MIND IN EALING AND HOUNSLOW 

STAFF CODE OF CONDUCT

1. Policy

This Code of Conduct sets out the expectations placed on all staff employed by Mind in Ealing and Hounslow.  The Code of Conduct should be read in conjunction with the Policies and Procedures of the Organisation and staff’s Contract of Employment and employment letter.

Mind in Ealing and Hounslow takes very seriously the responsibilities of its staff to promote and adhere to professional behaviour and practice at all times and failure to follow the Code of Conduct whilst in the Organisation’s employment will lead to disciplinary action.

2. Work with Service Users

Staff are expected to recognise the implicit power that all those who work within the organisation can have over service users.  Staff are expected to treat service users with dignity and respect and to follow the policies, procedures and guidelines designed to ensure that service delivery is at all times highly professional.

The organisation will not tolerate verbal or physical abuse of service users nor will it tolerate putting service users at risk.  Such actions will be considered gross misconduct.

3. Confidentiality

All information appertaining to current or ex service users obtained by any individual working for the organisation is confidential to the organisation.  Such information must not be disclosed to any outside authority or person without the consent, if appropriate, of the service user concerned or their advocate other than in the most exceptional circumstances and then only with the agreement of the Chief Executive or a Manager to whom this agreement has been delegated.  Permission from the purchasers or the originator of the confidential information is likely to be sought.

There may be cases when staff obtain information about a service user through their work with other organisations.  When this information is relevant to work with the service user, information should be shared with the agreement of the other organisations concerned and in accordance with their own procedures and confidentiality.  Similarly information obtained about a service user by an employee of Mind in Ealing and Hounslow must only be shared with other agencies in accordance with Mind in Ealing and Hounslow’s procedures for exchange of such information.  For further information see the Confidentiality Policy and Procedure and the Organisation’s Policy and Procedure on Access to Service User files.

Unauthorised disclosure of confidential information will be considered gross misconduct.

4. Record Keeping

Staff are expected to keep accurate and up to date records of their work as outlined in their job description and depending on the work delegated to them.  Procedures for the keeping of records are outlined in a number of the Organisation’s Policies and Procedures.

5. Approach to Work

The organisation will aim to provide clarity of role, training, professional supervision and a yearly appraisal and guidance and assistance in developing skills. Staff are expected to demonstrate a flexible approach to work and to help to develop a team spirit.  The organisation expects its employees to work towards achieving their best performance in delivering the service in whichever role they hold.

6. Responsibility for the Service

The organisation expects that all staff will develop and hold a corporate responsibility for the service provided by the organisation.  If staff become aware of deficiencies in our service then that member of staff should raise the subject directly with their supervisor or with their Line Manager. The organisation expects supervisors and Line Managers to respect confidential issues where appropriate and to take constructive action to rectify any deficiencies.

The Public Interest Disclosure Act came into force in 1999.  The affects how employers treat complaints of malpractice from employees and how they should safeguard confidential information.  Essentially employees will be protected from detrimental treatment when they disclose information reasonably believing there is wrongdoing.

Any knowledge of gross misconduct by another member of staff must be reported immediately.  The organisation has a whistle blowing policy which can be read and which can be used as guidance.

7. Relationships between Staff and Service Users

Any form of sexual or intimate relationship between service users and those who work for the organisation is completely unacceptable and will be considered gross misconduct.  

No-one who works for the organisation may borrow money from service users or gamble with them for money.  No-one who works for the organisation may ask service users to carry out either paid or unpaid private work or any other service for them.  No member of staff may enter into a business arrangement with the service user or sell a service or goods to a service user.  If, in very exceptional circumstances, the possibility of selling a service or goods should arise permission would have to be obtained from the Board of Trustees.
Stealing from a service user will be considered gross misconduct and suspicion of this will lead to the police being informed.

