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 CODE OF CONDUCT FOR ALL STAFF AND VOLUNTEERS
Always remember that while you are caring for other people’s children and/or working with vulnerable adults, you are in a position of trust and your responsibilities to them and the organisation must be continually considered.  
Any behaviour below will usually be considered gross misconduct and would/could result in dismissal.   
Do Not:
· Use any kind of physical punishment or chastisement such as smacking or hitting
· Do not call a child or client names or bully or intimidate them
· Smoke or Vape on premises unless in a designated area agreed by management 
· Use work equipment for purposes other than work without consent of your line manager – including illegal or inappropriate IT usage
· Use non-prescribed drugs or be under the influence of alcohol or drugs
· Behave in a way that frightens or demeans any child/family member
· Use any racist, sexist, discriminatory, derogatory or offensive language

· Invite a child or family we are supporting to your home or arrange to see them outside the set activity times

· Engage in any sexual activity (this would include using sexualised language or messages) with a child you meet through your duties or start a personal relationship with them, this is a serious abuse of trust

· Engage in rough play/games, including what may be considered horseplay

· Let allegations a child or family member makes go unchallenged, unrecorded or not acted upon
· Discuss any confidential information about staff, young people, our families or the organisation outside JAMES

· Do anything that may have a detrimental impact on the organisation, staff or clients – such as sharing things on social media, 

· Carry out any illegal activities that may have an impact on your role or the reputation of JAMES 
· Rely upon good nature to protect you or believe “it could never happen to me”
· Give children or family members presents or personal items *

*(Exceptions to this could be a custom such as: buying children a small birthday token or leaving present, help to a family in need such as equipment to enable them to participate in an activity. Both types of gift should come from the organisation and from a professional capacity and be agreed with the named person for safeguarding children and the child’s parent/carer. Similarly do not accept gifts yourself other than small tokens for appropriate celebrations, which you should mention to the activity leader. This does not include providing for a family in need through your support/work with them)

Do:

· Exercise caution about being alone with a child. In situations where this is unavoidable, ensure another worker or volunteer knows what you are doing and where you are
· Ensure that any physical contact is open and initiated by the child’s/clients needs or agreed by the guardian, e.g. for a shoulder hug when upset or help with toileting (if a child has care needs stated on EHCP and if agreed with guardian)
· Talk explicitly to children and families about their right to be kept safe from harm in any context
· Listen to children/families and take every opportunity to raise their self esteem and improve their well being 
· Make referrals to appropriate specialist services when needed (this can be supported by your line manager)
· Work as a team with your co-workers/volunteers. Agree with them what behaviour you expect from children and be consistent in enforcing it – following JAMES behaviour policy 
· Remember if you have to speak to a child/client about their behaviour you are challenging ‘what they did’, not ‘who they are’

· Make sure you have read the organisations’ JAMES’ Child Protection/ safeguarding Procedures and that you feel confident that you know how to recognise when a child or family member may be suffering harm, how to handle any disclosures and how to report any concerns

· Seek advice and support from your colleagues and your designated safeguarding lead/officer
· Be clear with anyone disclosing any matter that could concern the safety and well-being of a child or vulnerable adult that you cannot guarantee to keep this information to yourself

· Seek opportunities for training to improve skills and knowledge 
· Where possible, encourage parents to take responsibility for their own children

· Make sure you are clear about JAMES’ Confidentiality Policy and the Working Together To Safeguard Children government document. 
· Report any concerns from young people, families or staff/volunteers to the DSO immediately.
· Refer to your contract in regards to sickness, leave, hours, etc and speak to your line manager as a matter of urgency if you have any concerns about your own or anyone else’s welfare.

JAMES prides itself on our supporting ethos and how we treat our colleagues is very important.  

You Must:

· Support your colleagues wherever possible
· Not disclose confidential information about your colleagues other than to your line manager to support their needs or reduce risk

· Disclose anything to your line manager that may put others at risk

· Not use inappropriate or derogatory language with your colleagues that may cause upset (this covers comments around protective factors such as age, religion, sexuality, identity, etc).  This includes comments to others about them and applies in and out of work.  
· Behave appropriately towards your colleagues, including no bullying, harassment, teasing, taunting or sexualised behaviour.   

· Treat your colleagues equally

· Support your colleagues mental wellbeing wherever possible 

· Not post inappropriate things on work social media/messaging groups
· Not make derogative comments about your colleagues out of work, including on social media.    
And lastly you must:

· Immediately report to your line manager or a Board member any new convictions, incidents or concerns that may impact on your work or be brought to our attention through LADO, social care or the police

· Discuss with your line manager (at the earliest opportunity) any mental health concerns when they arise, if they are likely to have an impact on work performance 
Sign to state you have read and understood the above and have had the opportunity to ask any questions if there is any uncertainties/queries.

Signed __________________________________

Print Name ______________________________

Dated ___________________________________

