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MAS Training Services 



Policy Document: Code of Conduct

Purpose 

This code of conduct is designed to give clear guidance on the standards of behaviour expected from employees and learners. In particular, employees must act as role models with learners as they are in a position likely to influence others.


Equality, Diversity and Inclusion

MAS Training Services promotes inclusivity and values diversity. It seeks to ensure that the work environment for employees is supportive and one where individual respect is shown to all. All employees (and learners), regardless of their age, (dis)ability, gender reassignment, marriage or civil partnership, pregnancy or maternity, race, ethnic background, culture, sexual orientation, religion or belief, sex, socio-economic status or any other factor will be treated equally, and supported and encouraged to perform to their full potential.


General obligations

Employees and learners must:

· Maintain high standards in their attendance and punctuality
· Never use inappropriate or offensive language
· Treat others with dignity and respect
· Show tolerance for the rights of others
· Not undermine fundamental British Values, including democracy, the rule of law, individual liberty and mutual respect, and tolerance of those with different faiths and beliefs
· Express personal beliefs in a way that will not overly influence pupils, and will not exploit the vulnerability or others
· Understand the statutory frameworks they must act within

Any allegation of inappropriate behaviour made against an employee/learner/other individual will be investigated and a record kept of it. Where the allegation is of a safeguarding or Protect nature it will be acted upon in accordance with the relevant policy.










Safeguarding

Employers have a duty to safeguard learners from harm, and to report any concerns they have, and this includes physical, emotional and sexual abuse, or neglect. In addition to this Code of Conduct, employees must familiarise themselves with the MAS Training Services Safeguarding Policy.


MAS Training Services Values

All employees must behave in accordance with company values:

· Raising the Bar – we deliver exceptional customer service
· FAST – we do what we say we’ll do, and on time
· Expert – we are competent professionals who excel in our roles
· Integrity and co-operation – we support and are respectful to others


Personal Development and well-being

Employees must comply with MAS Training Services policies and procedures that support the well-being and development of learners equally and without bias.


Honesty and Integrity

Employees should maintain high standards of honesty and integrity in their role, including when dealing with learners, handling money, claiming expenses and using property and facilities.

Employees must not accept bribes, and gifts must be declared to the MD (NB unless the value is below £25).

See also the MAS Training Services Conflicts of Interests policy.


Alcohol and Substance Misuse

Definitions: 

Alcohol misuse refers to a level of drinking which either persistently affects an employee’s work or affects it on a ‘one off’ or occasional basis; Substance misuse refers to the use of illegal drugs and their misuse, whether deliberate or unintentional, of prescribed drugs, and substances such as solvents.







Identifying the problem:

The workplace provides an opportunity to see the actual symptoms in the person who is at risk from excessive drinking and/or substance misuse. This includes not just the physical signs (bleary eyes, shaking hands, etc.), but also the other latent signs of drink or substance misuse related problems, e.g. lateness, absenteeism, inefficiency, poor working relationships and reduced performance level.


The following have been identified as inherent problems when dealing with alcohol abuse:

· Difficulty of early detection
· Stigma associated with alcohol abuse
· Powerful nature of the dependence
· Deep seated feelings of guilt, shame and hopelessness of the individual
· Lack of procedures for referral to treatment and help

The above factors often combine to encourage the individual to deny the existence of a problem and therefore to resist any support or treatment. 

Dealing with Incidents of Alcohol or Substance Misuse

Concerns should be reported to the MAS Training Services Managing Director, each case will need to be judged on an individual basis depending on the circumstances, including the balance between offering support and taking disciplinary action.

Consider a referral to the OHS and encourage the employee to seek further support, e.g. from their GP. Employees who have an alcohol or substance misuse problem are to be encouraged to seek help and treatment voluntarily. Many well-being schemes include access to confidential counselling and the employee should be actively encouraged to explore such support.

Employees who decline to seek treatment, or to accept referral for diagnosis and/or treatment, or who discontinue a course of treatment before its satisfactory completion, and who are observed under monitoring to continue to produce an unsatisfactory work performance, may become subject to proceedings under the MAS Training Services disciplinary procedure. 

The procedure set out above does not apply to employees who, following the misuse of alcohol and/or other substances, behave in an unacceptable manner contrary to the standards of safety and conduct. Such cases will fall within the scope of MAS Training Services normal disciplinary procedure.
The confidential nature of any employee’s records will be respected by those involved in the use of this policy.









Acceptable use of technology

Employees and learners must not use technology in work to view material that is illegal, inappropriate or likely to be deemed offensive. This includes, but is not limited to, sending obscene emails, gambling and viewing pornography or other inappropriate content.

Employees and learners should not use personal mobile phones and laptops/tablets for personal use, except in case of emergency.


Employee and learner relationships

Employees must observe proper boundaries with learners that are appropriate to their professional position. They will act in a fair and transparent way that would not lead anyone to reasonably assume they are not doing so.

Any sexual behaviour, whether homosexual or heterosexual, by an employee with or towards a young or vulnerable person is illegal. Young people are protected by the same laws as adults in relation to non-consensual sexual behaviour, they are additionally protected by specific legal provisions regardless of whether there is consent or not.

Employees should not give out their home address or personal phone numbers to young learners, and should not use their own vehicles to transport them without the express permission of a parent.

Refer also the MAS Training Services Safeguarding policy.


Confidentiality

In the course of their role, employees are often privy to sensitive and confidential information about learners, this information must not be:

· Disclosed to anyone without the relevant authority
· Used to humiliate, embarrass or blackmail others
· Used for a purpose other than that which it was collected and intended for


Links with other MAS Training Services policies

· Disciplinary
· Grievance
· Safeguarding
· Data Protection Policy
· Conflicts of Interests
· Protect and British Values
· Equal Opportunities and Inclusion
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