

responsibility; 

 

 

 

 

 



▪ Raising concerns about possible wrongdoing in the workplace with Director- CEO/ 

in line with SCA’s whistleblowing policy; 

▪ Directing any questions regarding SCA’s policies, procedures, support or 

supervision to their line manager/supervisor; 

▪ Addressing any issues or difficulties about any aspect of their role or how they are 

managed in line with SCA’s grievance procedures; 

▪ Keeping confidential matters confidential; 

▪ Exercising caution and care with any documents, material or devices containing 

confidential information and, at the end of their employment with SCA, returning 

any such documents, material or devices in their possession; 

▪ Seeking authorisation before communicating externally on behalf of SCA; 

▪ Complying with SCA’s Information Technology Policy; 

▪ Declaring any interests that may conflict with their work or the work of the charity 

(e.g. other business interests or employment). If any doubt arises as to what 

constitutes a conflict of interest, employees may seek guidance from Director- 

CEO; 

▪ Undertaking relevant training to maintain and improve knowledge, skills and work 

practices; 

▪ Maintaining an appropriate standard of dress and personal hygiene; 

▪ Disclosing the fact that they have been charged with, or convicted of, a criminal 

offence by prosecuting authorities (or given the benefit of the Probation of 

Offenders Act 1907 as amended) to Director- CEO. This may have implications for 

their employment.1 For the avoidance of doubt, employees are not required to 

disclose the fact or details of ‘spent convictions’ under the Criminal Justice (Spent 

Convictions and Certain Disclosures) Act 2016 (as amended) to SCA. 

Employees are expected NOT to: 

 
1 In seeking information from employees about criminal convictions (or the fact that they have been charged 
with an offence or given the benefit of the Probation of Offenders Act 1907 (as amended)) charities should 
comply with data protection law and be aware of the limitations on the circumstances in which it is possible to 
process such information (e.g. see section 55 of the Data Protection Act 2018).  It is also important that 
charities have due regard to the provisions of the Criminal Justice (Spent Convictions and Certain Disclosures) 
Act 2016 (as amended). If a charity has any doubt about its rights and responsibilities in this regard, it should 
obtain legal advice.  
 



▪ Bring the CIC into disrepute (including through the use of email, social media and 

other internet sites, engaging with media etc.); 

▪ Engage in any activity which may cause physical or mental harm or distress to 

another person (such as verbal abuse, physical abuse, assault, bullying, or 

discrimination or harassment on the grounds of gender, civil status, family status, 

sexual orientation, religion, age, disability, race or membership of the Traveller 

community); 

▪ Be affected by alcohol, drugs, or medication which will affect their ability to carry 

out their duties and responsibilities during working hours; 

▪ Provide a false or misleading statement, declaration, document, record or claim in 

respect of SCA, its volunteers, employees or charity trustees; 

▪ Engage in any activity that may damage property; 

▪ Take unauthorised possession of property that does not belong to them; 

▪ Engage in illegal activity in the workplace; 

▪ Improperly disclose, during or after their employment with SCA, confidential 

information gained in the course of their work; 

▪ Seek or accept gifts, rewards, benefits or hospitality from a third party in the 

course of their work, which might reasonably be seen to compromise their 

integrity or personal judgement. (NOTE: Any gift other than a modest token of 

nominal value should be courteously but firmly declined, and should be reported 

to Director- CEO. Gifts or hospitality that are generally considered as common 

business or social courtesies are acceptable only as long as they are reasonable 

in type, frequency and value. If any doubt arises as to what constitutes a modest 

token, employees may seek guidance from Director- CEO. 

 

Where an employee is found to be in breach of the standards outlined in this Code of 

Conduct, this may result in disciplinary action up to and including dismissal in 

accordance with SCA’s disciplinary procedure. 

The board of charity trustees will review the Code of Conduct for employees at 3-year 

intervals or as appropriate. The CEO is responsible for ensuring that this policy is 

implemented effectively. All other staff and volunteers, including charity trustees, are 

expected to facilitate this process. 

 



When working with children: 

  

Everyone who comes into contact with children and their families has a role to play in 

safeguarding children. Therefore, it is important that ALL staff: 

 • Ensure that they listen to and reflect on the voice of the child at ALL times and take 

seriously any concerns raised to them by a child  

• Ensure that they report any concerns of harm to any child to the Designated 

Safeguarding Lead immediately.  

• Ensure that they record any information shared directly with them by a child or 

observed/witnessed with the Designated Safeguarding Lead immediately. 

 • This could include sharing information on behalf of the Designated Safeguarding Lead 

with other agencies  

• Ensure that they maintain an attitude of ‘it could happen here’ and report any concerns 

regarding the behaviour of an adult/staff member at an event directly to the 1st 

Safeguarding Lead or  to LADDO.  

• Ensure that they attend regular training/updates to support them in recognising the 

signs and symptoms of abuse, particularly in support of early identification of needs of 

children to prevent an escalation of risk to the child.  

• The welfare of the child is paramount  

• It is the responsibility of all adults to safeguard and promote the welfare of children 

and young people. This responsibility extends to a duty of care for those adults employed, 

commissioned or contracted to work with children and young people.  

• Staff who work with children are responsible for their own actions and behaviour and 

should avoid any conduct which would lead any reasonable person to question their 

motivation and intentions.  

• Staff should acknowledge that deliberately invented/malicious allegations are 

extremely rare and that all concerns should be reported and recorded. 



