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Employee Code of Conduct Policy

This Code of Conduct outlines the standards of behaviour expected from all employees of
the organisation. As an apprenticeship provider, we are responsible for safeguarding
learners, maintaining quality training, and upholding regulatory requirements (e.g., Ofsted,
Department for Education and awarding bodies). This policy promotes professionalism,
integrity, safety, and respect in all aspects of our work.

This policy applies to all employees.

Professional Behaviour and Conduct
Employees must:

e Act with professionalism, honesty, and integrity at all times.

e Treat learners, colleagues, employers, and stakeholders with respect, fairness, and
courtesy.

e Maintain appropriate professional boundaries with learners and employers.

e Avoid behaviour that may bring the organisation into disrepute.

e Follow all internal policies.

Safeguarding and Duty of Care
Employees must:

e Prioritise the safety and wellbeing of learners, especially those under 18 and
vulnerable adults.

e Report safeguarding concerns immediately in line with the Safeguarding Policy.

e Never engage in any behaviour that could be interpreted as grooming, harassment,
or abuse.

e Maintain appropriate physical, emotional, and digital boundaries at all times.

e Complete mandatory safeguarding and Prevent training annually.

Equality, Diversity, and Inclusion
Employees must:

e Treat all learners and colleagues equally regardless of age, gender, race, disability,
religion, sexual orientation, or background.

¢ Challenge discrimination, bullying, or harassment.

¢ Provide inclusive teaching, assessment, and support to meet individual learner
needs.

Policy — Break in Learning Oct 23
Reviewed by Kate Day

Reviewed on December 25

Next review date December 26



Teaching, Assessment, and Quality Standards

Employees must:

e Deliver training and assessment in line with apprenticeship standards, awarding

body requirements, and regulatory rules.

e Produce accurate and timely learner records, progress reviews, feedback, and

documentation.
e Ensure assessments are fair, valid, reliable, and free from malpractice.
o Protect the integrity of end point assessment processes.
o Participate in quality assurance activities, CPD, and standardisation.

Confidentiality and Data Protection
Employees must:
¢ Comply with GDPR and organisational data protection policies.

¢ Store and handle learner and employer data securely.
e Only access data necessary for their role.

e Never disclose confidential information without appropriate authorisation.

Use of Technology and Social Media
Employees must:
e Use organisational IT systems responsibly and lawfully.

e Contact learners only through approved communication channels.
e Never share personal social media accounts with learners.

¢ Avoid posting content that could harm the organisation’s reputation or breach

confidentiality.

Conflicts of Interest

Employees must:

¢ Declare any personal, financial, or business interests that could influence decision

making.
e Avoid accepting gifts or hospitality that may create improper influence.
¢ Not use their position for personal gain or the benefit of friends or family.
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Health and Safety
Employees must:
o Follow all health and safety policies and risk assessments.

¢ Report hazards, accidents, or unsafe practices promptly.
e Ensure safe teaching and assessment environments, including at employer sites.

Attendance, Punctuality, and Professional Appearance
Employees must:
e Maintain high standards of punctuality and attendance.
o Adhere to the organisation’s dress code, representing the organisation

professionally.
e Provide appropriate notice for absence and follow reporting procedures.

Behaviour with Employers and Stakeholders
Employees must:

e Represent the organisation positively in all interactions.
e Maintain professional standards when visiting employer premises.

e Ensure clear communication, transparency, and partnership working with employers.

Misconduct and Disciplinary Action
Breaches of this Code may result in disciplinary action including:

e Verbal or written warnings

e Suspension

e Termination of employment

e Reporting to relevant authorities (e.g., Department for Education, Ofsted, police)
when appropriate

Serious breaches such as safeguarding violations, fraud, discrimination or harassment may

result in immediate dismissal.
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