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Code of Conduct         
 

Please note, the Code of Conduct is not part of the formal terms and conditions of employment and 
we may review and amend the policy from time to time. 

_________________________________________________________________________________ 
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_________________________________________________________________________________ 
 
Introduction: 
This Code of Conduct sets out the expectations Children North East has of all those who work for it 
in a voluntary or paid capacity: trustees, employees, trainees, sessional workers, students and 
volunteers.  It is based on the values and expected behaviours of the whole organisation and 
everyone in it.  Our values are: 
 
Equality 
 We treat people with dignity and kindness 
 We embrace individuality 

 
Empowerment 
 We initiate, encourage and motivate 
 We give people a hand-up, not just a hand-out 

 
Building Relationships 
 We work together to make a difference 
 We are reliable, open and transparent 
 We listen 

 
Children North East is a professional organisation and therefore everyone who represents it is 
expected to behave professionally.  As an organisation we are dependent on individuals and 
organisations for its continuing financial viability.  Therefore we expect that all resources are used 
legally, economically and effectively. 
 
This Code of Conduct should be read in conjunction with the Equal Opportunities Policy, Data 
Protection Policy and the Staff Handbook; also written statements of terms and conditions of 
employment, Children North East’s policies and procedures, and other documents as appropriate. 
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_________________________________________________________________________________ 
Relationships With Service Users: 
Children North East does not permit members of staff, sessional workers, students or volunteers to 
have friendships with service users or to be ‘friends’ on social networking websites or other forms of 
online media, or to give personal contact details (e.g. personal phone number or email address) to 
service users.  Members of staff, sessional workers, students, and volunteers are strongly advised to 
manage social networking privacy settings to limit their online exposure. 
 
Contact with services users outside the working environment should be brought to the attention of 
your service manager to discuss how to manage the situation. 
 
Any form of sexual contact between members of staff, sessional workers, students, volunteers and 
service users is prohibited, would be considered gross misconduct and will result in disciplinary 
action. 
 
Members of staff, sessional workers, students and volunteers must not borrow money from service 
users, ask them to carry out paid or unpaid private work or services or gamble with them.  It is not 
permitted to make personal loans to service users, buy items from them or sell items to them. 
 
Members of staff, sessional workers, students and volunteers must not solicit gifts from service users.  
If gifts are offered they may be accepted for the benefit of Children North East.  In such circumstances 
the line manager must be informed who will log the gift.  Service users should be informed of what 
will happen to gifts. 
_________________________________________________________________________________ 
 
Relationships with Colleagues 
Children North East encourages the development of positive working relationships between 
employees and recognises that in the process friendships can develop at work. 
 
Members of staff, sessional workers, students and volunteers should remember that entering into 
transactions/financial arrangements/loan of property with colleagues will have an impact on working 
relationships and should be avoided.  Members of staff, sessional workers, students and volunteers 
must not be put under pressure to enter into such arrangements by more senior members of staff. 
 
If an intimate relationship develops between members of the same team it must be brought to the 
attention of the line manager who will assess the impact of the relationship on the ability of the team 
to provide a good quality service.  Children North East reserves the right to separate employees 
during work to ensure the quality of service delivery. 
 
Members of staff, sessional workers, students and volunteers are expected to maintain professional 
boundaries to relationships with other volunteers.  However if a close relationship develops this must 
be reported to the project manager. 
 
Where members of staff, sessional workers, students or volunteers wish to involve family members 
in any aspect of their work it must first be discussed with the line manager. 
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Members of staff, sessional workers, volunteers and students must not criticise each other to others 
or undermine each other in any way. Any concern about a colleague’s behaviour should be brought 
to the attention of a manager. 
_________________________________________________________________________________ 
 
Physical Intervention and Violence: 
 
Any kind of physical punishment or violence against a service user or a colleague is prohibited, would 
be considered gross misconduct and will result in disciplinary action. 
 
Where physical intervention is essential to keep children from harm, or for employees and volunteers 
to protect themselves, reasonable restraint may be necessary.  These occasions will be rare and are 
only permitted when there is immediate danger of harm or threat of serious damage to property.  
Any physical intervention or restraint must be reported to the line manager immediately after the 
event and be recorded. 
_________________________________________________________________________________ 
 
Alcohol, Substance Misuse and Smoking: 
Smoking or vaping is not permitted on Children North East premises. 
 
