CODE OF CONDUCT POLICY

1.

POLICY STATEMENT
1.1 The Space’s vision is to keep children and young people safe, mentally
and emotionally well and resilient. It is important that quality is at the
heart of everything we do. All our clients, staff and partners are entitled
to a high level of service. As a team member, you are our Ambassador
and it is important that we all demonstrate a positive attitude, equality
and promote teamwork.
1.2 As a fundamental part of this vision, this Code of Conduct outlines the
standards and behaviour we expect of how we, our service providers and
volunteers conduct themselves whilst engaged in our services and work
and when interacting with children and young people in any capacity on
behalf of TS.
1.3 This Code of Conduct identifies the rights and responsibilities of
individuals and team members.
1.4 This policy supports this overall aim and should be read speciﬁcally in
conjunction with our Safeguarding Children and Child Protection Policy
and Online Safety Policy.

2.

RESPONSIBILITIES
2.1 Compliance with this Code of Conduct is a condition of your involvement
with us and should be regarded as a minimum standard which you
should to work to. If you are unsure whether a decision you are about to
make will breach the Code of Conduct, ask the Operations Director.
2.2 Breach of Policy
This Breach of Policy applies to all Trustees, service providers and
volunteers.
The standards of behaviour expected of Trustees, service providers and
volunteers are those stated in this Code of Conduct for the proper
support of children and young people to maintain mutual trust and
confidence.
Where standards of behaviour fall below what is expected as given in
this Code of Conduct or any other TS policy, the lead member should
initially make every effort to resolve the concern.
If this is not possible, the lead member will notify the Operations
Director and/or appropriate Trustee to resolve the matter, that may
result in cancelling a service contract of withdrawal of volunteer
services. Such action is recorded in the Trustee Board Meeting Minutes.
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Where a service provider and volunteer does not reach or maintain the
required standards of service through a lack of knowledge, skill or ability,
the Operations Director will evaluate possible training or other means to
establish the required standard.
3.

STANDARDS
3.1 Child Protection Code of Conduct
Follow these rules in conjunction with the Safeguarding Children and
Child Protection Policy when interacting directly with children and young
people in any capacity on behalf of TS:
• Always prioritise the safety and wellbeing of the child and young
person at all times.
• Always act within professional boundaries - ensure all contact with
children is essential to the service/ activity you are working on.
• Remember they are children and young people first, and contributors
or participants second.
• Never give out your personal contact details, do not 'friend' or 'follow'
children you are working with on social networking sites.
• Do not assume sole responsibility for a child or young person and only
take on practical caring responsibilities such as taking a child to the
toilet in an emergency. If a child needs care, alert the parent or
chaperone.
• Never lose sight of the fact that you are with children and young
people - behave appropriately and use appropriate language at all
times.
• Listen to and respect children and young people at all times, don't
patronise them and avoid favouritism.
• Treat children and young people fairly and without prejudice or
discrimination.
• If you observe children or young people engaging in bullying
behaviour or other behaviour that may put them at risk, you must
report it to the Safeguarding Lead
• Ultimately, if you have any concerns about the welfare of a child or
young person or feel someone is behaving inappropriately around
them, you have a duty to report your concern to your Safeguarding
Lead.
3.2
The following standards will apply at all times:
• Clear instructions regarding your role.
• A detailed role/job description, however, where possible and
reasonable, we hope that team members will be flexible and support
events/activities where they can.
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•
•
•

Training and development for your role.
A healthy and safe environment; and
Appropriate supervision with a named Manager.