No member of staff may personally keep money or valuables on behalf of a service user.  Such a request must be referred to the Line Manager who will find a way of dealing with such a request.
8. Violence, Alcohol and Drugs

Any kind of violence against a service user is unacceptable.  Reasonable restraint may however be necessary in exceptional circumstances and information on this is contained in the organisation’s Policies and Procedures and in training and professional supervision.

No member of staff should use unacceptable language such as swearing in front of, or directed at, either service users or colleagues.

No-one may carry out their duties for the organisation if they are under the influence of alcohol, drugs or other substances.  If a staff member is suspected to be under the influence of alcohol or drugs when coming to work they may be suspended from work until an investigation is carried out.  This may result in a finding of gross misconduct.

Staff must be aware that the police will be informed if illicit drugs are found in any of the organisation’s premises and it is suspected that these drugs are the property of a member of staff.
9. Self Awareness

Staff should be aware of the vulnerability of the people for whom they are working and remain conscious of their own behaviour at all times, for instance:

Touch – service users are often distressed and may need a comforting touch.  The organisation does not discourage touch but expects that in carrying out this whole difficult area staff are aware of what physical contact may mean to the service user and are expected to explore this whole area in professional supervision and by attending courses and training provided by the organisation

Dress Code – staff should be aware that when working with service users they project an image by their choice of dress.  The organisation has a dress code policy which should be read and followed.

Sharing Personal Information – staff should be aware that any information they offer to service users and their families about their personal life may result in service users feeling that they are particularly familiar with the staff member. The relationship therefore could change to one which is inappropriate.  For this reason staff should not in all normal circumstances divulge personal or private information to service users or their families.  For the same reason staff should not deliberately divulge their home address to service users and certainly should not invite them to their home for social occasions.  This action would place both the staff member and the service user in an extremely vulnerable position and must not happen.

10. Giving and Receiving Gifts

Giving and receiving gifts can be a sensitive area.  Staff should be open and honest in explaining that as part of the Code of Conduct they are not allowed to give gifts or receive gifts from service users or their relatives.  If a staff member is given a gift from a service user or carer unexpectedly or from someone who may be unaware of the policy then it should be explained clearly to the person proffering the gift that it will for instance need to be displayed within a unit or in some way shared with others or in the last analysis returned to the giver.  If staff are uncertain about how to handle a situation they must speak to their supervisor or Line Manager.  A gift and gratuities policy is available in the Policies and Procedures Manual.

11. Staff Using Their Own Time for Activities with Service Users

Staff should not spend their private time with service users.  To do this would give mixed messages as to whether a staff member is a professional worker or a friend.  The service user should feel supported and respected by staff but friendship would be one of mutual support where both parties gain equally from the relationship and friendship would be inappropriate between the organisation’s staff and service users as it could lead to unrealistic expectations.

Any time which staff spend with service users as a group or as individuals must be classified as work time therefore parties and evening events attended by staff must have the prior permission of their supervisor or Line Manager.
12. Relationships with Colleagues

The organisation recognises the demanding nature of the work and believes that good professional relationships between colleagues is essential to the overall success of the organisation.

(a)
Confidentiality

Personal information about individuals working for the organisation and also about those who apply for work should remain confidential to those with a clearly established ‘need to know’.

(b)
Support and Relationships

Team members and colleagues should not take any action that undermines one another.  Colleagues should not be critical of one another either within or outside the organisation except in appropriate situations such as team meetings or where the criticism can be safely and helpfully managed.

Verbal or physical abuse of colleagues will be considered gross misconduct.

Staff must not place colleagues at risk.

(c)
Disputes and Grievances

Where disputes and grievances between those working for the organisation arise those initially involved should attempt to resolve this informally.  There is a Grievance Procedure which can be followed if necessary and staff should always seek the advice and guidance of their supervisor.