Consumption of alcohol is not permitted during normal working hours. 
 
Members of staff, sessional workers, volunteers and students must not be under the influence of 
alcohol, illegal drugs or other substances during working hours.  Incapacity for work through the 
misuse of drink, drugs or other substances is a disciplinary matter.  Where staff are prescribed 
medication that may affect their mood they should bring this to the attention of their line manager 
immediately. 
 
Children North East will support members of staff, sessional workers, students and volunteers who 
are seeking support/treatment for alcohol or substance misuse but our prime consideration will be 
the welfare of the people who use our services.  Where appropriate a referral may be made to an 
Occupational Health Service.  Members of staff may seek confidential advice from the HR team or 
Westfield Health. 
 
The provision of alcohol at Children North East events should be discussed with, and approved by, 
the line manager. 
_________________________________________________________________________________ 
 
Punctuality and Reliability: 
Members of staff, sessional workers, students and volunteers are expected to arrive for work and 
appointments with service users on time and reliably. 
 
Unavoidable delay in travelling to work should be reported to your line manager as soon as possible 
 
Repeated lateness or unreliability will be dealt with as a disciplinary matter. 
_________________________________________________________________________________ 
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External Relationships 
The work of Children North East depends on support from the public and a wide range of funders, 
commissioners, donors and supporters.  The reputation of the organisation is vital to these 
relationships.  Everyone connected with the charity must behave in accordance with the values of 
the charity at all times. 
 
Everyone connected with Children North East is expected to support the mission and aims of the 
charity. It is not acceptable for trustees, members of staff, sessional workers, students and volunteers 
to publish comments online which undermine the credibility of the organisation. 
 
Members of staff, sessional workers, students, volunteers or trustees may not use their connection 
with Children North East to promote or support any other organisation, cause or activity unless it is 
consistent with the work and policies of Children North East.  Anyone considering any such activity 
must discuss it with their line manager in advance. 
 
In order to advance the cause of Children North East, the charity works extensively with a wide range 
of organisations and individuals. These relationships will always be conducted in a spirit of openness 
and partnership to benefit children, young people and families. 
 
Members of staff, sessional workers, students and volunteers must not become involved in any 
activities outside work which put children or young people at risk. 
 
If a member of staff or sessional worker, commits an offence they must inform their line manager. 
The nature of the offence, the implications for the organisation and the attitude of the person 
concerned will determine the response. 
 
If a volunteer or student commits an offence they must inform their line manager who will then 
inform a member of the Senior Management Team. The nature of the offence, the implications for 
the organisation and the attitude of the person concerned will determine the response. 
_________________________________________________________________________________ 
 
Financial 
As a recipient of large amounts of public funds and private donations, Children North East has a duty 
to use its financial resources prudently and within charity regulations. 
 
All financial transactions must be properly authorised and recorded.  Unnecessary expenditure must 
be avoided. 
 
All income in cash should be recorded at the project at which it is received and passed promptly to 
Head Office. 
 
Advances on salary or expenses are not permitted.  In no circumstances may staff borrow money 
from petty cash or cash received by the organisation. 
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Where members of staff, sessional workers, students and volunteers are requested to undertake 
work, speaking engagements or provide training as a result of that person’s connection with Children 
North East, permission must be obtained from the Chief Executive in advance.  All fees, expenses, 
payments and gifts received for such activities undertaken during working time are the property of 
Children North East. 
 
There may be circumstances in which it may be relevant for Children North East to contract work 
from relatives or friends of members of staff, sessional workers, students and volunteers.  In such 
cases no preferential treatment should be expected.  The decision whether to use such a person 
should be made by the relevant manager based on the type of work required and quotes obtained 
from other people. 
 
Anyone who has a financial or business interest in any organisation or individual with whom Children 
North East is carrying out a transaction should declare that interest. 
_________________________________________________________________________________ 
 
If you have any questions about this document then please either raise this with your line manager, 
the HR department or the CEO. 


