Code of Conduct for Employees

ACCESS : CODE OF CONDUCT FOR EMPLOYEES

The manner in which members of staff carry out their duties is a key factor in the performance of any
organisation. Access has high standards supported by its extremely professional and well qualified staff. It
is important that all staff enhance Access’s good reputation and reflect its commitment to its learners and
employers. This Code of Conduct has been drawn up in order to facilitate this and to ensure fairness for
staff and learners

The conduct at work of all members of Access staff is governed by their Contracts of Employment and
Particulars of Employment; by Access Policies and Procedures and by legislation on such matters as Health
and Safety, Safeguarding (including the Prevent Duty) and Equality and Diversity

Access expects all staff to conduct themselves in a reasonable and responsible manner when undertaking
their duties and fulfilling their responsibilities, and to comply with lawful and reasonable instructions from
managers.

It is expected that staff will display integrity, honesty and impartiality at all times operating within the spirit of
Access’ core values:

o Added Value
« Clear focus on adding value to our customers
o Provide a Safe and Happy Environment
« Provide a safe and happy environment for individuals to work and train
o Honesty and Integrity
«  Work with honesty and integrity
o Fairness and Respect
o Treat people with fairness and respect
o Quality
o Maintain a commitment to Quality and Continuous Improvement
« Demand the Best
« Demand the best from each other and be committed to personal development and growth
o« Work as a Team
« Work as a team and share best practice
e Innovation
« Embrace and develop modern and innovative methods of delivery

UNACCEPTABLE CONDUCT

Certain types of conduct are unacceptable and could result in disciplinary action (which may include
dismissal) being taken. The following list is indicative of unacceptable conduct and is neither exhaustive nor
exclusive:

« Refusal to carry out a lawful and/or reasonable instruction from a line manager

« Disregard for the health and safety of oneself or other persons

« Dishonesty - including unauthorised removal of property, falsification of documentation

« Rudeness or abusive behaviour to colleagues, learners or Access clients

« Assault, threatening behaviour, harassment at work

o  Wilful damage to Access property

« Inappropriate use of Access’ computer facilities.

« Taking of drugs or alcohol before or during working hours to the extent that an individual cannot perform
their duties effectively

« Use of Access’ premises, property, equipment, information or processes for illicit or immoral practices or
personal financial gain or other benefit.
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POLICIES AND PROCEDURES

Access has in place a range of policies and procedures, which apply to staff. These are available on the
General Drive on the Access network. All staff should be aware of these policies and comply with their
terms.

APPEARANCE AND MANNER

Staff represent Access standing and professional status at all times, both in the training centre and at
external venues. Therefore, staff are expected to present a professional image ensuring that they are
appropriately dressed for the work they are undertaking and that their dress and general appearance is
smart and tidy. Dress that reflects different cultural backgrounds is welcomed.

LEARNERS

Conduct towards learners should be supportive and professional at all times. Staff are advised that, to avoid
placing themselves in a vulnerable position (and to avoid any possible allegations themselves), they should:

o Not give lifts to or from work/placements or the training centre
« Avoid any personal contact with learners outside of work (including via Social Media)
« Not divulge personal mobile numbers or e-mail addresses to learners

While some learners benefit from individualised support staff should, wherever possible, ensure they are in
view of other adults when working with learners.

INTEREST IN BUSINESS OTHER THAN THAT OF ACCESS TRAINING LIMITED

Staff should not be concerned or interested in any other business, trade or undertaking other than that of
Access, including secondary employment, without the written consent of the Managing Director. Where this
is agreed any additional activity/employment can only take place outside of normal working hours and should
in no way conflict with the company business or use any Access materials or resources.

SPEAKING UP

In most cases it is expected that concerns can be raised openly (where those involved know what the issue
is and who has raised it). This could be in team meetings or through general day to day discussion.
However, individuals may feel more comfortable in raising concerns confidentially and these concerns
should be raised with the individual’s line manager. This should ensure that any small problems are acted
on swiftly and do not develop into serious concerns.

The Managing Director encourages individuals to speak directly to him about any concerns, particularly
serious concerns such as when they see or hear anything which is illegal, inappropriate or potentially
damaging to the company (or its learners) in any way.
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