3.3 Child Protection Parental Consent
The Space uses a parental consent form for a young person to attend
holiday activities but not when young people use our counselling service.
The young person is initially assessed by the Triage Counsellor as being
Gillick Competent, and again by the assigned counsellor as the young
person goes through the counselling process so that the counsellor agrees
that the YP understands what they are undertaking.
Confidentiality and Gillick Competency
The SPACE works using a concept known as Gillick Competency to protect
the rights and privacy of young people who come to us for counselling. A
young person aged 16 or over, or a young person under 16 who has the
capacity to understand and make their own decisions would be regarded
as Gillick Competent.
Gillick Competency status gives the young person certain rights to make
decisions and be granted confidentiality without parental consent. A young
person who is Gillick Competent does not require parental consent to start
counselling with us.
Although a young person who is considered Gillick Competent can have
access to counselling without their parent(s) permission or against their
parent(s) wishes, The Space counsellors will always encourage the young
person to communicate positively with their parents and make every
attempt to ensure that a difficult family situation is not made worse by
insisting on a young person's rights.
What does 'Gillick competency' refer to?
Gillick competency refers to a legal case which looked specifically at
whether doctors should be able to give contraceptive advice or treatment
to under 16-year-olds without parental consent. But now they have been
more widely used to help assess whether a child has the maturity to make
their own decisions and to understand the implications of those decisions.
The case law is found in Gillick v West Norfolk, 1984 with the outcome:
‘’the child must be capable of making a reasonable assessment of the
advantages and disadvantages of the treatment proposed, so the consent,
if given, can be properly and fairly described as true consent."
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3.4 Professional behaviour
All team members have a responsibility to behave professionally. You will be expected
to:
• work considerately and respectfully with all those you come into contact
with at TS and with others as part of your role/work. You will respect
diversity, different roles and boundaries, and avoid giving offence.
• Recognise that the roles of trustees, volunteers and staff of TS are
different, and seek to understand and respect the differences between
these roles
• Accept that swearing, offensive language and offensive/inappropriate
jokes are unacceptable.
4.

MAKING A COMPLAINT
4.1 This policy provides Complainants with an open and transparent avenue
of complaint where complaints are made against Trustees, staff or
volunteers of The Space
The Space aims to act in the public interest to uphold standards of
professional conduct and practice to maintain client and public
confidence.
The Space aims to protect our clients, the name and reputation of The
Space and the professions we use.
This procedure is intended to promote the handling of complaints in an
efficient, effective, and proportionate way.
4.2 Resolution
Before submitting a complaint, the Complainant is expected to attempt
to resolve the issue with the Individual, Staff or Trustees complained
against and details of any attempt at resolution should be included within
and form part of the complaint.
If resolution with the Member is not possible/feasible or is considered
inappropriate by the Complainant in the particular circumstances of the
case, the Complainant should provide a written explanation within their
complaint as to why this is the case.
The more formal procedure outlined below is intended for use by clients
and other users of our services, where informal communication has not
resolved the problem.
4.3 This is what you should do:
The complaint should be made either in person, by telephone, letter or
email to the Operations Director The Space who will acknowledge the
receipt of any complaint in writing within ten working days. If the complaint
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is about the Operations Director, the complaint should be addressed to one
of the Trustees of The Space marked ‘confidential’. At this, and any
subsequent stage, the complainant may make personal representation, be
accompanied or supported by a friend, but not a legal representative.
4.4 This is what The Space will do:
The Operations Director or designated Trustee of The Space will investigate
the circumstances leading to the complaint and will communicate the
results of the investigation to the complainant within a reasonable time –
normally within 20 working days of the complaint being received. If the
complaint is found to be justified, the designated Trustee will agree any
necessary further action with the complainant.
If dissatisfied with the results of the investigation and outcome, the
Complainant has the right to put their case in writing to an appeal panel of
two Trustee Board members, independent of the assigned investigating
Trustee.
If the appeal is found to be justified, the appeal panel will agree any
necessary further action with the complainant.
The assigned Trustee will keep the Board informed of the number and
nature of complaints, and the outcomes. The Trustee will report to the
Board on this at least annually.
If you have a complaint, contact:
The Operations Director, Doreen Smith,
doreenthespacecheddar@yahoo.com
John Pimblott, Trustee: johnpimblott@outlook.com
5 GENERAL GUIDELINES
5.1 Confidential Information
As a team member you have an obligation to protect confidential or
personal information in relation to clients, other volunteers, staff and
partners. and other organisations/events. If you have access to confidential
information
(including
addresses
or
telephone
numbers
of
colleagues/clients), you should never discuss or disclose such information
to anyone other than the person/s authorised to receive it, both during and
after your involvement with the organisation/event.
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5.2 Training attendance
Training is an exciting and important part of your work/volunteer
experience and provides valuable information and knowledge to help
you undertake your role. You should attend all relevant
training/teambuilding sessions as requested.
5.3 Contact with the Media
All requests from members of the media for comments/information
should be politely directed to Doreen Smith Operations Director or John
Pimblott Trustee. This will ensure the accuracy of all information given
to the media and help to maintain good relationships. Similarly, you
should not give any interviews, appear in any promotions,
advertisements or endorsements, or give any assistance to the media in
relation to any story concerning the affairs of the event, without the
prior consent of the organisers. You should also exercise discretion when
commenting in your private capacity about the event where your
comment may be understood to be an official comment of the
organisation.
5.4 Criminal/Illegal activity
Any team member found to be engaging in criminal or illegal activity in
the workplace will be referred to the police.
5.5 Equal Opportunities
TS is committed to ensuring within the framework of the law that our
workplace is free from unlawful or unfair discrimination on the grounds
of disability, colour, race, nationality, ethnic or national origin, sex,
gender (including gender reassignment), sexual orientation, age, marital
status, religious or other similar philosophical belief. We aim to ensure
that our team members achieve their full potential and that all decisions
are taken without reference to irrelevant or discriminatory criteria.
(Please refer to the Equal Opportunities Policy).
5.6 First Aid
If a medical emergency should arise, unless you are a trained first aider,
your first priority should be to get assistance from someone who is
trained. Even if you are a trained first aider, ensure that professional
medical help is obtained as a matter of urgency.
If there is any immediate danger, get yourself and those near you away from the
area as quickly as possible. Your attempts to assist someone should be minimal but
you might be able to do some of the following until help arrives.
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• Clear the space around the ill or injured individual and keep other spectators
away.
• Help make the individual comfortable.
• If possible, place them in the recovery position and call the 999 as soon as possible
• Be extremely careful with blood. You can put a cloth over a wound to help stop
bleeding but do not touch the wound or allow blood to come into contact with your
skin.
5.7 Fraud and Corruption
Fraudulent and corrupt activities are in fundamental opposition to the
spirit of the organisation. If you suspect fraudulent or corrupt behaviour,
report it to the Operations Director. We will treat reports of
corruption/fraudulent behaviour as confidential, where possible, and
will seek to protect individuals making such reports from recrimination.
All reports will be investigated promptly and fairly.
5.8 Gifts and Hospitality
You should register the acceptance of any gifts or entertainment, other
than those of nominal value (e.g. pens, diaries etc.) with the Operations
Director, even of nominal value, should never be accepted if it could be
seen as bribery.
5.9 Grievance Resolution
A grievance is a perceived or real issue which causes resentment,
suffering or distress and which may be regarded as grounds for
complaint. The Space is committed to encouraging an open environment
in which all team members can express themselves freely and
responsibly, where issues raised are responded to in an appropriate and
timely manner and where everyone is treated with dignity and respect.
Above all, we are committed to providing fair and honest settlement of
any grievance.
6 Health and Safety
TS is committed to providing a safe working environment. You are required to
exercise a reasonable duty of care during your role to ensure the Health and
Safety of yourself and others.
Please be aware of and follow all safety information. The following safety
responsibilities apply to everyone:
• Pay close attention and familiarise yourself with the venue and facilities
you are in and note the names of the different exits and access points.
• Always co-operate fully with all venue staff and policies.
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•
•
•
•
•
•

