
 
 

               

 

Staff Code of Conduct & Disciplinary Rules 

This section should be read in conjunction with the Organisation's Working 
Procedures and the Statement of Main Terms of Employment.​
It is every employee and/or contracted staff's duty to observe the following 
general rules and to behave in a reasonable manner towards fellow 
employees, students and other persons with whom an employee comes into 
contact when carrying out their duties. 

Where the Working Procedures and General Rules are not followed, 
employees will render themselves liable to disciplinary action as outlined in 
the Disciplinary and Dismissal Policy. 

 

GENERAL RULES 

1.​ Non-Smoking Policy​
Smoking is not permitted in the Organisation's premises. This includes 
the use of e-cigarettes and any form of vaping.​
 

2.​ Equal Opportunities & Discriminatory Behaviour​
Employees have an obligation to ensure that they conform to the 
requirements of the Equal Opportunities Statement. They must not act 
in a manner that could be considered unlawful, discriminatory, or 
harassing to others. This includes but is not limited to behaviour related 
to race, religion, gender, sexual orientation, disability, or age.​
 

3.​ Work Performance & Professionalism​
Employees are expected to achieve and maintain a good standard of 
work, show conscientiousness in all tasks, and demonstrate a 
reasonable level of effort and dedication to the job, adhering to the 
standards expected.​
 

4.​ Complaints and Grievances​
Employees must follow the Complaints Procedure when addressing 
complaints or grievances raised by service users, colleagues, 
members, or representatives of external bodies.​
 

5.​ Skill and Aptitude​
Employees must demonstrate the skills or aptitude required for the job, 
especially those claimed or implied at the time employment 
commenced. If skills or qualifications change, employees are expected 



to update their knowledge and competencies as required.​
 

6.​ Adherence to Reasonable Duties​
To ensure maximum efficiency, employees may be required to 
undertake reasonable duties outside of their specific role description as 
per organisational needs.​
 

7.​ Personal Hygiene and Appearance​
Personal hygiene and appearance must be maintained to a high 
standard to ensure professional representation of the Organisation.​
 

8.​ Use of Work Resources​
The telephone, internet, or postal services must not be used for private 
purposes without prior permission from management. All work 
materials, including equipment and intellectual property, must remain 
within the Organisation unless specifically authorised otherwise.​
 

9.​ Socialising on the Premises​
Socialising is not permitted during work hours or on the premises 
without prior authorisation from management.​
 

10.​Protection of Organisation Property​
Employees are not permitted to remove any materials, equipment, or 
assets from the Organisation without prior approval.​
 

11.​Work Integrity​
Employees are always expected to act wholeheartedly in the interests 
of the Organisation. Any conduct that is detrimental to the 
Organisation’s reputation, its relationships with clients, the general 
public, or damaging to the organisation’s image, will be considered a 
breach of these rules.​
 

12.​Virus Protection and Cybersecurity​
 Employees must observe all virus protection and cybersecurity 
measures as outlined in the Computer/Word Processing Procedure 
to prevent potential breaches.​
 

13.​Adherence to Working Procedures​
 Employees must follow all established Organisation procedures, 
including but not limited to safeguarding policies, health & safety 
procedures, and confidentiality agreements.​
 

14.​IT Equipment Security​
 All IT equipment (e.g., laptops, tablets) must be securely locked in the 
designated storage areas at the end of each working day.​
 

15.​Premises Security​
 The last person to leave the premises must ensure that the building is 
secure, including locking doors and activating the alarm system. If you 
need assistance or encounter a problem, contact reception. Key codes 
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must not be shared with any unauthorised person.​
 

16.​Safeguarding Awareness and Reporting​
 

●​ Employees must complete mandatory safeguarding training annually, 
including KCSIE (Keeping Children Safe in Education) updates and 
LADO (Local Authority Designated Officer) referral training.​
 

●​ Employees must be aware of and adhere to all safeguarding 
procedures, including when to report a concern and how to escalate 
safeguarding incidents appropriately.​
 

●​ Any safeguarding concern must be immediately reported to the 
Designated Safeguarding Lead (DSL) or Deputy DSL.​
 

17.​Disciplinary Action for Breaches​
 

●​ Employees who fail to adhere to these policies or engage in behaviour 
that compromises the safety, integrity, or reputation of the Organisation 
may face disciplinary actions.​
 

●​ Serious breaches, including those related to safeguarding, will result in 
immediate suspension from duties pending investigation.​
 

 

IMPORTANT NOTES 

●​ This list is not exhaustive and may be updated from time to time to 
align with the latest legislation, safeguarding practices, and 
organisational priorities.​
 

●​ All staff are required to read, understand, and sign an acknowledgment 
of this Code of Conduct upon induction and when any changes are 
made. 
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