 • Staff should discuss and/or take advice promptly from their line manager if they acted 

in a way which may give rise to concern. 

 • Staff should apply the same professional standards regardless of culture, disability, 

gender, language, racial origin, religious belief and/or sexual orientation.  

• Staff should not consume or be under the influence of alcohol or substances, including 

prescribed medication which may affect their ability to care for children.  

• Staff should be aware that breaches of the law and other professional guidelines could 

result in disciplinary action being taken against them, criminal action and/or other 

proceedings including barring by Disclosure and Barring Service (DBS) from working in 

regulatory activity.  

• Staff should continually monitor and review their practice and ensure they are aware of 

and understand the settings policies and practice. For example, CP Policy, Peer on 

Peer/Child on Child Abuse Policy/practice, arrangements for management of allegations 

against staff, Staff Behaviour Policy, Whistleblowing Policy and the safeguarding 

partnership arrangements.  

• Staff should ensure that they follow and apply the same agreed standards of the staff 

behaviour policy when working remotely. 

Behaviour: 

All staff who work with Safer Communities Alliance CIC must set examples of behaviour 

and conduct which can be copied by pupils. 

• Staff must therefore not use inappropriate or offensive language at any time.  

All staff must, therefore, demonstrate the highest standards of conduct in order 

to encourage our pupils to do the same.  

• Power and position of trust (Under section 16 of the Sexual Offences Act ‘it is an 

offence for a person aged 18 or over (e.g. teacher, youth worker) 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 must also avoid putting themselves at risk of allegations of abusive or 

unprofessional conduct.  



This Code helps all staff to understand what behaviour is and is not acceptable.  

 

Safeguarding  

Staff have a duty to safeguard pupils from: 

 • physical abuse  

• sexual abuse  

• emotional abuse 

 • neglect  

• radicalisation ‘Duty to prevent’ (Counter Terrorism and Security Act, 2015) The duty to 

safeguard pupils includes the duty to report concerns about a pupil to a school’s 

Designated Person for Child Protection. The school’s DP will follow policy and procedures 

linked to safeguarding. 

 Staff must not demean or undermine children, their parents or carers, or colleagues.  

Staff must take the utmost care of children under their supervision with the aim of 

ensuring their safety and welfare. 

 Staff must not use their personal mobile phone as a camera in school. Any 

photograph/video must be taken using school equipment. Staff must only save images 

on SCA devices.  

Staff who are in contact with pupils can only use their mobile phones in school during 

their break times in the staff room or private area away from the children. 

 Outside of these times they should only be used at the discretion of the Headteacher.  

 

 

Children & Young People:  

Staff must comply with school policies and procedures that support the well-being and 

development of children.  



Staff must co-operate and collaborate with colleagues, schools and with external 

agencies where necessary to support the development of children.  

Staff must follow reasonable instructions that support the development of children. 

Staff must maintain the highest standards of honesty and integrity in their work. This 

includes the handling and claiming of money. 

 Conduct Outside Work 

 Staff must not engage in conduct outside work which could seriously damage the 

reputation and standing of the SCA or the employee’s own reputation or the reputation of 

other members of the SCA. In particular, criminal offences that involve violence or 

possession or use of illegal drugs or sexual misconduct are likely to be regarded as 

unacceptable and could lead to dismissal.  

Staff must exercise caution when using information technology and be aware of the risks 

to themselves and others. It is advised that staff are careful about accepting parents of 

children in SCA projects  as ‘friends’ on social networking sites.  

Staff must not engage in inappropriate use of social network sites which may bring 

themselves, SCA or wider community into disrepute. 

Confidentiality: 

 Where staff have access to confidential information about colleagues, pupils or their 

parents or carers, staff must not reveal such information except to those colleagues who 

have a professional role in relation to the individual. However, staff have an obligation to 

share with the activity leader or Designated Senior Person any information which gives 

rise to concern about the safety or welfare of a child. All staff are likely at some point to 

witness actions which need to be confidential. Such matters should only be discussed 

with the Activity Leader with the appropriate role and authority to deal with the situation 

and not discussed with other colleagues or outside of the activity, including with the 

pupil’s parent or carer. Staff must never promise a child that they will not act on 

information that they are told by the child.  

Disciplinary Action: 

All staff need to recognise that failure to meet these standards of behaviour and conduct 

may result in disciplinary action, including dismissal. 



 Advice and Guidance for Staff  

When we speak to others we will:  

• use a calm tone of voice at all times, to explain something to or instruct the children, so 

that they can follow our words without feeling threatened or uncomfortable.  

• speak respectfully to other adults at all times, even if we disagree with them.  

As professionals we will:  

• maintain confidentiality about anything that we see or hear in the workplace or in 

schools, so that colleagues, parents, children and outside agencies can trust us, and as 

a way of showing respect to our fellow professionals.  

• work as part of a team, contributing as well as learning from others and helping to build 

up a strong workforce.  

• work within the policies and practices set out by SCA, so that what we do is consistent.  

• treat everyone with respect.  

• behave in a positive way despite any challenging circumstances we may be facing both 

inside and outside of school, especially in front of children. 

 Dress code: 

 To dress comfortably and appropriately for the role, revealing clothes, such as short 

skirts or low cut tops, should be avoided. All employees should wear ID badges. SCA is 

committed to promote diversity and will therefore respect individual preference in terms 

of customs, culture, religion and tradition. 

 Whistle blowing policy: 

 