•

Understand the emergency plans for the venue (e.g. fire evacuations).
Do not use any equipment or machinery which you have not been trained
to use.
Take care when lifting and carrying (e.g. don’t lift very heavy boxes ).
Report any potential hazards to a relevant member of staff; and
In the event of fire/hazard or any other risk, remove yourself and warn
others of imminent danger
If you feel an activity is unsafe or you feel unwell report this to the most
senior staff member of the facility that you are working in and the
Operations Director.
Contribute to a safe and healthy workplace - don’t leave things lying
around, keep work areas and gangways clear and tidy

7 Illegal Drugs and Alcohol
We prohibit the sale, distribution, use or being under the influence of alcohol,
illegal drugs or any other substances that may affect your performance and
behaviour in the workplace. Consumption of alcohol, illegal drugs or other
performance-impairing substances prior to and/or during a work shift is not
allowed. You must ensure that your actions do not bring into question the
professionalism of yourself or The Space
8 Performance Issues/ Inappropriate Practices
We will always attempt to resolve any performance issues or conflict fairly. In such cases, the
Operations Director will discuss their concerns with you and seek to resolve the matter in a
quick and professional manner.
9 Selling or Canvassing on premises
You must not engage in personal business or other interests whilst working or volunteering.
This includes the display or distribution of posters, pamphlets and catalogues and/or
approaching colleagues in relation to those activities.
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