13. Punctuality and Safety at Work
It is clearly important for all those working for the organisation to be reliable and punctual and individual staff members are expected to be responsible for managing their time effectively.  Staff who arrive early at work must always report that they have done this so that their Manager will know that they are in the building should there be any injury/accident, similarly staff who chose to stay later than their scheduled time of departure must also do so with the permission of the Manager for the same reason as outlined above.

14. Mind in Ealing and Hounslow’s Public Profile

Staff must recognise that the organisation provides a service in an extremely sensitive field and may receive scrutiny from official bodies or the media therefore any conduct that damages the organisation’s reputation will be taken seriously and could result in Disciplinary Action.

15. External Activities

All staff who work for the organisation are expected to be committed to its aims and objectives. Those staff who attend any external activity in their capacity as staff member are expected to promote the work and policies of Mind in Ealing and Hounslow.
No-one may use their capacity as a staff member of Mind in Ealing and Hounslow  or Mind in Ealing and Hounslow’s name to support or promote any other organisation, cause or activity, unless in very exceptional circumstances when the Chief Executive has specifically sanctioned it.

16. Policies and Religion

The organisation is non party political and non denominational.  Those who work for the organisation therefore should not attempt to promote their political or religious views whilst involved in working with service users or other members of staff.

Political campaigns cannot be carried out in Mind in Ealing and Hounslow’s name.  Campaigns, other than fundraising, should be agreed in advance by the Chief Executive or a delegated Manager.

17. Media

No-one who works for the organisation should give information about service users to the media or permit the media to enter any premises or introduce them to service users without the explicit permission of the Chief Executive.  
All enquiries from the media must be reported to the Line Manager who will, as soon as possible, refer this to the Chief Executive.
18. Financial Probity

The organisation is committed to maintaining the highest standards of financial probity.  The organisation is a recipient of public funding.  We have a duty to ensure that financial resources are used properly and effectively.

Under no circumstances may staff borrow money from petty cash or monies held in units on behalf of service users.

No gift in kind should be sought or received by any employee.

All fees, payments and gifts received from external sources by an individual working for Mind in Ealing and Hounslow and which have been made as a result of that person’s connection with the organisation should be reported immediately to the Finance Manager.

19. Conflicts of Interest

A Conflict of Interest arises when a member of staff has a financial or other interest or engages in any activity paid or unpaid which could have an adverse effect on Mind in Ealing and Hounslow’s activities.  It could arise when that staff member is liable to secure personal advantage, financial or non financial, as a result of employment with the organisation.  It is a condition of employment that any outside activities that could represent a conflict of interest must be declared to the Chief Executive.  A decision about what action will be taken will be made on an individual basis.

Mind in Ealing and Hounslow’s premises must never be used for any private trading activities.

Stolen or unauthorised goods must never be brought into any of the Organisation’s premises by a member of staff.
20. Use of Telephones 
We appreciate that it may be necessary occasionally to make or receive an urgent  personal call on one of the organisation’s telephones. Permission must be sought before making any such calls and reported afterwards if a call has been received.
21. Partners, Relatives, Friends and Visitors

The organisation accepts that occasionally members of staff may develop personal relationships with colleagues.  However such relationships can cause tensions within the working conditions of the project or amongst other staff members.  If a relationship does occur this must be disclosed to the member of staff’s supervisor who will, as appropriate, seek advice from their Line Manager.  The organisation reserves the right to move one or other member of staff if the professional work or the operation of the project is compromised.

Friends, partners or relatives calling at or being brought either to social events or for any other reason to a unit of Mind in Ealing and Hounslow must have the prior agreement of the Manager of the Unit.  Under no circumstances should anyone other than the employee be involved in the work of the project and no member of staff can delegate any tasks or responsibilities of their job to a volunteer or other person not employed to undertake paid work.

The organisation appreciates that one individual cannot be wholly responsible for another however each staff member must ensure that anyone visiting the project is aware of the standards of conduct expected.  The member of staff observing any misconduct may therefore be held responsible for the breach of rules made by their visitors and must make them aware of this.
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