

DEPARTMENT OF ADULT SERVICES
Staff Code of Conduct

All those who work for and on behalf of the Directorate of Adult Services, and those who use the services provided by the Directorate of Adult Services, have a right to be treated with dignity, courtesy and respect at all times.

As Adult Services employees, all staff are expected to conform to high standards of behaviour and conduct whilst carrying out their duties.

All Council employees are required to work within the Equal Rights framework established by the Authority.  If employees have concerns about the conduct of others they are required to use the appropriate HR procedures eg
· Confidential Reporting Code for Employees

· Employee Complaints procedure
We value staff who:

· Listen to others

· Make colleagues and service users feel welcome and valued

· Support service users and colleagues who have experienced harassment or discrimination

· Show respect for each other’s differing backgrounds and experiences
· Care about how language, dress and manner may cause offence

· Create an atmosphere where people feel able to express their views freely or disagree

· Enable colleagues and service users to contribute

· Use language sensitively

· Are approachable and pleasant

· Are confident in what they do and are appropriately assertive but not aggressive

· Challenge offensive behaviour

· Dress and behave in a manner which promotes healthy and safe working practices

· Maintain the confidentiality of personal information at all times

· Check in advance about situations where there may be a conflict of interest between personal and professional activities; such as membership of external management committees, the use of particular service providers, or if a friend or relative may be involved

· Support sustainable activities to ensure that things we do now will benefit the way we provide our services in the longer term

· Identified staff who report concerns about service users within their duty of care to line managers in a timely manner
In particular we want:

· To create an organisation where the contributions of all staff and particularly women, black and Asian colleagues and disabled people, who are under-represented in senior management and policy making areas, are supported and valued
· To provide an environment free of sexual, racial or other forms of harassment

· To have true equality of opportunity through positive action and training and development of our staff and the promotion of services

We will:

· Regularly reflect on and develop our work practices to respond more effectively to changes in our work environment

· Not tolerate racist, sexist or other offensive jokes, insults, derogatory remarks, harassment or discrimination

· Consider and, where necessary, take disciplinary action against individual members of staff who perpetrate or collude with harassment or discriminatory behaviour

Remember

All staff should be aware how their behaviour can affect both service users and colleagues.  This may originate from a staff member’s role, authority, status/position in the organisation, language, gender, age, size, race and also the environmental setting.
Staff should also be aware that some behaviour outside work may have serious implications and could result in disciplinary action being taken.

This means that:

· All staff have a responsibility to avoid becoming involved in a personal way in situations that could bring the service and the Council into disrepute

· Professional and personal relationships must be clearly separated

· Individual staff have a personal responsibility to inform their Managers when their relationship wit a service user or a former service user has moved or may move beyond a strictly professional one

· All staff have a responsibility to inform Management of any concerns that they may have about a colleague’s behaviour, actions or relationship with or towards a service user

· No staff should consume alcohol during working hours or at any time when this would impede their ability to do their job

As a staff member, if you have been upset, offended or harassed by the behaviour of 
other staff towards you; then you should talk to your Line Manager or one of our 
Human Resources advisers at City Exchange.

If you are a service user and have been offended or feel upset by the actions or

behaviour of an employee of the Directorate of Adult Services, you should talk to one
of our locally based Service Managers or to the Complaints Officer in Adult Services
at our Head Office:

Olicana House, Chapel Street, Bradford BD1 5RE
Telephone: 01274 432987


